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Writing a Thesis using Microsoft Word

* Microsoft Word is the most commonly used text editor but designed
predominantly for Business

e Often users use only fraction of capacity of program whilst
simultaneously being frustrated by default functions

e Improve your use of Word — attend a course, read a manual, Google

e Talk to other students - collectively large amount of knowledge
(functions and ‘tricks’)

e Today — screenshots from MS Word 2011



Writing a Thesis using Microsoft Word

e Customising the interface & functions
* Creating a template

 Working with a document

e Editing and sharing documents

e Alternate text editors

e Resources



Take the time to familiarise your self with Word interface.
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You can customise the interface & functions

Turn off annoying autoformat functions

e autoformat as you type

Turn off autocorrect functions and/or adapt

them to your needs

e correct your repeated typing errors
e add terms to your dictionary
e create your own text shortcuts

Set language default

Autosave and autorecover if you lose a
document

See formatting marks in your document

@ 3 T

Home Insert

H Save
Save As

.| Save as Adobe PDF
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[ Close

Info
Mew
Print
Save & Send

Help

| :] Options

9 Exit




What auto functions drive you crazy? Turn them off using Options menu.

Word ptio D
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| Proofing l
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Language

Advanced
Customize Ribbon
Quick Access Toolbar

Add-Ins

Trust Center

§|
|_5'3 Change how Word corrects and formats your text.

> AutoCorrect options

Change how Word corrects and formats text as you typle: | AutoCorrect Options... l

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE

Ignore words that contain numbers
Ignore Internet and file addresses
Flag repeated words

|:| Enforce accented uppercase in French

|:| Suggest from main dictionary only

l Lustom Dictionaries...

French modes: iTradi‘tinnaI and newspellingsE[

[=]

Spanish modes: E-Tutecu verb forms anly

When correcting spelling and grammar in Word

Check spelling as you type

Use contextual spelling

Mark grammar errars as you type
Check grammar with spelling

|:| Show readability statistics

Writing Style: | Grammar & Style E[
Check Document

Exceptions for: @E Documentl

[]

|:| Hide spelling errars in this document only

|:| Hide grammar errors in this document only

.
AutoCorrect M

| Aysefect | MathADwGorrect | AutoFormat As YouType
N AutoFormat ) Actions
Apply
Builtin Heading styles Automatic bulleted lists
List styles Other paragraph styles
Replace

"Straight guotes” with “smart quotes”
Ordinals {1st) with superscript

Fractions (1/2) with fraction character (1)
Hyphens (--) with dash (—)

*Bold* and _italic_ with real formatting
Internet and network paths with hyperlinks

Preserve
Styles
Always AutoFormat
Plain text e-mail documents




Word Cptions
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) AutoCorrect options
Change how Word corrects and formats text as you tygfe:

When correcting spelling in Microsoft Office programs

Ignore words in UPPERCASE

Ignore words that contain numbers
Ignare Internet and file addresses
Flag repeated words

D Enforce accented uppercase in French

D Suggest from main dictionary only

[ Custom Dictionaries...

French modes: iTradi‘tinnaI and new spellings I:-ZI

[]

Spanish modes: !LTuteu verb forms only

When correcting spelling and grammar in Word

Check spelling as you type

Use contextual spelling

Mark grammar errars as you type
Check grammar with spelling
D Show readability statistics

Writing Style: : Grammar & St]rle.lﬂ Settings...
Check Document

Exceptions for: i@j Documentl

D Hide spelling errars in this document only

D Hide grammar errors in this document anly

{ Change how Word corrects and formats your text.

AutoCorrect Options...

i =
AutoCorrect M
AutoFormat | ﬂcﬁoﬂs
AutoCorrect |  MathAutoCorrect (. AutoFormat As fou Type
Replace as you type

“Straight quotes” with "smart quotes”

Ordinals (1st) with superscript
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[7] *Bold=and _italic_ with real formatting

Internet and network paths with hyperlinks

Apply as you type
Automatic bulleted lists
Border lines
[ Built-n Heading styles

Automatic numbered lists
Tables

Automatically as you type
Format beginning of list item lke the one before it
Set left- and first-indent with tabs and backspaces
[7] Define styles based on your formatting




Customise some auto functions to save time - Autocorrect your typos.
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Check spelling as you type

Use contextual spelling

Mark grammar errors as you type
Check grammar with spelling

D Show readability statistics

Writing Style: Iﬁmmar & Style E' [ Settings... ]

Check Document
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Customise the dictionary with your research terms.
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Develop your own shorthand.
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Is your spellchecker suggesting US English rather than AUS or UK English?
Change your default setting.
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Want to know what your grammar checker is checking?
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Want to declutter your screen? Customise or hide the ribbon.
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Don’t lose any text - autosave.
Lost your document before saving? Autorecover.
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Save documents
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Offline editing options for document management server files

Save checked-out files to: (i)

(71 The server drafts location on this computer
@

@ The Office Document Cache

Server drafts location:  |Wwniwa uwa. edu.autuserhome’stafflnDo0526800My DocumentsisSharePoint Drafts?,

e
Preserve fidelity when sharing this document: |@H Documentl -

[] Embed fonts in the file (i
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_' Do not embed common system fonts




Want to speed up? Know the keyboard shortcuts / create your own.

Remave paragraph or character formatting. CTRL+SPACERAR

Copy the selectied text or abject.

Cut the sslected text or object.

Paste text or an obsect,

Paste special CTRL+ALT+Y

Paste formatiing only o F

Undo the last action,

Redo the last action, CTRL+Y

Open the Word Count dialog box CTRL+5HIFT+=

Working with documents and Web pages

Create, view, and save documents

To do this Press
Create a new documeant, CTRL+N
Open a document. CTRE+D)
Close a document CTRL+W
Spht the dooEmiEnT wirsd o, ALT+CTRL+S

Reormowe the document window spiit.

Save a dooument,




Create a Template (possibly......)

e Set your page layout (margins, orientation, page numbering)

e Set what your text looks like (styles)

— Font (Size & Type face — consider serif fonts Palatino, Times New Roman)

— Headings
— Spacing
— Levels

e Become familiar with outline view

e Consider using a Master Document if a chapter(s) is large
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Set your margins.
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Change page orientation with section breaks.
What to keep the position of your page numbers consistent? See https://uknowit.uwgb.edu/page.php?id=26346
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Number your pages — able to choose format & start number for each section.
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Spend some time to learn about styles — important for creating TOC & master documents.
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Another component of styles is level. Allocate a level to each style.
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Outline view will help with changing styles, creating master documents & editing flow.
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