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Typing Dissertations
or Theses
for UMass Amherst

with Word 2007

Getting started make your life easy (or easier at least)

1. Read t he Gr algping Guaeligsamddobolw éhsir rules.
2. Choosesome basic formatshen use them for everything:
a. a common 10 or 12 point font (Times New Roman is good)
b. margins: 1.5 inches on the left, 1 inch each for top, bottom and right.
c. paragraphs for chapters: dowsleaced, firsline indented 0.5 inch, widow and orphan
protection on, no hyphenatiorisft-justified or fulljustified
d. block quotes: indent the left margin of your paragraph.
Use the Spelling checkémput technical words for your discipline in its dictionary.
Make sure all tables and figures fit within tfegjuiredma r gi n s . | f some don:
to rotate them or place theom landscaperiented pages. If you cakeep landscape pages
together, preferably at the end, rather than switching back and fortbdrelandscape and
portrait.
5. Some things to avoid:
a. Do not attempt to put dots in a list by pressing the period key repeatedly. Set a tab
stop (Paragraph dialog box launcher > Tabs). and under Leader choose #2, dots.
b. Do not attempt to line things up byessinghe tab keyepeatedlySet a th stop
where you want it
6. Use styles to make your headings within chapters cons{seegection 1Vin this
document).
7. Bibliography: singlespaced with a blank line between entriéard can keep each entry on
the same page, as required.
8. Dond6t type your T ailbet Wordad it. [ICyouuseghe Heading styles ia e | f
your document, Word can create a Table of Contents for you.
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|. the template files

A. save the templategiles in your My Templates folder

The My Templates folder has a path to it that will look similar to this (with your name instead of
Ay cruaame 0) :

C:\ Documents and Settings \your - name\ Application Data \ Microsoft \ Templates

first, find the Templates folder:

Start Word and open a file. Clitke [
Microsoft Office Button on the upper | ,
left. Then, at the bottom of the screen H i
click Word Options: o

‘j]d Print >

e
| Prepare »

e Send >

Publish  »

' Close \/

2] Word Options | X Exit Word |

On theWord Options screen, click
onAdd-Ins:

] Popular I
Display
Proofing
Save
Advanced
Customize
Add-Ins
Trust Center

Resources
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At the bottom of

and manage Microsoft Office addn s

Popular — > : i
at theManage. prompt, selectvord " iy View and manage Microsoft Office add-ins.
isplay
Add-ins then clickGo: s FRvre
Save Name | Location
Active Application Add-ins
Advanced Acrobat PDFMaker Office COM Addin Ci\.. 7.0NPDA
: Person Name (Qutlook e-mail recipients) i les\Micr
Customize
Add-Ins Inactive Application Add-ins
Custom XML Data ChFilesyMi
Trust Center Date (Smart tag lists) AL Filesh\Mi
Financial Symbol (Smarttag lists) Ch FilesiMi
Resources Headers, Footers, and Watermarks Ch FilesyMi
Hidden Text Cha Files\Mi
Measurement Converter [Measurement Converter) A\ \Micros
Telephone Mumber (Smart tag lists) C\ L FilesyMi
Time [Smart tag lists) C L FilesyMi

Document Related Add-ins
Na Cacument Rgiated Ada-ins

Disabled Application Add-ins

Hed Application Add-ins

COM Add-ins
Smart Tags

bevadobe Acrobat 7.04\PDFN
Templates

Descript{ XML Schemas
XML Expansion Packs
; Disabled Items

Manage: |COM Add-ins lJ Go.., ]

ffice COM Addin

Word brings up th&emplates and
Add-ins screen. Next tthe JEmplotey vl Ak s 21|
Document template pane, where il | Templates | %ML Schema I XML Expansion Packs I Linked €55 I
saysNormal , click theAttach button: | | becument template

[normal | | attach... |

7] automatically update document styles

Global templates and add-ins

Checked items are currently loaded.

Full path:

I oK I I Cancel
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Word displays the templates in thly Templates folder. To the right of the pane with the word
Templates , hold your cursor down on the downward pointing triangle; Word will display the path
to the Templates folder. Make some notes so you can remember it

Attach Template

Look in: | Templates 7 @
- Trusted '-;.oiLocaI Disk {C:) . =
' Templates r_‘| Documents and Settings
s My Recent .1:]78“58
e Documents Iy Application Data
2 |53 Microsoft
{2} Deskrop
. ' . X ||

i My »;.a cD Drwel (D) .
““ bocuments =%, apps on kafka' (P:)

\:} My Network Places =

Computer

make the Application Data folder visible

The ApplicatonDat a f ol der, by default, is fAhiddeno
1. IntheControl Panel , openFolder Options
2. OntheView tab, findHidden Files and Folders
3. Click to Showhidden files and folders

Folder Options | 7|

| Generall View I File T}lpesl Dffline Files]

~ Folder views
You can apply the view [such az Details or Tiles) that

you are using for thiz folder to all folders.

| Apply to Al Folders | | Reset All Folders

Advanced settings:
| Files and Folders =
Automatically search for network folders and printers
Dizplay file size information in folder tips
Display simple folder view in Explorer's Folders list
Dizplay the contents of system folders
Dizplay the full path in the address bar =
[ Display the full path in the title bar
[ Do not cache thumbnails
I Hidden files and folders
O Do not show hidden files and folders
Show hidden files and folders
Hide extensions for known file types :J

| Restore Defaults I

0K ” Cancel || Apply |

T e g gy
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B. starting a document and using the UMass template

Start Word, or, within Word, selediew. Word opens a screen where you can select a set of

templates; selecMy

Templates B

Blank and recent

Installed Templates

My templates... \

Mew from existing...
Microsoft Office Online

Featured

Agendas

New Document

Blank and recent

Blank document | MNew blog post

Recently Used Templates

templ at es é

I'J»‘:arc."x Microsoft Offi

=]

Word displays the templates in thy Templates

My Templates I

Document

Blank umasso7nu. ..

&::]

umass07simple

folder:

[ [e=]

~ Preview

Preview not available,

—Create New
& Document ¢ Template

oK I Cancel |

Selectumass07simpleor umassO07numeridoy clicking on it and then clickin@K.
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C. applying the UMass template to an existing document

With the documentoperof ow t he st epsf iwed ttohoek Tienmpilfaitresst ,f o
handout.

Once you get to the display of templates, click on the one you waais607numericor
umass07simplg and then cliclOpen:

Attach Template [ 2] 1

Look in: I_;Templates _ﬂ 2 3| X Ca |

. Trusted ()Document Themes

Ll
Templates [)Smartart Graphics
5, My Recent KRl normal
- —~
Documents 2 | umass07numeric
[} Desktop 2 umass07simple
My
“~ Documents
s
Computer
| My Network
~ Places
File name: l lj
Files of type: [AII Word Templates _:j
Tools |~ I Open Cancel |
4|

Word returns to th@emplates and Add -
ins screen. Be sure to click for
Automatically update documentstyles Then
click OK.
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