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Abstract

You may put your abstract here. This section is required on all but creative theses.

We will use this space to introduce our document. You are looking at Reed’s senior thesis template for Microsoft Word. The thesis template is a collection of styles and formatting that should make the job of writing your thesis somewhat easier. This document contains both the template itself and instructions for its use. It is a good idea to read through this document early on in your writing, and also to become acquainted with the Senior Handbook, which includes the definitive set of formatting rules. You should also familiarize yourself with any rules imposed by your department or division. Formatting your thesis should be straightforward and easy if you take the time to learn a few things first. 

You may find it helpful to keep in mind that Word has many bugs, both known and unknown, and that no matter how prepared you are, strange things are likely to go wrong. It’s a good idea to have patience, back up your work often, and ask for help whenever you need it.

This template was built to work in Word X for MacOS X. It should work in other versions of Word, but has not been extensively tested on them. This document is set up with the proper margins for double-sided printing, has unnumbered headings and includes numerous other features, all of which can be easily modified.

For additional help, you may want to make use of Word’s built-in documentation (to access Word help, hit command – ?), which can be helpful if you know exactly how to state your question. Also, please do not hesitate to contact Computer User Services (CUS) at cus@reed.edu or extension 7525. You can drop by any time the ETC help desk is staffed, and there are weekly thesis help sessions with experienced staff members. Contact CUS for more information. 

You may put a dedication here if you wish.

Introduction

This is the April 5, 2005 version of the Reed College Thesis Template.  Please check http://web.reed.edu/cis/help/thesis.html#templates and verify that you are using the latest revision of this document.  Older versions may not satisfy current thesis guidelines.

This documentation is divided into three chapters. This first chapter (Introduction) outlines the document, and gives you a couple of pointers to start out with. The second chapter, Formatting Basics, gives you the tools you need to manage both the overall shape of the Word document that will contain your thesis and the text in which your thesis will be written. Once you have read this chapter, you will have the formatting skills you need to write an all-text thesis. The third chapter, Advanced Topics presents instructions and resources you will need if you are writing a thesis that contains tables, figures, images, or equations. Don’t forget to look at the documentation for the front and end matter as well. 

Throughout this document you will find occasional tutorials, which will walk you through various Word formatting skills. It’s a good idea to try these all, and to try them in order, since each expands on the one before it. Don’t forget to drop by or email CUS if you are confused at any point, or if you have questions not answered in this document. SEQ chapter \h 
How to use this document

Before you begin: the first, most important thing to do with your thesis is to back it up often. If you are using the Reed network, then save copies frequently to your home server. If you are working at home, then email your thesis to yourself, burn it to CDs, or save it to a disk. You cannot do this too frequently. If you have any questions about backing up your thesis or other important files, the CUS staff will be more than happy to answer them.

You will notice that this document is structured to form the skeleton of a thesis, making it easy for you to delete parts and replace them with your own, much more interesting, text. Some sections are optional; just remove the ones you don’t want to use. Be sure to remove the section breaks at the end of unused sections and leave them alone on sections that you keep. See the part of this document about section breaks for more information.

Tutorial: How to see what you type

In order to see your section breaks and other useful information, you will need to perform a bit of arcane but easy magic. This is one of the most useful features in Word, and is such a well-kept secret that it doesn’t even have a proper name, or its own shortcut keystroke. The button on your toolbar that shows a paragraph marker (a backward P with two legs) will reveal to you, in light grey outline, every keystroke that has made it into your document. Section breaks, carriage returns, and dots to mark spaces between words all become visible when you click on this button, and hidden when you click it again. I always leave it on while typing, but if you like seeing a cleaner page, you can just use it when you’re cleaning up text you’ve already written. This show-paragraph-formatting button will also reveal a black dot, which looks confusingly like a bullet, to the left of all Title or Header styles.  None of these marks will appear on the printed document.

If you do not see the icon in your Word toolbar, try turning on the Standard toolbar. If you are using Windows, you may have to search around a bit in the toolbar menu for something called ShowAll. 

Formatting basics

The first part of this chapter tells you how to manipulate and keep an eye on the grand scheme of your thesis document. It is also a good idea to make liberal use of Word’s built-in help. Topics covered include document layout settings like margins, sections, and page numbers, and how to make your table of contents automatically keep track of your pagination as it changes. The registrar and library have strict guidelines about all of these settings.

The second part of this chapter deals with font and formatting styles for the actual text of your thesis. Reed has few regulations about stylistic issues, but you will find your formatting to be much easier if you have a basic understanding of how Word styles work. 

Document layout

Sections

Word allows you to split a document into sections, which is how you control headers, footers, and page numbers, and where your chapters begin. With your paragraph marker button toggled on, you will be able to see the section breaks that fall between major sections such as chapters, and between all the pages in the front and back matter. Reed formatting rules require that each major part of the thesis document (title page, signature page, preface, acknowledgements, table of contents, the first page of a chapter or of your bibliography, etc.) starts on a new page. This document is constructed for printing double-sided, in which case each part must start on an odd-numbered (right-hand) page, which sometimes means leaving the even-numbered (left-hand) page before it blank. The intuitive thing to do would be to hit the return key multiple times so that you have a blank page. Do not do this! Here is how it can be made easier:

Tutorial: section breaks

Instead of wracking on the return key, you can insert “an odd-page section break” at the end of the text before the new section starts. Do this by choosing, from the menu bar, Insert –> Break –> Section Break (Odd Page). An odd-page break will ensure that the next text entered will begin on an odd-numbered page.

Try this out now by adding a new chapter at the bottom of this paragraph. Create an odd-page section break as described above. Then type in a faux chapter heading, such as “Chapter Two.” Make sure your cursor is in this heading, go to the Style window in the toolbar or formatting palette and choose “Heading 1.” Back in the document you can then go to the end of the heading line and hit return. The style should revert to “Body” and you can start typing or pasting in the text of the next paragraph.

You will probably want to delete this test chapter heading eventually (when you do, don’t forget to delete the section break, too)—but keep it around while you read the rest of this chapter, so you can try out some other formatting features.

Note that, if you have converted this document to be single-sided, you should use “section break – next page” instead of “section break – odd page” when starting a new chapter.

Page numbers

This document is set for accurate page numbering in accordance with the rules outlined in the Senior Handbook. (Make sure you are looking at this year’s handbook, since the rules have changed slightly.) Look there for the specifics, but in the meantime there are a few important points to remember. First, page numbers begin on the first page of your first chapter (this is usually your introduction), which is page 1. Second, while every single page in your document has a number assigned to it, no number is shown on blank pages or the first page of any section. This means that none of your front matter will show page numbers, nor will the first page of your first chapter: the first number you see when flipping through your thesis will be a “2” on the second page of your first chapter. 

To give another example, if you are printing double-sided and a chapter ends on page 33 (a right-side page), the blank page on the back (page 34) will not show a number, nor will the first page of the next chapter (page 35), and numbering will resume on page 36. Keep in mind, therefore, that odd page numbers are always on the right-hand page. 

Tutorial: page numbers

The one time you are likely to need to tweak the pagination in this document is when adding a new chapter. Several things may go wrong here. For example, the first page of a new section might show a page number: if it does, check in Format –> Document –> Layout to make sure Different First Page is checked. Or, you may find that the second page of your new chapter claims to be page 2, even if you inserted the section near the end of the document. In this case, you need to make an adjustment so that the page numbering continues counting from the first page of the introduction. To do this, make sure you are in “Page Layout” view, then double click on the new page number “2”. In the Header/Footer toolbar that appears, click on the icon with the hand pointing to the number sign. This will bring up the Page Number Format dialogue box. Select the button labeled Continue from previous section and voilà. Compliance. 

Pagination bugs are hard to predict. If you run into trouble with page numbering at any time, the people at CUS will be happy to help you.

Margins

You have probably noticed by now that the margins are different widths on alternating pages of this document. If not, take a moment to scroll up or down—you’ll find that on odd pages the left margin is 1.5 inches and the right is 1 inch, and that it’s the opposite on even pages. This is so that in the final, double-sided version of your thesis, the inner margin will always be wider. These margins adhere to school regulations, so it’s best to leave them alone. If you want the final, bound version of your thesis to be single-sided, you will need to make a few simple changes to your document formatting.  Come talk to a CUS staffer about it.

Single-sided vs. double-sided 

This document is built to be double sided by default. This means that the page numbers and margins are different on odd and even pages. When you print the document, however, it will print only one side on each page (though with the margin and page number settings preserved) unless you are using a duplex printer and have chosen the double-sided print setting in the print window. It is fine to print your document this way, especially if it is the final copy that you will be taking to the print shop for duplication. In fact, they prefer this, as it’s easier for their copy machines to read in single-sided pages. If you want the final copy of your thesis to be single sided, or if something happened to the layout and you need to change it back to double sided, you must adjust the margins and numbering. Go to Format –> Document –> Margins, and look for the Mirror Margins check box. If the box is checked, your thesis is in double-sided format. If not, your final document should be single-sided. Note that when you add a new section you may need to reset the margins.

When printing a single-sided copy of a document that’s formatted to be double-sided, you will notice a lot of blank pages. These represent the back of a page that only has content on one side, such as in the front matter, or when you have a chapter that ends on an odd-numbered (right-hand) page. The next page must begin on an odd-numbered page, so there is a blank side. Leave these blank pages in the stack when giving the final version of your thesis to the print shop.

The table of contents

The table of contents looks like a list of chapter titles and page numbers that someone might have typed in, after carefully examining the entire document and noting down page numbers. But if you click on it, you will see that it is highlighted in grey—this is because it is not regular text at all, but an area of text called a “field” that automatically keeps track of the titles and page numbers of your top four levels of headings.

Tutorial: updating fields

Never edit the text in the table of contents directly. You can update your table of contents periodically by clicking on the field (or hitting command – a to highlight all of your text), and then pressing the F9 key to update your fields. Try it now—first go back to your table of contents and look for the test chapter you added earlier. It will not appear until you update your fields with the above commands. After hitting F9, Word may ask if you want to “update page numbers only” or “update entire table.” You almost always want to update the entire table. 

Fields are useful for other things as well, for instance if you have a lot of tables or figures and want to refer to them by number in your text. For a comprehensive explanation, see the Advanced Topics section of this document. 

Formatting your text with styles

Style basics

You probably haven’t noticed anything unusual about the text in this document. It is in a fairly traditional format: the text is in the Times font, size 12; the first line of every paragraph is indented; all the lines are left justified and evenly spaced; chapter headings are larger than section headings, which are larger and look slightly different than subsection headings; and so on. Each kind of text carries a preprogrammed (and reprogrammable) set of formatting commands called a style. You can alter these styles, or make new ones; the important thing is that you use styles from as early in the writing process as possible.

Styles are saved as part of the document itself. This means that if you change computers, or email your thesis to someone else, your styles will still apply, while other documents you create, even on the same computer, will not automatically have thesis template styles.

Sometimes styles will act strangely, for instance if you hit the delete key when your cursor is at the beginning of the first paragraph under a heading. When this happens, just highlight the text and reapply the appropriate style from the toolbar styles menu. 

You must use styles consistently. It’s no good if half of your level 3 headings are in style Heading 3 and half of them are in Normal style, with the formatting (bold, etc) applied by hand. So think about your styles in advance, and refer often to the excellent documentation provided by Word. 

Applying styles and making them work for you

When you select some text, or put your cursor inside some text, and apply a style, the collection of formatting commands—font, size, indentation, spacing, and more—that make up the style is applied to that text. If you put your cursor in the heading immediately above this paragraph, you will see in your style menu that the heading is in Heading 3. This heading is formatted to appear in Times 12, bold and underlined. Top-level chapter headings, such as the one you added earlier in this chapter (Heading 1), are formatted to be in Times 16 bold, centered. You can see what style is applied to any given bit of text by putting your cursor in that text and looking at the style window on the formatting toolbar, or in the format window.

Styles can be based on other styles, inheriting their characteristics. It’s a good idea to define special styles for everything, and not use Normal at all. That’s because most styles are based on the Normal style, and if you change the Normal style all the others will change too. A simple way to avoid that problem is to base all your styles on Normal, but to never use Normal itself. This gives you the freedom to change any style without affecting all the others.

The text in this paragraph is in a style called Body, used for basic text; the style’s short name is b. (More on short names below.) Note that Body, in this template, is single-spaced. If you want your final copy to be double-spaced, it’s an easy change to make at the end—just change the Body style definition. If you have been disciplined in your use of styles, that’s all there is to it.

You may notice that many of the styles in this document have two names, a long one and a short one, separated by a comma. The short names allow you to apply styles quickly, without using the mouse. While using this template, hitting command – shift – s will put the cursor in the style pop-up menu in either the Formatting Palette or the Formatting Toolbar, whichever is showing (if neither is showing, it will open the Style dialog box). Type a short name (like b for Body text, or h2 for Heading 2) and then hit return to apply the style to whatever text is highlighted or, if it is a paragraph style, to whatever text your cursor is currently in. The distinction between paragraph styles and character styles will be addressed later.

Tutorial: heading alignment

Your top-level headings (Heading 1) are currently centered, but all the other headings are left justified. You may leave this as it is, or you may change it. Try changing it now using styles.

To left-justify all your level one headings, pull down the Format menu from the tool bar, go to Styles, select Heading 1 from the list of available styles on the left (if your cursor was already in a piece of Heading 1 text, then this style will be selected automatically). Choose Modify and then select Paragraph from the Format pop-up menu at the bottom of the modification window. This will allow you to left-justify your heading; selecting Font from the same pop-up menu will allow you to change the heading’s font and size. Typically, you want to click Close at this point, to save your changes, but you can also click Apply if you want to save changes and also apply the Heading 1 style to the paragraph containing your cursor.
Scan through the whole document and see how all of the chapter headings have changed. Note that front and end matter headings have their own style but it is based on the regular heading style and will, therefore, change as well. If you don’t like it, change it back. Or try something completely different. 

A guide to this document’s built-in styles

Styles in Word come in two flavors: paragraph and character. Paragraph styles are what you will use the most. Each paragraph has exactly one paragraph style and you can’t apply a paragraph style to anything less than an entire paragraph. By default, Word uses the style called Normal, which sits in the background as the base for the styles you actually use. For instance, an extended quotation could be fully justified and set in on both margins, like this:

This paragraph uses the style called “long quote”, which is appropriate for (guess) long quotations. If you decided that you wanted all your long quotations to also be in a different font size, the best way to do it would be to redefine this style. 

In the paragraph following a long quote, use the After Quote style to avoid superfluous line spacing and/or indentation. If you put your cursor in this paragraph, you will see that it is in that style; the next paragraph will automatically revert to Body. Do not add an extra space by hitting return between your quote and the continuing paragraph. 

The second type of style, character styles, can be applied without regard for where the paragraphs fall. They are often used for very small bits of text. For example, there is a style called Inline Comment that you can use to make notes to yourself while writing: This text is in inline comment style. It stands out nicely on the screen or in print, so that you can spot your comments in the text. You could also use character styles for superscript and subscript, allowing greater flexibility and consistency than the standard Word commands. And so on.

Headings, Bullets and Comments

Chapter headings are in Heading 1; This style is used very rarely so there is no short name. Second-level headings are in Heading 2, short name h2. The heading at the top of this paragraph is Heading 3, or h3 for short. Heading levels are special in two ways. In addition to applying normal formatting commands like font, space before and after, and justification, they are used by Word to generate a table of contents.

Numbered headings are also available (“Heading num 1,” etc.). They are used primarily by science majors, but can be useful to anyone during draft stages in order to keep better track of a thesis’s overall shape. 

All of the built-in heading styles contain taller line spacing above and below them, so you should not need to leave an extra space before or after a heading. They are also set so that they’ll never appear alone at the bottom of the page.

The number of different kinds of heading you use is matter of personal taste. This template contains four major levels of headings that appear in the table of contents, though more variations are available. You probably won’t need any more than three or four plus the following Minor Heading style (the text “Bullets,” below). The Minor Heading style does not appears in the table of contents. All of the tutorials in this document begin with a Minor Heading (shortcut name “mh”). 

Bullets

Another very common formatting need is for bulleted text. Bullets come in two varieties—numbered and unnumbered. 

· This is an unnumbered bullet style; it’s called List Bullet, or lb for short. The style is set up so that when it wraps, the text lines up nearly and the bullets are outdented.

· Here’s some more of the style. Sometimes you may want to have a single bulleted section that contains more than one paragraph.

When that happens you can use this style, List Bullet continued, or lbc for short, which has no extra spacing but which has an extra indent.

1. This is the style called List Numbered. 

2. You may need to tweak it a bit by telling Word when to restart the numbering.  Use the Format –> Bullets and Numbering command. If you don’t, it will just keep incrementing the numbers, even after intervening text.

You can use the List Bullet continued style with List Numbered if you want a paragraph break to fall within a numbered list, like now.

Comments

This is a special style called Rough (short name r) that is useful for parts of a document  that are, well, rough. It’s a paragraph style that includes a vertical bar beside the paragraph so that, as with the Inline Comment style, it can be seen easily on the screen or in print. 

Back to Body here—just to note that Inline Comment (ic for short) is useful for little notes (like this needs a reference) while Rough is good for marking whole sections. Of course, your final draft should contain neither style. 

Automatic Styles

Word recognizes some styles as special and applies them automatically: footnotes, page numbers, table of figures, TOC1, and so on. In addition there is a character style called Default Paragraph Font that removes any special character formatting and returns the selection to the underlying paragraph style. There are other styles as well, and tweaking these can give you even greater of control over your document’s appearance.

Styles and beyond

Contained in this section are some tips on using Word that will make your thesis better looking and make the writing of it less stressful.

Technical tips for Word

· Start writing in the thesis template right away. Save a copy of the template, containing this documentation, for easy reference as you write.

· If you need to move your text into the template, do the following: open your document; highlight and copy the text; open the template and paste it in.  Then, go over your text paragraph by paragraph and make sure that each paragraph is in the right style—Body for most, Heading 1 for major headings, etc. 

· Back up your thesis all the time.

· Don’t open any Word attachment that asks you to run a macro, no matter who sent it to you. It probably contains a virus.

· Avoid text boxes at all costs—Word can’t really handle them, and it’s a mystery why they’re a feature at all. Word sometimes inserts text boxes when you use some of its “advanced” features; you can tell that it’s a text box because you will see a box with a wide stippled border and an anchor symbol. If you see this in your thesis, you can come talk to CUS about how to get rid of it.

· Always number your footnotes automatically. Word doesn’t do endnotes very well, so footnotes are generally a better idea.

· Never re-enter page numbers by hand. If your page numbers are acting funny, come to CUS for help.

· If you are entering a table of data, do so using Word’s table features, not using multiple Tabs or spaces. See Word’s help documentation to find out more about this, or come as CUS.

· Keep your paragraph marks visible all the time, if you can get used to it.  If you can’t, then get in the habit of toggling them on and off to check your formatting.

Tips on styles

· Don’t make first-line indents using the tab key or preset tab stops; make them by adjusting your paragraph styles. It’s easier in the long run and will make adjusting your indents much simpler.

· If you have a lot of bold or italicized text in your thesis (passages in a foreign language, for instance), make and use a separate style for it. 

· If your styles change and you don’t know why, it may be because Word is automatically updating them based on individual formatting alterations you make to parts of your text. Needless to say, the best way to prevent this is by changing your formatting only through the Format – Styles menu. For a quick fix if it does happen, put the cursor in an area with that style. In the formatting toolbar or palette, click on the style that is showing, pull up the style menu, and select that style again. Word will present to you a dialog box asking if you want to automatically update the style. The answer to this is almost always no.  Typically, in this case, you want to reapply the style instead. On a related note, there is a checkbox, under Format – Styles – Modify, called “Automatically Update,” that should never be checked!

Tips on typography

· You do not need to press the space bar more than once in a row after a full stop or colon; Word knows how to adjust spacing for punctuation marks.

· Similarly, there is no need to press return multiple times in order to leave space between paragraphs or headings. Instead, adjust your styles to leave space automatically.

· Long dashes—such as the ones surrounding this clause—are called “em dashes” because they are the same width as the letter m, in whatever font you are using. Em dashes can be used sort of like parentheses, to set off a clause. They are made by hitting option-dash (or by entering two dashes in a row—Word will usually convert them to an em dash). You should never leave a space before or after an Em dash automatically. 

· You can configure Word to spell check in several languages. Look in Word’s help documentation for instructions.

For More Information

The online help in Word is often frustrating early in the learning curve, but once you know Word’s terminology it can be useful. For general guidance on typographical issues, I highly recommend the excellent book The Mac is Not a Typewriter, by Robin Williams (Peachpit Press, Berkeley California, 1990; ISBN 0-938151-31-2). It is equally applicable to PCs, and sums up major rules of typography in just 72 pages. For issues of the English language, The Elements of Style by William Strunk Jr. and E. B. White (ISBN 0-02-418190-1) is an absolute necessity. Reed, as an institution, adheres to the citation conventions in the Chicago Manual of Style, though your department may give you more specific guidelines. You can peruse all of these books in the ETC during help desk hours.

Advanced Topics

This chapter will be useful if you have figures, tables, images, or cross-references in your thesis. If you don’t have any of these, you can skip it, but don’t forget to look at the end matter. Also, before you close this document, take a look at it with different views (Normal, Outline, Page Layout) and with your paragraph formatting marks on and off. Get a feel for how it all works.

If your thesis contains images, read the corresponding section below and pay extra attention to Reed’s pagination guidelines. If your thesis contains tables or figures, please read the fields and bookmarks section carefully and look at the supplementary material online. Also look at the section on images, as many of the same decisions will apply. 

Inserting images and other non-text items

If you have images in your thesis, you have two options: you can insert them into the text in Word, or you can insert them manually into your printed thesis.

To insert an image into the text, you will first need to make your image digital. Scanners are available in the IRCs for this purpose—if you need help using them, ask. Make sure that the image is scaled to the actual size and shape it will appear in your document. To actually insert the image into your text, put your cursor where the image belongs and go to Insert – Picture – From File. Make sure that the picture is on your desktop or in a folder on your computer and that you are not inserting it directly from your home server. It is not a good idea to edit the picture once you have inserted it—if you need to make changes, edit it in another program and re-insert it. Do not use text boxes to position images; they cause more grief than they are worth.

If you manually insert a picture, on its own hardcopy page, into your thesis, it does not need to have a page number on the front or back, but both front and back (only front if you have a single-sided thesis) must be counted in the pagination. So, if the page immediately before your image is 48, then the page immediately after it will need to be 51, assuming your thesis is double-sided. To create space for these images, you need to insert either two or three page breaks (if your thesis is single- or double-sided, respectively), and then manually replace the blank page that appears with an image. (Note that if your thesis is double-sided and you print it out single-sided, the printer will generate two blank pages, the first of which you should replace by your image, and the second of which you should leave to represent the back of the image page.)

Figures and tables can take a lot of time to tweak, but using styles can help. Below is a figure in the Figure style, which sets line-spacing so that the entire figure is visible. You may want to insert a blank line before figures (putting the space into the Figure style moves the figure down even when it falls at the top of a page, which is annoying). Keep in mind that this should be among your last tweaks to the document.

The caption styles are very useful. Each figure or table is followed by two paragraphs: a brief, single-line title which will appear in the List of Tables (or Figures) and a caption, which is typically longer. There’s a style for each: “figure title,” “figure caption,” “table title,” and “table caption.” The short names for these styles are ff, fc, tt, and tc, respectively. If you do not have a caption for a figure or table, you can use “figure title no caption” or “table title no caption” (ftnc and ttnc, respectively) to preserve proper spacing.  Figures and tables should be centered between the margins.

[image: image1.png]<4




Figure 1. MyoD (1mdy) chains C and D, with DNA.

DNA (blue) and two of the monomers (C, dark green, and D, red) are shown. Protein helices are in color, loops in gray. Each monomer is classified as a separate CATH domain. The image is in stereo.

This template does not contain a special style for tables; it just uses Normal. It turns out that tables require so much tweaking that styles are almost useless (there is no point in creating a style to use only once). You might want to create a few character styles to use in tables, like “table body” and “table heading,” but the consistent styling in the table below was maintained mostly by hand. You can create most tables by copying and pasting from another similar table and then modifying it to suit your needs. The following table provides an example. Note that some formatting may look weird in Normal view, but will print neatly. 

	
	
	Definer
	
	

	
	
	DSSP
	Stride
	Author
	All
	Total
	Unique

	CATH Class
	mainly ( 
	1
	1
	1
	3
	6
	3

	
	mainly ( 
	1
	1
	0
	1
	3
	2

	
	( & (
	4
	6
	3
	2
	15
	9

	
	Few
	2
	3
	2
	2
	9
	3

	
	Total
	8
	11
	6
	8
	33
	17


Table 1. Summary of wrong classifications, shown by CATH class and definer.

The column headed “Total” shows the sum off all mistakes made on the validation set; the column headed “Unique” shows the number of different domains on which mistakes were made).

Fields and bookmarks

A very desirable trait in a long document is to be able to include figures, tables, equations and so on and have the numbering done automatically. It’s also nice to have the headings numbered automatically, and the tables of contents, figures, tables and so on generated automatically. Word will do all of that; you can make it painless by learning about fields and bookmarks. Fields are usually invisible; you can reveal them or hide them with commands. By default, on the Mac, the keystroke is option-F9 to toggle the field codes on and off. If you look about, you will see that each chapter heading has a field, and that the table of contents and list of figures are really just fields. Word automates all the work of managing numbering and creating the lists.

If you have tables and/or figures, then you may want to include a List of Tables and/or a List of Figures, such as those between the Table of Contents and the Abstract in this template.

For more info on figures, tables, listing them in the front matter and cross-referencing them in the text, see the Advanced Topics of this document.

Automatic Numbering and Cross Referencing

Word can do all this for you, though it doesn’t always make it particularly easy and it sometimes needs to be coaxed a little. As mentioned above, the automatic numbering of the headings is fairly easy to manage, if you use this template it will be done for you. Word does seem to forget to update correctly sometimes. Closing and reopening a document can help. Even more simply, you can tell Word to update all fields in the document (select all and then update fields which, on a Mac, can be done by pressing F9 or by control-clicking). To change the heading numbering, put the insertion point in a heading and go into the Format – Bullets and Numbering dialog box and select the tab for Outline Numbered. You may need to do it for each Heading style you use. Once you have got Bullets and Numbering set up, creating a Table of Contents, such as the one in this template, simply requires inserting a single field, which we might as well discuss now.

Using Fields for Numbering

The Headings styles number without using fields, but if you want to number other lists (tables, figures, etc) you will have to manually use fields. First view the field codes (toggled with option-F9 on a Mac). You will see what look like bold braces right here    but they aren’t really just bold braces—they are special characters that you can only insert with the Insert Field command (they can also be copied and pasted). You can do a lot with fields, but for now just stick to numbering and cross-referencing. To insert a sequence number, you just insert a SEQ field; it looks like this: 1 (you must be able to see fields to see how it works! Try toggling the field codes on and off). What this does is tell Word to use or create a sequence called “example”. In particular, it instructs Word to insert the next sequential number. So the next time you use the same field, the number will be incremented: 2. Toggle the field codes on and off to see what is going on here.

There are a few variations on this theme. To create fancy figure numbers that start with a chapter number, you need to use two sequences—one of chapter numbers and one of figure numbers. Just use the two sequence fields, with a period in between, and you get Very Neat Numbering. But you don’t want to increment the chapter number every time you use it, so you have to modify that field with a switch. In particular, you want the \c switch, which tells Word not to increment the counter, like this: Table 1.3. Now of course you have to increment the counter manually, which is why each chapter title would need to contain a field that looks like {SEQ chapter \h} (that’s not a real field, since we don’t want to mess up the numbering). The “SEQ chapter” does the incrementing; the \h switch hides the result so it doesn’t show up in the title. Now, by just pasting the same old two-field combination, every figure is numbered and the numbers correct themselves as you go! 

Note that if you are using fancy numbers you will need to restart the figure or table numbering at one in each new chapter. To do this, you’ll need to add a switch to the first occurrence of the SEQ field for the sequence in each chapter after the first. The switch is \s, followed by the number you want to start at. The complete code looks like this: {SEQ fig \s 1} (not a real field). Remember that only gets used once in each chapter. If you don’t want to restart the sequence number, you don’t need the \s switch.

Lists

There are still more useful things to do. First, the easy part: to generate a Table of Contents, just put in a TOC field (see the start of this document). By default, that field code will create a table of contents based on your use of heading levels. Note that the formatting of the entries in the table of contents is controlled by styles—TOC 1, TOC 2, etc. So you can tweak the appearance of the table of contents by using styles.

You can also create lists of any other sequence you have created by using a variation of the TOC field; just use the \c switch with the sequence name (see the list of tables or list of figures, above, for examples). As with the table of contents, the text that appears is everything in the paragraph following the SEQ field, which is why you want to keep the figure and table titles brief and to the point. This template was produced for Ethan Benatan’s Ph. D. dissertation at the University of Pittsburgh, where regulations require that the figure title in the document and its listing in the list of figures be identical. This is how Word does it.  Very convenient.

Bookmarks and Cross-References

Okay, so now you have a nice, automatically-numbered table. But you need to refer to it in the text.  What’s the best way to do this? There’s no point in just typing the number, as it may change later as you add, delete, and move things around. So instead you create a bookmark for it, and use that. Bookmarks allow you to cross-reference within a document. What you need to do is pick a working title for each figure or table, and keep this list around (Word isn’t very good at helping you maintain it, you might want to write it down). Then select the field or fields which are automatically generating your numbering, and create a bookmark: i.e. if I was generating the fields as above, I would want to select as follows (this is not a real field): {SEQ \c chapter }.{SEQ fig}. Select the whole number-generating code, and then choose Insert-> Bookmark… and give it your working title. The working title must not be a field code used by Word, and it should have no spaces in it, or Word gets confused in the next step. 

Let’s say my working title is RodentPopulationByYear.  To actually use the bookmark, insert a field with the code equal to this (another fake field): { RodentPopulationByYear }. Word will replace this field with the contents of the bookmarked region; later, it will look like: 1 (This one is real. Hit option-F9 and watch; you’ll see that the working title is fig1mdy, but the reader will never see that; just the number.) So, when viewing fields, your cross-reference looks like this: Rodent population fell steadily, as shown in Figure { RodentPopulationByYear } (that’s a fake).  And, to users, in print or on screen, like this: Figure 1.

Note that Word will keep the numbering sequential, and the references correct, even if you insert, delete, or reorder figures or tables—all you have to do is keep track of your working names.

Appendix A: Title of Appendix Goes Here

Appendix text goes here. Note that the title of this section uses a special style. If you are using numbered headings throughout, you can use H1NoNum for un-numbered sections that should be in the table of contents (like “Appendix A…” above). This is as opposed to H1NoNumNoTOC, which is for un-numbered sections that should not be in the table of contents (such as Abstract or Table of Contents).

Endnotes

Endnotes go here. (Endnotes are like footnotes, but all at the end; for info on the bibliography software EndNote, see the next section) Word can readily automate the numbering and management of endnotes. This section is optional.

Bibliography

References go here. We strongly recommend using the EndNote application for references, and that you begin using it right away. Here’s why:

Back in the era of the typewriter, the bibliography was excruciatingly painful—not only did people have to type long, dull, complicated entries with precisely matching tab stops, but every time they added a new reference toward the beginning of their document, they had to go through and change all of the later reference numbers to match. We don’t have to do this any more; various programs can store reference numbers within your text and link them to full references at the end of the document. EndNote goes a step further by keeping a library of all your actual citations. You type the data of each book and article you think you might need into a form, once, and then it is available for you to use, reuse, mix, match, and ignore to your heart’s content. EndNote can also pull complete bibliographic references out of online libraries for you, with no need for you to type them in at all, and comes complete with many different styles of bibliography formatting, so that you can be sure you are using the right one for your discipline. It then puts all your references in that style, and can automatically change them to other styles later if you want.

See the CUS website for information on how to install Reed’s “keyed” copy of the software, for use on-campus. This information can be found at http://web.reed.edu/cis/help/EndNoteGuide.html.  EndNote comes with excellent documentation, which can be viewed in the program itself or, in book form, during CUS hours. The CUS website also has a page with a handy rundown on basic EndNote usage.




