
WORD 2010 MASTER THESIS TEMPLATE

Be sure autosave (Word for Windows: File > Options > Save; Word for Mac: Word menu The default autosave interval is
10 minutes, so you may want to adjust that if you prefer for the Degree of Master of Liberal Arts in Extension Studies.

Footnotes and endnotes Footnotes and endnotes are handled in a similar fashion, except that footnotes appear
at the bottom of the current page, and endnotes appear at the end of the document. From the list on the left
under Go to what: choose Bookmark. This information will follow the file when converted to PDF and is
important for Internet search engines. Initially, you will not see any indication that a bookmark exists, but the
next step will describe how you can view a bookmark 'codes' so you will know where your bookmarks are.
Now look at your document and you will see that Table 2 has not been renumbered to Table 1 and the cross
reference is still to Table 2. Concatenating chapter number to figure or table number You may wish to have
the chapter number appended to the table or figure number in the caption, such as Table 1. More information
regarding the submission of a thesis is available from your department. View the entire document by selecting
All Levels from the Show Level drop down menu to convince yourself that not only the heading but
everything that appears under that heading was moved. Let's go back to Print Layout view. If you wish to
generate a list for both, do one first and then the other. Click the mouse near the top of the document, click on
the Home tab and from the Find submenu, choose Go To. Word will insert the Table of Contents. Choose
spider from this list in this example, we only have one bookmark and click on the Go To button. Click OK to
complete the insertion of the Table of Contents. If you like one of the sample Table of Contents formats in the
list, you can choose one of those; if you want to customize your Table of Contents you can choose Insert
Table of Contents and select the format, and the number of heading levels you wish to have appear in the
TOC, and optionally click on the Options button if you want to add or remove styles to include in the Table of
Contents, and click OK. From the list of bookmarks presented, select spider in this case this is the only item in
the list. Now click on the Replace All button. Now promote it back to a heading by clicking the Promote
button it may become a Heading 2 so you may need to click on the demote button to make it a Heading 3
again. Type this footnote: A crown is another name for the head. Note: If your Word file was imported from a
previous version of word and you have issues with footnotes appearing on the wrong page, you can try the
following: Open the file. A message will pop up to tell you how many replacements were made. Note that it
will use Heading 1 through 3 styles to build the Table of Contents; page numbers will appear, right aligned,
preceded by a dotted tab leader. To change the alignment: Click on the button in the bottom right of the Styles
section in the Home tab. The whole point of this template is that it is easy to use and automatic. Now click on
the References tab and, in the Captions section click on Cross-reference: In the Reference type: drop down list,
choose Bookmark. The square brackets simply indicate that a bookmark is present. Choose Level 1 from the
Show Level drop down menu to view only level 1 headings. Note that when you promote this heading, you do
not promote any headings at a lower level. Start typing. Click after the title, Table of Contents and press Enter
to go to a new line. In Draft view you could also click on the close button on the right side. The list is found in
the full instructions. If you do this, the document could be damaged or destroyed. Then click OK. Use the
heading style hierarchy correctly; these styles are used to generate the table of contents. This can be fixed by
deleting the error message and manually adding the text for the headers and footers. If you choose to do it this
way, when you generate your list of Tables and Figures you would need to generate the list of table and
figures in the appendices separately by choosing these other labels at the time of creating your lists of tables
and figures. Click on the Options link. On your N: drive is an image file called fiddle. Click again on the
Expand button, and all Heading 3s appear. Click OK. We won't make any changes now so just click the
Cancel button. In the View tab, click Draft to switch to Draft view. How to change the footnote separator The
footnote separator is the thin line that appears between the bottom of your page and any footnote text that may
be on that page. From the File tab, choose Options.


