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Content of the course

m The idea of the Dissertation template

® How should | add text:
a) when writing
b) when copy-pasting from another document

m Update the table of contents
®m * Add tables or figures to the table of figures

m * Add and edit tables
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How to get the template

Click Office-bution: €% = =

= emplates Bl @) () foesrn icrosoh o1
New -command (!) E 1| ncans recen [~
Custom: JYU = P
Templates - o New o axstiog

Custom —

Choose EN-JYU pomne |l &
dissertation b e
template -
Double-click (or click 1 _
Download -button) - —
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* Alternatively: Save the template from
the WWW-Pages (to home computer)

m https://koppa.jyu.fi/avoimet/thk/vaitoskirja/

dissertationtemp
1. Click EN_JYU_Dissertation.dotx -link.

2. Save in Word (.docx).

. | ¢
(alternatively: you can save Wl KOPPA  Toowe
as atemplate: .dotx) vcines
O. nnnnn
IR I s vanden
' Dissertation template
o7 You can save the template to your home computer.
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Dissertation template

m Template is based on the directions of the Publishing
Unit of the JYU Library:

— Guidelines for writing in a research series published by the
University of Jyvaskyla (pdf).

m The template will offer you:
— page layout, page numbers, opening pages
— text styles!
» headings with numbers, normal texts, citations
— table of contens for updating
« also table of contens for figures or tables

JYU - Information Management Center
*Why styles?

m Style is a group of design definitions under one style name
— headings (for instance: Heaging 1, Heaging 2, Heaging 3 etc)
» main heading and subtitles (1, 1.1, 1.1.1 etc.)
— body types are modified variously

« for instance: "basic body type”, citations of the interviews,
lists, tables etc.

m Additional value:
— the layout of the document is continuous
— it's easy to edit the styles afterwards:
« for instance change the font size
— heading styles are obligatory in the automatic table of contents
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The basic idea of the template

m The layout / the styles are available in the "style
palette”

m Delete unnecessary default texts
— guideline -texts
— or other elements, which you don’t need

« for instance: examples of text styles or captions for figures
and tables

« or: at the end of the document: the bibliography-style text
(if you are using the bibliography from RefWorks)
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Rules for using the template 1(3)

m * At the beginning: write your own text on the
example text
— Choose ("paint”) the example text and write

m OR: First delete unnecessary example texts

— Attention: leave the text of the table and figure -captions, so the
tables of content will work

m Important: when dividing paragraphs, press enter only
oncel!

=> automatically the space large enough between the paragraphs
(it has been specified in the style)

10
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Rules for using the template 2(3)

m it’s enough, if you choose only the heading
level you need when writing
— forinstance 1, 1.1., 1.1.1 etc.

® when you press enter after the heading or
paragraph text
=> the correct normal text -style appears
automatically
— 1. paragraph: from the left side
— next paragraphs: with indentation

11
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Rules for using the template 3

®m when it’s time to write the new heading level
or text style (for instance citation), first choose

the style from the style palette and then write

— IMPORTANT: move the cursor first to the new line (by
pressing enter)

m IMPORTANT: don’t use the Paragraph -

buttons from the Home tab, because it’ll mess
up the styles

i
>
|

N
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Insert a new heading

1. *Home - tab: click the "key”-button ja AABBCC] % 3
then the style palette is opened ﬁead-ng . " Crange |editing
2. Choose the new heading style M
for the paragraph before -
writing: click the name of the domeame 8
style I Ta—
Normal text Abstract-part T
— 1 Heading 1 or 1.1 Heading 2 or e o 1
1.1.1 Heading 3 etc. e K
— After you press enter, the style e ”
for next the paragraph appears | s u
automatically
THK / HR 13
JYU - Information Management Center
When pasting text
from another document
1. Indissertion —template: first move the cursor to the
CorreCt |Ocat|0n 7 Vivamus a tellus. Pellentasque
—  atthe beginning of the new melesuada fames ac lurpis egestas
paragraph _
2. Copy text from the document
3. Inyour template: Paste
— default: Use destination styles
m The bolds or italics of the original text remain!
14
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options 1(2)

choose Match Destination
Formating

&) |

If you have problems with pasting,

A.If you paste formulated text from another
document, use Paste options -button which
appears immediately after pasting the text and

©  Keep Source Formatting

& Use Destination Theme

I ©  Match Destination Formatting I

©  Keep Iext Only

Set Default Paste... I

15
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If you have problems with pasting,
options 2(2)
OR: Afterwards:
Styles v X
B. Select the text and change new style picenase o
form the style palette =1
— forinstance: Normat first paragraph e
Pazotsikko {Original Papers) 12
C. OR: Styles -palette: Clear Formatting e T
=> normat -text (Book Antiqua 12 pt) e -
Heading 3 T3
16
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The table of contents 1(2)

m Important: don’t edit by hand the table of contents!
m right- click the table of contents and choose Update
field —command on
— or: choose References - tab: Update Table -button

a r_!]" UHJ:?Q;

—/f Home Insert Page Layout References Iy

¢
= | =W Add Text ~ IA‘J Insert Endnote

P =HE =

[ - j! Update Table A-§ Next Footnote ~

I I update Fiel | Table of e

Contents = Fittnoie ::_' Show Notes

Tl Tl : -
Table of Contents Footnotes Fl

17
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The table of contents 2(2)

m Update entire table -command: the new texts
of your headings will be updated

Heading 2

e e S Update Table of Co 2 x|

‘“Word is updating the table of contents, Select one of the
Following options:

Ers anly

cos_|

18
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How to copy-paste a long text
to the dissertation template
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When pasting a long text
to the template

m Options:

A. Easy way: copy and paste the text to the template,
- before pasting: delete the default texts (headings ja
paragraphs)
— ATTENTION: leave the table- and figure -defaut -texts, if you
need tables of figures!

— IMPORTANT before pasting: is the default -style: Normal —
style (11

B. * You can copy the styles between two files - but it’s more
challenging!

5.9.2011
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Stylize the text in the template 1(2)

m |f you haven’t use heading styles in your text:

. les - x
choose heading styles — =
Artikkelin otsikko Ta

— Choose from the style palette the correct
levels:
¢ Heading 1 (1. Chapter), Heading 2 (1.1.),

Citation T
Heading 1 - no numbering T
HNormal text T

T

Mormal text Abstract-part

Heading 3 (1.1.1.) jne.
— Atip: it's enough when the cursor is in

Patsikko (Original Papers) 13

the heading text (so you dont’t have t
paint the whole text)

Reference hil

ghle et h I8
Heading 1 Ia
Heading 2 Ia
Heading 3 pi:}

m Change the style "Normal text first

chapter” for the paragraphs

m  *If you have for instance citations: change the citation -
style from the style palette

m **You can create new styles: click New style -button

=

[1 Shaw Preview
[ Disable Linked Styles

+ options...
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Stylize the text in the template 2(2)
m If you have 2 enter-press

between paragraphs: delete i

the unnecessary ones with s

Find- Replace -function

Replace with: [~p|

— Home- tab: Replace-command
m Find: "p"p -

m Replace: *p
m click Replace all -button

Replace Replace Al

5.9.2011
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Table of figures
* How to edit tables

JYU - Information Management Center

Tables or figures
to the table of figures 1)

m First add table or figure -captions T

Acrobat
1. Click from References -tab Insert B mfé_‘ria_o_e_cff:gures
Caption -button e | s
2. Specify only once: click NEW S
LABEL -button and write: TABLE (or
FIGURE) and OK.
—  write block capitals! 2|x]
Write the caption to the text. Towe
4. When you need a new caption: just e, = =
choose from the drop-list: table or poston: [Foom seested Eem s
fIgUI‘e OK (StepS 1 and 3) I t‘:l\_a‘ llil
e ——— Lahel:
AutaCaption, .. _l [TaBLE|
e e
24
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Tables or figures

Y

2

Paste

to the table of figures 2

5. IN THE END: Refresh the default-table of figures

— same as the table of content: right-click and
choose Update Field and Update entire table

TABLE 1 The title here. ..oy S

_.T? Update Field

Update Table of F 2] x|

‘Word is updating the kable of figures, Select one of the
fallowing options:

" Update page numbers only.
& [Update entire table!

25
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Add atable 1(2) o= =
Clear Al d
Article Tide puc]
Citation T
m  Guideline: avoid using borders or vertical lines between Heading 1-no numbering
Main Title (Criginal Papers) 18
COlUmS. Mormal text : ’ T
Mormal text Abstract-part T
Mormal text frst chapter 7
1. Choose text style: "Table text” feiec =
2. Insert - tab : click Table -button ja choose |[T... o
how many lines and colums
Insert Page Lay
Table Picture
3x3 Table
T,

5.9.2011
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Add atable 2(2)

4. Write the content.
5. Choose the style
"Table”: simplified without borders

* Add lines for intance to the first and last row from
the Borders -button

6.

Documentl - Microsoft Word Table Tools

yout References Mailings Review View Add-Ins Acrobat

Design Layou

- — ——— —_—_-—S§Sl - Shading ~

i+ Borders ¥

Table Styles

27
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Edit table

®m Add the number of the lines or colums:
1. Click the table active and you’ll see Table Tools
2. Choose on the Layout -tab: Insert Below or

Left/Right
= BRI Documentl - Microsoft Word Table Toals
Insert Page Layout References Mailings Review View Add-Ins Acrobat Design Layout
F& A Eﬁ insert Below || [l Merge cells 3] o42em ¢ 3 5233 A_‘: i A
{25 ﬁ HHlnsert et | Espiitcels | =geaem 2 |H E]EE — -:I Zl
Delete Insert _Hj’l St Righ 74,5. o Y - — _ .Tex'F Ce Sort

- Above nsert Right || =5 5plit Table A AutoFit ¥ = & & pirection Margins
Rows & Columns (P Merge Cell Size (F] Alignment
28
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Modify the table

A. On the Design -tap: click the arrow of the Borders-
button and choose for instance borders to top/bottom

B. OR: If you have several tables: Create a new table
style

Documentl - Microsoft Word Table Tools

ut References Mailings Review View Add-Ins Acrobat Design Layout

- — ﬁSnad-ng e

g
i
1
1
1
1
(N
1
1
1
]
1
1
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I
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=l
fue)
o
o
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BN
5
=
=]

777777777777777 E i+ Bottom Border

Table Styles

F1 Top Border

29
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* How to create a table style 1(3)

1. Click at the bottom:  —
New Table style...

2. Specify features. e

m Afterwards: choose the
style of the table from the
Custom -option

&9 Clear
S8 Mew Tania Stie

5.9.2011
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* How to create a table style 2(3)
2|x|

ke = =]
| Font m::ew | @ atse tioemat =]
Tomatting
m Format -button: et TS -
you can specify : [ v |
more features ) o o

= ———
A0 Properties..

Borders and Shading..
Banding...

Eont..

Paragraph...

Tabs..

5.9.2011

JYU - Information Management Center

How to create a table style 3(3)

m Borders and shading: for instance lines to the top
and bottom of the table

m Paragraph: Prevent the divison of the table to several

pages
— Choose from Line and page 21X

Borders | i berin | st |

break-tab: Keep with next P s o
[ [——| cumemape

|Paragraph

Indents and Spacing  Line and Page Breaks |

Pagination
v widowOrphan contral

I v Keep with next I

15
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* How to modify your table style

1. Right-click the table style and choose Modify Table

Style
MOdIfy rout References Mailings Review View
OK S ==

Apply (and Clear Formatting)
Apply and Maintain Formatting

Lz New Table Style 1

—} Madify Table Style I

Delete Table Style

Set as Default

Add Gallery to Quick Access Toolbar

JYU - Information Management Center

* Or save as Quick Tables
(Word 2007)

First modify the table.

Then choose the table. L o el s D
Insert -tab: click Table - 1T “
button and ja Quick tables : :

4. Choose from the bottom of —

the window: Save e et

Selectiont to Quick
Tables Gallery....

m  How to use: choose the correct
table style from the Quick
Tables

5.9.2011
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