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This guide supplements the training session on how to use Lincoln University’s thesis 
formatting template (Microsoft Word 2010), to assist you in formatting your thesis. 

 

It contains information on how to use the template, and rather than trying to teach you all of the 

features of MS Word, it refers you to other sources of information. 

 

The thesis formatting template provides built-in formatting for text and heading styles, margin settings, 

section breaks and page numbering, and place-holders for automatically generated table of contents, 

lists of figures, tables and plates, etc. for a Lincoln University thesis. The template complies with 

Lincoln University Library recommendations. 

 
Do ensure you read the ‘Requirements and Guidelines for the Presentation 

and Deposit of Theses and Dissertations” produced by the Lincoln University Library. 

http://library.lincoln.ac.nz/Documents/Library/thesis-requirements.pdf 

 
You are not required to use the template, but I am sure you will find it a help, and remember, there is 

often more than one way of doing things in Word. You may change aspects of the formatting, and if in 

doubt, consult with your Supervisor. 

 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 
 
 

1. From the University web page, under ‘Services, facilities and support’, select ‘Library, Teaching and 
Learning’, select ‘Communicating your research’, select ‘Thesis & Dissertations’, and under the 
‘Formatting’ section, click on ‘Thesis Formatting Template’ to download it. 
 

2. Select the Save option - although MS Word likes you to save your templates in the location 

specified under ‘Tools | Options | File Locations | User Templates’ in Word, I recommend you Save 

the template ‘LU_Thesis_Template_vxx.dot’ (where xx is the version number, eg 1b) to your thesis 

folder (where your chapters are, eg H:\Thesis). This will make it easier to transport your chapters and 

template home, and back to University again. 

  

Alt+B Means to press and hold the Alt key, then press the letter B key 
once (case insensitive). 

Ctrl+Alt+1 Means to press and hold the Ctrl and Alt keys together, then 
press the number 1 key (at the top of the keyboard) once. 

Click Means a single left-click of the mouse. 
 

Introduction 

Notation Used In This Document  
 

How Do I Download The Template? 
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1. In Windows Explorer, simply double-click on the template file, and a new document will open in 

Word, based on the template. (I am assuming you only have one version of MS Office installed, ie 

2003.  

 

Note – If you use File | New | ‘Templates on my computer’ to create a document based on your 

template, MS Word requires you to have previously saved the template to the location specified 

under ‘Tools | Options | File Locations | User Templates’ in Word – typically H:\LWIN on the 

network. 

 

2. Take note of the filename in the MS Word Title Bar: ‘Document1 – 

Microsoft Word’. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. Save the file, to give it a name, and then do your edits. 

 

 

 

 
In reality you will fill in some bits later. 

 
Title Page 

 
1. Type in your own title, replacing existing text. Press Enter at the end of each line. 
 
2. Note the Title page is vertically centred. 

 
3. Click on the grey area for the degree name, and type in your own degree name. (The grey area is 

a Word field). 
 

4. Click on the grey area for the author, and type in your own name. 

How Do I Create A Document Based On The Template? 
 

How Do I Fill In The Template?  
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Abstract Page 

 
1. Click on the grey areas and type in your degree name and your name. 
 
2. Type in your title replacing existing text. 

 
3. Enter an abstract of your thesis, of no more than 500 words, replacing the existing paragraph. 

 
4. Enter one space between sentences. 

 
5. You do not need to leave a blank line after each paragraph, as paragraphs use the ‘Body Text’ 

style. The ‘Body Text’ style has 1.5 line spacing, and extra vertical space at the end of each 
paragraph. 

 
6. The keyboard shortcut for ‘Body Text’ is Alt+B. 

 
7. When you are nearly finished writing your thesis, enter a list of up to twenty keywords, separated 

by commas. These keywords will act as search criteria for the Library. 
 

8. Be aware that there is an invisible line on this page, with the word ‘Abstract’ in white. This exists 
so that an entry for Abstract gets inserted into the Table of Contents. 

 

Acknowledgements Page 
 
1. Enter your acknowledgements, replacing the existing paragraph. This is your chance to mention 

and thank everyone who has helped you over the last few years both professionally and 
personally. 
 

2. This area uses the ‘Body Text’ style. 
 

3. The heading ‘Acknowledgements’ uses the ‘Heading MyL1’ style. 
 

Table of Contents Page 

 
1. The grey area is an automatically generated Table of Contents (TOC) made up from the sample 

headings in the document. It is included as a place-holder because it is easier to update an 

existing TOC rather than create a new one. See later in the document on how to create a new 

TOC. 

 

2. Once you have edited the document you will need to update the Table of Contents to reflect the 

changes, and this should remove any error messages that may display in the TOC when you 

delete sample headings from the document. 

 

3. To update the Table of Contents, right-click on the grey area, select Update    Field, and select 

Update Entire Table. 

 

4. Delete the paragraph at the top of the page. 

 

5. The heading ‘Table of Contents’ uses the ‘Heading MyL1’ style. 

 

6. If you edit your chapters in separate documents, I recommend you have a Table of Contents and 

List of Tables, Figures, etc in each chapter, until you combine the chapters. 
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List of Tables Page 
 
1. The grey area is an automatically generated List of Tables made up from the   sample tables in 

the document. It is included as a placeholder. 

 

2. Ignore the errors that will display in this list after you delete the sample tables from the document. 

 

3. Once you enter your own tables with captions into the document you can then update this list. 

 

4. To update this list of tables, right-click on the grey area, select Update Field, and select Update 

Entire Table. 

 

5. Delete the paragraph from the page. 

 

6. The heading ‘List of Tables’ uses the ‘Heading MyL1’ style. 

 
List of Figures Page 

 
1. Same as for List of Tables. 

 

2. Note the Section Break at the end of this page (press the ¶ button on the Standard toolbar to 

view), rather than a Page Break. This is to cater for Roman page numbering in the section prior to 

the first chapter. 

 
Chapter Headings 

 
1. The chapter headings use the ‘Heading 1’ style. 
 
2. The keyboard shortcut for ‘Heading 1’ is Ctrl+Alt+1. 

 
3. Chapter 1 will probably be called Introduction. For the other chapter headings, click on the grey 

area (Word field) and type in your heading. 
 

4. In this template the ‘Heading 1’ style will automatically start on a new page, without having to 
insert a Page Break at the end of the previous page. 
 

5. Press the ¶ button on the Standard toolbar to see the character following the chapter number. The 
character represents a manual line break (which forces your heading onto a separate line from 
the chapter number, without including extra vertical space following the chapter number). 

 
6. To create your own chapter heading elsewhere in the document (using the ‘Heading 1’ style), type 

in your heading, press Enter, select the line containing the heading, and press Ctrl+Alt+1. Then 
position the cursor immediately following the chapter number, and press Shift+Enter to force your 
heading onto a separate line from the chapter number. 

 

Sub-Headings 

 
1. For heading levels 2 – 5 you can click on the grey area and type in your heading. 

 

2. To create your own sub-headings elsewhere in the document, type in the heading, press Enter, 

then select the line containing the heading, and press Ctrl+Alt+n, where n = the level number. 

 

3. A second-level heading (such as 1.1, 2.4, 3.6) uses the ‘Heading 2’ style. (Ctrl+Alt+2) 
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4. A third-level heading (such as 2.2.1, 3.1.2) uses the ‘Heading 3’ style. 

(Ctrl+Alt+3) 

 

5. A fourth-level heading (such as 2.2.1.2, 3.1.2.1) uses the ‘Heading 4’ style. (Ctrl+Alt+4) 

 

6. A fifth-level heading (such as 4.1.1.1.2 eek that’s long!) uses the ‘Heading 5’ style. (Ctrl+Alt+5) 

 

7. A sixth-level heading (such as 5.1.2.1.2.1 eek that’s longer!) uses the ‘Heading 6’ style. 

(Ctrl+Alt+6) 

 
Paragraphs 

 
1. Paragraphs use the ‘Body Text’ style. 

 

2. The keyboard shortcut for ‘Body Text’ is Alt+B. 

 

3. Enter one space between sentences. 

 

4. You do not need to leave a blank line after each paragraph, as the 

‘Body Text’ style is 1.5 line spacing, and has extra vertical space at the end of each paragraph. 

 

5. Replace the paragraphs with your own words. 

 

6. If you paste some text into your document, you may need to select it and press Alt+B to format it 

as ‘Body Text’. ie To apply the ‘Body Text’ style to some existing text, select the text, and press 

Alt+B. 

 

 
 
 

 

1. When creating Chapter 1, I suggest you save all the preface pages (Title, Abstract, etc) in the 

same document as Chapter 1. Delete the remaining chapters from this document - they are there 

as an example only, and to provide content for the Table of Contents. 

 

2. When you create Chapter 2 (by using the template again), delete most of the preface pages, but I 

suggest retaining the Table of Contents, List of Tables and List of Figures pages,(and the 

Reference page, as you may choose to create reference lists for each document). You can then 

update these lists for your second chapter. Delete the extra chapters from the Chapter 2 

document. 

 

3. For the remaining chapters, do the same as for Chapter 2. 

 

4. You can create your thesis as one big document, but it is easier to manage if you create separate 

documents for each chapter. 

  

Managing Chapters 
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Fixing the Chapter Number 

 
If you create separate documents for all of your chapters (as recommended), they will all be 

numbered “Chapter 1” by default, no matter which chapter heading you use from the template! 

 

This is because the ‘Heading 1’ style is configured to start at number 1 in the template, and each 

chapter will only have one occurrence of the ‘Heading 1’ style for the chapter heading, so the chapter 

heading will be numbered 1.  

 

You need to Modify the ‘Heading 1’ style in each document to change the ‘Start At’ number to match 

the Chapter number. And to make it more painful – you will need to do this each time you edit the 

chapter (if you have ‘Automatically Update Document Styles’ ticked under Tools | Templates and Add-

ins, as recommended). Sorry!  

 

To force the chapter number to be numbered 2 (eg for Chapter 2 in a separate document): 

 

1. Put the cursor on the chapter heading. 

 

2. Click on.  

 

3. In the Styles and Formatting window (right side of screen), put the cursor in the white box at the 

top of the window (just below ‘Formatting of selected text’), and click on the down-arrow next to 

the style name ‘Chapter 1 Heading’. 

 

4. Select Modify from the drop-down menu. 

 

5. Click on Format | Numbering | Outline Numbered tab | Customise | on the ‘Start At’ box, select “2” 

| Ok | Ok | Ensure you do NOT tick ‘Add to Template’ | Ok. 

 

6. You will now see the Chapter heading is numbered ‘2’, and any subheadings are numbered 2.1, 

2.2, etc. 

 

7. If you have ticked the setting ‘Automatically update document styles’ under Tools | Template and 

Add-ins (as recommended), you will find that the chapter number will revert to ‘1’ (as it is set in the 

template) every time you open your Chapter 2. Something you just have to live with until you get 

all of the chapters into one document. 

 

8. When ‘Automatically Update Document Styles’ is ticked under Tools | Template and Add-ins, 

when the document is opened, Word will compare the ‘Heading 1’ style in your chapter with the 

‘Heading 1’ style in the template and will notice that the template has a ‘Start At’ value of ‘1’. The 

chapter number in the document will therefore revert to ‘1’ again. This is a small price to pay for 

the benefits of having your styles automatically updated to match the template. You simply Modify 

the ‘Start At’ value again within your document, and continue editing. 
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How Do I Combine Chapters? 

 
Once your individual chapters have been reviewed by your Supervisor, combine them into one 

document for your first full draft. 

 

1. First, delete any reference list from each document. The in-text 

EndNote citations will remain. 

 

2. Open your first document (it will probably contain your preface pages and Chapter 1). 

 

3. Do a Save As, and give it a new name, eg ‘Thesis Combined.doc’. 

 

4. Go to the end of the document, and click on Insert | File | browse to your Chapter 2 document | 

and click Insert. 

 

5. Save. 

 

6. Repeat these steps until all chapters have been included in the one document. 

 

7. Save. 

 

EndNote 

 
1. You can generate a new reference list for the whole document. If you do not have a References 

heading, create one, and apply the ‘HeadingMyL1’ style. With the cursor on the page, click 

Format Bibliography on the EndNote toolbar to generate a new reference list for the whole 

document. It may take a while to process, but it works. 

 

Learn More about EndNote from Library, Teaching and Learning 

http://library.lincoln.ac.nz/Research/Referencing-and-EndNote-/ 

 

Backing Up Your Chapters 

 
You should take regular backup copies of your chapters. It is probably a good idea to backup your 

template as well – and I would rename the backup copy of the template so you do not get it mixed up 

with the current version. 

  

http://library.lincoln.ac.nz/Research/Referencing-and-EndNote-/
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What Is A Style? 

 
A Style is a collection of formatting settings that you can apply to text in your document to quickly 

change its appearance. When you apply a Style, you apply a number of formats in one simple task. In 

Word, there is a Style and Formatting pane that can be used to apply, edit, or create new styles. 

 

Why Use A Style? 
 
Let’s say you want to format some text to be 16 pt, Arial, and centre aligned. 

Instead of taking three steps to make this change, you can configure a Style, and then apply the Style 

in one simple step. The advantage of using a Style is that you can now format some more text to look 

exactly the same, by applying the Style to it as well.  

 

For a thesis, there are many advantages in using Styles for your headings. These include the ability to 

automatically generate a Table of Contents with the correct page numbers. When you have used 

Styles (with automatic numbering) for your headings, it simplifies the caption labelling of your figures 

and tables. It is then a simple step to generate Lists of Tables and Figures, etc. 

 

How Do I Apply A Style? 
 
1. First – either click the cursor in the paragraph to be formatted, OR highlight the      whole 

paragraph(s) including the Paragraph Marker character at the end of the paragraph. 
 

2. Then – you have at least three choices: 

a. Press the shortcut key (my preference), or 

b. Click on the Style name in the Style drop-down list in the 

Formatting Toolbar, or 

c. Click on the Style name in the Styles and Formatting window. 

 

Examples 
 

To format some ‘Normal’ styled 
text to the recommended ‘Body 
Text’ style: 
 

 Click the cursor in the paragraph (or 
highlight several paragraphs,including 
the last Paragraph Marker) 

 Press Alt+B. 
 

To format a second-level heading 
(e.g., “1.1 Apples”): 
 

 Type the heading “Apples”, and press 
Enter 

 Select the line (or put the cursor in it) 

 Press Ctrl+Alt+2. 

 
See the Keyboard Shortcuts table. 

 
  

Styles 
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Keyboard Shortcuts (for Styles in the Template) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Style Name Keyboard 
Shortcut 

Used for What 

Abstract 
Page 

- Simply used for the centred lines on the Abstract 
page. 

Body Text Alt+B Paragraphs throughout the thesis. 
 

Heading 1 Ctrl+Alt+1 Chapter headings. 
 
Remember to press Shift+Enter after the chapter 
number to force your heading onto a separate line. 
 

Heading 2 Ctrl+Alt+2 Second-level headings, eg 1.1. 

Heading 3 Ctrl+Alt+3 Third-level headings, eg 1.1.1. 

Heading 4 Ctrl+Alt+4 Fourth-level headings, eg 1.1.1.1. 

 Automatic numbering is turned on for 
Heading 4, simply because it is FAR        
easier to turn off, than to turn back on again. I   
suggest leaving the numbering on until you 
have written a few chapters and know how 
many heading levels you require. 

 A lot of theses only require four heading 
levels, and in these cases, I recommend that 
Heading 4 be Modified to turn off numbering. 
To turn off numbering for Heading 4, Modify 
the style, and select Format | Numbering | on 
the Outline Numbered tab, select None. 

 A particularly scientific thesis will require more 
than 4 heading levels, maybe up to 6. In these 
cases, leave automatic numbering on for 
Heading 4, and consider not including all 
heading levels in your Table of Contents. 

 

Heading 5 Ctrl+Alt+5 Fifth-level headings, only if required. 
Please see comments for Heading 4. 

Heading 6 Ctrl+Alt+6 Sixth-level headings. 
Vary rarely required! 

App1 Ctrl+Shift+1 Appendix heading. 
 

App2 Ctrl+Shift+2 Second-level heading of Appendix, eg 
A.1. 

App3 Ctrl+Shift+3 Third-level heading of Appendix, eg 
A.1.1. 
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* *  
 

See ‘Table of Contents’ for how to create these entries in the Table of Contents. 
 

 
 
 
 
 
  

Style Name Keyboard 
Shortcut 

Used for What 
 

Heading MyL1 Alt+M Major headings like Acknowledgements, Table of 
Contents, List of Tables, List of Figures, etc. 
Formatted similar to chapter headings, but without 
the numbers. 
“My Level 1 Heading” 

Heading MyL1 
+ White 

- The word “Abstract” in white on the Abstract page, so 
it can’t be seen, but so that it appears in the TOC. 

Heading MyL2 - Not used, but provided in case you want a sub 
heading with no numbering. 
“My Level 2 Heading” 

Normal Ctrl+Shift+N Change to Normal style (single line spacing) before 
inserting a table. 

Quote Alt+Q Quotes, with indentation. 

Title - The thesis title on the Title page. 

Subtitle - The remaining text on the Title page. 

Table of 
Figures 

Automatically 
generated. 

To format the List of Tables, List of Figures, List of 
Plates, etc. 

TOC1 Automatically 
generated. 

To format the Heading 1 entries (ie theChapter 
Headings) in the Table of Contents. 

TOC2 Automatically 
generated. 

To format the Heading 2 entries (ie any 1.1, 1.2…6.1 
headings) in the Table of Contents. 

TOC3 Automatically 
generated. 

To format the Heading 3 entries in the Table of 
Contents. 

TOC4 Automatically 
generated*. 

To format the Heading 4 entries in the Table of 
Contents. 

TOC5 Automatically 
generated*. 
 

To format any Heading 5 entries in the Table of 
Contents. 
If you want them to be included. 

TOC6 Automatically 
generated*. 
 

To format any Heading 6 entries in the Table of 
Contents. 
Unlikely to be used. 

Other 
Commands 

Keyboard 
Shortcut 

Used for What 

Page Break Ctrl+Enter Start a new page. 
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How Do I Change a Style? 

 
To quickly change all of the text that is formatted with a particular style, you Modify the Style. For example, if 
your sub-headings (using the ‘Heading 2’ style) are Arial 14 pt, and you decide you want these subheadings to 
be 16 pt, you do not have to reformat every sub-heading in your document. You simply Modify the ‘Heading 2’ 
style, and all occurrences of ‘Heading 2’ text will become 16 pt. 
 

1. With the cursor on the sub-heading – take note of the heading name in the Style name box in the 
Formatting Toolbar (centre to right of the screen)– in this case it should be ‘Heading 2’. 

 
2. Right click on the highlighted heading style box 

 

 
 

 
 
 

 
 
 
 

3. Click on Modify and the Modify Styles pane appears. Here you can change the font type and size.  
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4. For other attributes, such as Paragraph Spacing or Numbering, click the Format button, and make 
desired changes. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5. Consider whether you want this Style change to be made to the Template as well. If so 
(recommended for thesis), tick ‘New documents based on this template’ before clicking Ok. Don’t 
forget! 

 
 
 
 

 
 
 
 
 
 
 
 
 
 

  

The above method is the correct way to Modify a Style in Word. You SHOULD 
NOT Modify a Style by using the Formatting toolbar at the left hand side of the 
screen. 

 
 
 
 

Because (unless you have ‘Automatically Update’ ticked in the Modify 
Style window – which I do NOT recommend for Heading Styles) you will end up with 
a huge list of styles that reflects every manual modification, and you will not have the 
control over your text by the use of Modifying Styles that you would otherwise have. 
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How Do I Keep Styles Consistent Across Chapters? 
 
There are two things you should do to keep styles consistent across chapters: 
 
1. Ensure that if you Modify a Style in a chapter, you also update the template: 
 

a. If you Modify a Style in a document (based on the template) make sure you tick the box ‘New 
documents based on this template’ before clicking Ok. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
b. Then when you Save the document, you will also be prompted to Save the template. Answer Yes 

to save the template, and the template will be modified. 

 
2. Ensure you tell each document to check the template for modifications: 

 
a. For each document you create, based on the thesis template, you should right click on the Styles | 

Modify | and tick ‘Automatically Update’ before selecting OK. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
b. Ticking this box will force Word to immediately update the Styles in the document to make them 

consistent with the Styles in the template. Also – each time you Open the document (with this 
option ticked) Word will compare the Styles in the document with the Styles in the template, and 
update the Styles in the document if there are any differences. 
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You may already have something written, and wish to apply the thesis template to your existing 
document. This is relatively easy to do. The trick lies in applying the Styles, because it is highly 
likely you may not have used Styles in your document yet. 
 
1. Take a backup copy of your document! 

 
2. Open your document. 

 

3. Go to File | Options| Add-ins | Manage and select Templates from the drop-down list. Click 
Go. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

4. Click Attach, and browse to your copy of the template. 

 
 
 
 

 
 
 
 
 
 
 
 
 
 

 
5. Tick ‘Automatically Update Document Styles’. Any Styles you have used in your document 

that exist (with the same name) in the template (for example ‘Heading 1’, ‘Heading 2’, 
‘Heading 3’, etc) will automatically reformat to be the same as in the template, when you click 
Ok. 

 
6. Starting at the top of your document, scroll down, identifying any headings. With the cursor on 

the heading, use the keyboard shortcut to apply whatever Style it should be. See the 
Keyboard Shortcut section for the shortcut keys. 

 
7. Select your paragraphs, and press Alt+B to apply the ‘Body Text’ style. 

 
8. Save your document. 

How Do I Apply The Template To An Existing Document? 
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In no particular order: 
 
1. Preview every page on screen to ensure things fit on the pages ok, and that there are no 
headings at the bottom of pages. 
 
2. Update the Table of Contents, and List of Tables, List of Figures etc to reflect the correct page 
numbers. 

 

 

What Are The Last Things I Should Do Before Submitting? 
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This section gives you quick instruction on how to use some relevant features in Word. Further assistance is available by pressing F1 to access 
on-line Help. 
 
Feature Quick Instruction Explanation 

Page Numbers  View | Header and Footer | on the Header and Footer toolbar, click ‘Switch 
between Header and Footer’ to display the Footer | if ‘Same as Previous’ is 
displayed, click ‘Link to Previous’ to turn off (as it is problematic) | click Insert ( 
top of screen) | Page Number |Alignment=Right | tick ‘Show number on first 
page’ (for all sections except the Title page) | click Format | select Number 
format i,ii,iii or 1,2,3 | Start at 1 (for Chapter 1 section) otherwise select 
‘Continue from previous section’. 
 

The page numbering is included in the template: 
 
1. The Title page has no number. 
 
2. The Abstract page starts numbering at ‘ii’, and 
continues through the rest of the preface pages. 
 
3. Chapter 1 starts numbering at ‘1’, and continues to 
the end. 
 
You MUST turn off ‘Same as Previous’ if you have 
Landscape pages, otherwise your page numbers will 
be in the wrong position for the following Portrait 
pages. 

Centre a page vertically File | Page Setup | Layout tab | Page Vertical Alignment = Centre | Apply to 
section 

The Title page is centred vertically. 

Captions for Tables Insert | Reference | Caption | click the down-arrow to select the Table label | 
click the Numbering button | tick ‘Include Chapter Number’ | select ‘period’ as 
the Separator | Ok | Ok |hit the Tab key after the label “Table 1.1” | then type in 
your caption. 

Table captions precede the table. 
 
Captions use the Caption Style. The Caption Style 
can be reformatted just like any other Style, if you 
wish.  
 
I recommend hitting the Tab key (rather than typing a 
Space) between the label and your caption. This 
enables multi-line captions to line up tidier in the List 
of Tables. 

Feature Quick Instruction Explanation 

Word Features – A List of Useful Word Features 
 



How To Use The Thesis Formatting Template at Lincoln University,, 27 June 2013        Page 18 
 
 

Captions for Figures Identical to Captions for Tables, except select the ‘Figure’ label. Figure captions follow the table. 
 

Cross Reference 
(to a Table, Figure, etc) 
 

Insert | Reference | Cross-reference ‘Reference type’ = eg Table | ‘Insert 
Reference to’ = ‘Only label & Number’ | select the caption for the Table | Insert. 

You can insert a cross reference to a Table or Figure 
etc., by typing “(see xxx)” where xxx = the cross 
reference, eg ‘Table 1.2’. 
 

Navigation pane To display the navigation pane on the View tab and under the Show group tick 
Navigation pane. 
 

Many authors find this feature useful. It displays a list 
of your headings on the left of the screen, which you 
can expand or collapse. 
 

Manual Line Break 
 

Pressing Shift+Enter results in a  character being inserted. 
 
 

The Manual Line Break is used in Chapter headings, 
to force your heading onto a separate line from the  
chapter number, and it omits the extra vertical space 
that may occur at the end of the paragraph from 
occurring between the lines. 
 
Manual line breaks are formatting marks that aren’t 
normally visible. If you want to view these breaks 

click Show/Hide in the Paragraph group on the 
Home toolbar. 

Non-Breaking Space Ctrl+Shift+Space Sometimes you do not want two words to split over a 
line, for example, you may not want ‘Lincoln’ at the 
end of one line, with ‘University’ at the start of the 
next line. You can insert a non-breaking space 
(instead of a normal space character) between the 
two words to force them both onto the new line. 
 

Page Break Press Ctrl+Enter to insert a Page Break. 
 

Do NOT press multiple Enters to advance to a new 
page! 
 
 
 
 
 
 
 

Feature Quick Instruction Explanation 

Page Number - for a Assuming the page number exists You need to manually move and rotate the page 
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Landscape Page 
 
 

bottom-right – but needs moving: 
 
1. View | Header and Footer | on the Header and Footer toolbar, click ‘Switch 
between Header and Footer’ to display the Footer. 
 
2. Click the Show Next button (on the Header and Footer toolbar) until the 
Footer for the Landscape section is displayed. 
 
3. Ensure ‘Same as Previous’ is turned off for the preceding section, this 
section, and the next section (by using the Show Previous and Show Next 
 
4. Highlight the Page Number, and move the cursor until the double-headed 
arrow appears. 
 
5. Drag the frame (with number inside) to the bottom-left corner of the page. It 
is a manual adjustment to move it to the correct position. 
 
6. Highlight the number, and click Format (top of screen) | text Direction | and 
select the 3

rd
 Orientation. 

 
7. Close the Header and Footer toolbar. 
 

number for the Landscape section. buttons). 
 

Section Break Insert | Break | Section Break Next 
Page. 
 

The only Section Breaks you should have in your 
thesis will occur at the end of: 
 
1. The Title page. (Not strictly necessary, but this is     
my preferred option.) 
2. The last preface page before Chapter 1. 
3. The page preceding a Landscape page. 
4. Any Landscape page. 
 
Extra Section Breaks can make page numbering 
more difficult.  
You can click the ¶ button in the Standard toolbar to 
see the Section Break character. 

Feature Quick Instruction Explanation 
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Table of Contents (TOC) To update the existing Table of Contents, right-click on the grey area and 
select Update Field. 
 
To create a new TOC: select References tab | under Table of Contents group | 
Insert Table of Contents | click Options | for each Heading Style to include in 
the TOC, type a TOC level number. 

 
 
 
 

Style in Thesis: Maps to TOC 
Level: 
 

App1 
 

1 

App2 2 
 

App3 3 
 

Heading 1 1  
 

Heading 2 2 
 

Heading 3 3 
 

Heading 4 4 
 

Heading 5 5 
 

Heading MyL1 1 
 

Heading MyL2  2 
 

 
 
 
 
 

 

 
Feature Quick Instruction Explanation 

Table – Inserting a Table 1. Change to single line spacing first. (Ctrl+Shift+N will change the Style to Before inserting a table, change from ‘Body Text’ to 
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Normal). 
 
2. Select Insert tab | click Table | select Insert a table. 

 

 

‘Normal’ style, using the keyboard shortcut 
Ctrl+Shift+N. This is the quickest way to change to 
single line-spacing. Remember to select ‘Body Text’ 
Alt+B for paragraphs following the table. (1.5 line 
spacing inside a table looks ugly, and takes up too 
much room.) 

 

 

Table - Landscape 1. Insert a Section Break Next Page at the end of the preceding page. 
 
2. Insert a few blank lines on this page. 
 
3. Insert a Section Break at the end of this page. 
 
4. With your cursor on this page, go to Page Layout | Orientation | 
    Landscape. 
 
5. Now insert your table on this page. 
 

If you have a big table, it may need to go onto a 
Landscape (horizontal) page. 
 
See Page Number for Landscape Page. 
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You can download the Thesis template from the Library, Teaching and Learning website. 
http://library.lincoln.ac.nz/Research/Theses-and-Dissertations1/  
 
To use a template, ie to create a new document based on an existing template: 

 
1. Go to File | New | New from Existing  
 
2. Browse and select the required template from your H drive 

 

3. Select ‘Create new’ 
 

4. Word then creates a new document based on the template. The document will not have a 
name until you Save it. 

 

5. If you look under File | Info | Show all properties| under Template you will see the template 
name attached to that document. 

 
 

 

If you open a document that already has a template attached: 
 
Word will first look for the template in the same folder as the document. If Word finds a template of the same 
name in the same folder as the document, Word will use this template, and will change the template location 
in the above ‘Document template’ location to reflect the current folder. If Word does not find a template of the 
same name in the same folder as the document, Word will look in the original template location (ie the location 
of the template when the document was created),  
 

Appendix A - Understanding Templates 
 

http://library.lincoln.ac.nz/Research/Theses-and-Dissertations1/
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First, read the section ‘Understanding Templates’. 
 
If you want to edit your chapters at home, you probably should take your template with you in case 
you wish to update the template whilst at home. 

 

When taking chapters home, I suggest the following: 
 
1. Copy your chapters AND template on to your portable media (USB stick or   whatever). 
 
2. Do not edit your documents whilst on the portable media – keep the documents AND template 

together, and copy them into a folder on your hard drive at home, eg C:\Thesis. 
 

3. When you open your chapter on your home computer, Word will first look for the attached 
template in the same folder as the chapter. (This is good!) If Word finds the template there, it will 
use it. 
(To check, you can go to Tools | Templates and Add-ins, and you will see that the template name 
now specifies the same folder-name that the document is in, ie C:\Thesis\ 
LU_Thesis_Template_v1a.dot.) 
 

Notes 
 

 With the chapters and template in the same folder at home, you can then: 
 
o Edit your chapter, modify a Style, AND update the template. 

 
o Create a new document by double-clicking on the template in Windows Explorer. 

 
o Edit the template directly (if you want to) by right-clicking on the template in Windows 

Explorer, and selecting the Open option. 
 

 If Word does not find the template in the same folder as the document, 
Word will look in the location specified under Tools | Templates and 
Add-ins, eg H:\Lwin\ LU_Thesis_Template_v1a.dot (which does not exist on your home 
computer), so Word will not be able to find the template. Word will not give you an error message. 
 

 In instances when you forget to take the template home, and Word cannot find the template, if you 
Modify a Style in your document, and tick ‘Add to Template’, Word will not object, but it will not 
inform you that it did not update the template. This is a shame – so care needs to be taken. 

 
When bringing chapters back to LU from home, I suggest the following: 

 
1. Copy your chapters and template on to your portable media (USB stick or whatever). 
 
2. Do not edit your documents whilst on the portable media – copy your documents into a folder on 

your H: drive on the network, eg H:\Thesis. 
 
3. Copy the template back into the H:\Lwin folder (because this was the original location of the 

template, as specified under Tools | Options | File Locations | User Templates). 
 

Notes: 
 

 You could copy the template into the same folder as the chapters at LU, eg H:\Thesis, and it is up 
to you, but I do not recommend this because you will constantly take copies of your H:\Thesis 

Appendix B - Editing at Home 
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folder, ending up with many folder-names, and if your template is inside each of these folders, you 
will end up with multiple copies of the template, and there is a risk you could lose track of the 
latest version of the template. It is your choice though. 

 
To Summarise: 

 
 When you are creating new documents, Word is designed to find templates in the folder specified 

under Tools | Options | File Locations| User Templates (at LU this location is set to H:\Lwin). 
 

 If the template is in the same folder as an existing document you open for editing, Word will refer 
to that template. 

 

 If the template is in two locations – the location specified under Tools | Options | File Locations | 
User Templates (H:\Lwin) AND the same folder as the document you are editing, Word will use 
the version in the same folder as the document. 

 

 If Word cannot find the template in the same folder as the document you are editing, nor in the 
location specified under Tools | Options |File Locations | User Templates, Word remembers the 
original location (ie the location of the template when the document was created from it) – Word 
will specify this location under Tools | Templates and Add-ins – but Word will not be able to 
update the template if you modify a Style (and Word will not tell you it couldn’t update the 
template). 
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Date Name of file Modifications made in this 
version 

Pre 2005 Lincoln_thesis.dot Original template in use at 
Lincoln, with styles and margins 
set, but no content. 

1 May 2009 LU_Thesis_Template_v1.dot A new template that contains 
content as well as formatting. 
 

30 July 2009 LU_Thesis_Formatting_ 
Template_v1a.dot 
 

1. Reformat ‘Quote’ style to left 
justified, single line spacing, and 
changed Space Before from 6 
points to 12 points. 
2. Reformat ‘Body Text’ style to 
left justified and increase Space 
After paragraph from 6 points to 9 
points. 
3. Reformat ‘Caption’ style – from 
Space After 18 points to Space 
After 6 points. 
4. Moved the Table captions to 
above the tables. 
5. Made changes to some of the 
sample text. 
6. Reformat ‘TOC2’ – ‘TOC5’ styles 
to remove the leader dots in the 
table of contents. 
7. Reformat ‘Heading 4’ style to 
turn automatic numbering back 
on, and un-italicise. 
8. Formatted ‘Heading 5’ and 
‘Heading 6’ in case needed. 
9. Vertically centred the Title 
page. 
10. Created App1, App2 and App3 
styles. 
11. Updated the TOC to include 6 
levels of headings, if they exist. 
12. Removed some of the 
explanation from the template, 
and put into this document. 

2012- LU_Thesis_Template_v2a.dotx Updated to Word 10 standards 
and formatting. Converted to XML 
style 

 

Appendix C - Version History of the Template 
 


