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

 

1. Read the Graduate Schoolôs Typing Guidelines and follow their rules. 

2. Choose some basic formats, then 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: double-spaced, first line indented 0.5 inch, widow and orphan 

protection on, no hyphenations; left-justified or full-justified   

d. block quotes: indent the left margin of your paragraph. 

3. Use the Spelling checker ï put technical words for your discipline in its dictionary.  

4. Make sure all tables and figures fit within the required margins. If some donôt, you will have 

to rotate them or place them on landscape-oriented pages. If you can, keep landscape pages 

together, preferably at the end, rather than switching back and forth between landscape 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 by pressing the tab key repeatedly. Set a tab stop 

where you want it.  

6. Use styles to make your headings within chapters consistent (see section IV in this 

document).  

7. Bibliography: single-spaced with a blank line between entries. Word can keep each entry on 

the same page, as required.   

8. Donôt type your Table of Contents yourself ï let Word do it. If you use the Heading styles in 

your document, Word can create a Table of Contents for you.  
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I. the template files 

A. save the templates files 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 

ñyour-nameò):  

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

 

first,  find the Templates folder:  
 

Start Word and open a file. Click the 

Microsoft Office Button  on the upper 

left. Then, at the bottom of the screen, 

click  Word Options:   

 

 

 

 

 

 

 

 

 

 

 

 

 

On the Word Options  screen, click 

on Add-Ins:    
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At the bottom of the screen for ñView 

and manage Microsoft Office add-ins,ò 

at the Manage. prompt, select Word 

Add-ins then click Go:      

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Word brings up the Templates and 

Add-ins screen. Next to the 

Document  template  pane, where it 

says Normal , click the Attach button:     
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Word displays the templates in the My 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! 

 

 
 

make the Application Data folder visible  
The Application Data folder, by default, is ñhiddenò and you canôt open it. To make it visible: 

1. In the Control  Panel , open Folder  Options . 

2. On the View  tab, find Hidden  Files  and  Folders . 

3. Click to Show hidden files and folders  
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B. starting a document and using the UMass template 

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

templates; select  My templatesé.  

 

 
 

Word displays the templates in the My Templates  folder:   

 

 
 

Select umass07simple or umass07numeric by clicking on it and then clicking OK. 
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C. applying the UMass template to an existing document  

With the document open, follow the steps we took in ñfirst, find the Templates folderò earlier in this 

handout.  

 

Once you get to the display of templates, click on the one you want (umass07numeric or 

umass07simple) and then click Open:    

 

 
 

 

Word returns to the Templates and Add -

ins  screen. Be sure to click for 

Automatically  update document styles.  Then 

click OK .  

 

 
 


