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1.Making the Headings Work

The aim of this section is to guide you in using styles in Microsoft Word.

There are several reasons for using styles in your dissertation:

e Consistency — Styles help to create a professional-looking
document, which is also easier to modify.

e Efficiency — You can create a style once, and then apply it to any
section in the document without having to format each section
individually.

e Table of Contents — Styles are used to generate the table of
contents.

e Faster Navigation — Using styles lets you quickly move to different

sections in a document using the Document Map feature.

Basics: How to use built-in styles

In Microsoft Office Word XP and 2003:

e Click on the Styles and Formatting icon on the Formatting
Toolbar.
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File Edit Wiew Insert Formak Tools  Table

NEHRS S Q|IVE [

armal = Times New Roman -~ 12 -

e The Styles and Formatting task pane will open up on the right hand

side.

Styles and Formatting * u
SIRONA|

Formatting of selected text

Mormal

Select Al Mew Skyle. ..

Pick formatting to apply

Clear Formatting B

Heading 1 1
Heading 2 T
Heading 3 |

Mormal 1

e Use Heading 1 for chapter titles, Heading 2 for sub-chapters or

sections, and Heading 3 for sub-sections.
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In Microsoft Office Word 2007 and 2010:

e Click on the Home tab and select the style you need from the styles

section.

daBbCcl AaBbl AaBb( | AaBbCcl| %

Emphasis  THeadingl 7Heading2 | 7THNormal |- EthEIng
yles -

Styles ]

e Use Heading 1 for chapter titles, Heading 2 for sub-chapters or

sections, and Heading 3 for sub-sections.

Editing Styles

In Microsoft Office Word XP and 2003:

You can modify any of Word's built-in styles.
e From the Styles and Formatting task pane hover your mouse over

the name of the style you wish to edit.
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¢ Click on the drop-down arrow that appears on the right-hand side of

the style name and click Modify.

(=D

Heading 1

Modify, ..

IUpdate ko Match Selection

e The Modify Style window shows up, as illustrated:

x

Froperties
Marme: I
Skyle type: IParagraph j
Stvle based on: I 11 Marmal j

11 Morrnal

Stvle For Following paragraph:

Formatting
|F\rial

Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Taxt Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text
Sample Text

Marmal + Font: §Default) Arial, 16 pt, Bold, Kern at 16 pk, Space
Before: 12 pk, After: 3 pk, Keep with next, Level 1

[~ add to template [ Automatically update

Farmat = | QK I Cancel I

A B C D
F-:%l‘natting \II \1’ \l’
Arial w16 ~ | B| T O | A-
sls=s|[—|==|1E2|F =
T 7 /‘\ 1 1 1
E g G H
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When formatting one should consider:

A: Font Style
o Itis suggested that Arial is used.
B: Font Size
o Heading 1 should be size 16 or more.
o Heading 2 should be size 14 or more.
o Heading 3 should be size 13 or more.
o Normal should be size 12 or more.
C: Bold, Italics, Underline
o Itis suggested that Heading 1 should be bold and underlined,
Heading 2 should be bold and Heading 3 should be italicized.
D: Font Colour
o This should remain black throughout.
E: Text Alignment
o Centre alignment should be used for Heading 1 and Normal.
o Left Alignment should be used for Headings 2 and 3.
o Inthe case where Chapter titles are on a separate page, other
alignments may be used (see example below where underline

and right alignment are used)

Chapter 4

Methodology
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e F: Line Spacing
o lItis suggested that for style Headings 2, 3 and Normal, one
should use at least 1.5 spacing.
o For Heading 1, it is suggested that one should use 2.0 line
spacing.
e G: Paragraph Spacing
o This determines how much spacing is used above and below
each paragraph, using the selected style.
o As a general rule, a large space is created after Heading 1, a
medium space is created after Heading 2, and a small space is
created after Heading 3.
e H:Indenting
o This is normally used if, for example, the Normal text needs to

be set in from the margin more than Heading 3.

Other options in the Modify Style window:

- e Further formatting options can be
Farrmak

Fart selected by clicking on the Format
- button at the bottom of the Modify
Paragraph...
Tah Style window. The most commonly
Tabs...

used options for a dissertation are
Border... _

Border and Numbering.
Language...
Frame...
Murmbering. ..
Sharkcut ke, .
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In Microsoft Office Word 2007 and 2010:

e On the Home tab click on the Styles dialog box launcher.

daBbCel AaBbt AaBb(C | AaBbCel

A

Emphasis  THeadingl THeading2 | THMormal |- Ehange
Styles =

Styles la :|

- —

e Hover your mouse over the name of the style you wish to edit.

¢ Click on the drop-down arrow that appears on the right-hand side of
the style name and click Modify.

|| Heading 1 -

po!

IUpdate Heading 1 to Match Selection
Madify...
Select All @ Instance(s]

Clear Formatting of 9 Instance(s)

Femove fram Quick Style Gallery

e The Modify Style window shows up, as illustrated:
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x
Properties
Marne:
Skyle bype: IF‘aragraph j
Style based on: I 11 Mormal j

Stvle For Following paragraph: 11 Mormal

Farmatting
| Arial

Sample Text

Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text

[ Add to template

Mormal + Font: {Default) Arial, 16 pt, Bold, Kern at 16 pt, Space
Before: 12 pt, After: 3 pt, Keep with next, Level 1

[ Automatically update

ﬂl (o]4 I Cancel |
A B C D
Fn#natting \1' \Il \1/
Arial vi(t6e ~|B| I U A-
E|IEEE|=]==|Z=|&E &
I M lr 1 1 1
E A G H

When formatting one should consider:

e A: Font Style
o lItis suggested that Arial is used.

e B: Font Size
o Heading 1 should be size 16 or more.
o Heading 2 should be size 14 or more.

o Heading 3 should be size 13 or more.
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o Normal should be size 12 or more.
e C:Bold, Italics, Underline
o Itis suggested that Heading 1 should be bold and underlined,
Heading 2 should be bold and Heading 3 should be italicized.
e D: Font Colour
o This should remain black throughout.
e E: Text Alignment
o Centre alignment should be used for Heading 1 and Normal.
o Left Alignment should be used for Headings 2 and 3.
o Inthe case where Chapter titles are on a separate page, other
alignments may be used (see example below where underline

and right alignment are used)

Chapter 4

Methodology

e F: Line Spacing
o ltis suggested that for style Headings 2, 3 and Normal, one
should use at least 1.5 spacing.
o For Heading 1, it is suggested that one should use 2.0 line
spacing.
e G: Paragraph Spacing
o This determines how much spacing is used above and below

each paragraph, using the selected style.
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o As ageneral rule, a large space is created after Heading 1, a

medium space is created after Heading 2, and a small space is

created after Heading 3.

e H: Indenting

o This is normally used if, for example, the Normal text needs to

be set in from the margin more than Heading 3.

Other options in the Modify Style window:

[ Formak ™ ;

Fontk...
Paragraph. ..
Tabs...
Border...
Language...
Frame...

Mumbering., ..

Sharkcut ke, .

e Further formatting options can be
selected by clicking on the Format
button at the bottom of the Modify
Style window. The most commonly
used options for a dissertation are

Border and Numbering.
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Creating a New Style

You can create additional styles to use in your dissertation, by following the

steps below:

In Microsoft Office Word XP and 2003:

e From the Styles and Formatting taskpane, click on New Style.

Styles and Formatting v oM
SIS A

Formatting of selected text

Hormal
Select All ew Style. ..

e The New Style window will appear as illustrated below. Give a name to

your style and specify the style type (there are four available style
types: paragraph, character, table and list).
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Mew Style x|

Properties
Marne:
Skyle bype: IF‘aragraph j
Style based on: I 1 Mormal j
Style For Following paragraph: I 1 Stvlel j
Formatting
|Times Mew Foman j | 1z j B 7 U | & o

|;§ =

"
+

o

|
= } N

Smpk Text gk Iextiompk Textimpk Text fampk Iextampk Text
Snpke Textiaamgk Textibaepk Iextimpk Iextiampk Toxtiampk Iext
Snpke Iextiamgk Isxtibaepk Iextimpk Iextiampk Iextibmpk Iext
Sanpke Iextivaugpk Isxtismpk Iaxt

Marmal +

[ add to template [ Automatically update

Farmak = | 0] I Zancel

e Choose the formatting options that you wish to apply to your style.
¢ |f you wish to add borders, bullets or numbering to your style, you can

click on the Format button and select the necessary options.

Note: For standardization issues, it is essential that no more than two types

of bullets are used throughout the dissertation.
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In Microsoft Office Word 2007 and 2010:

e From the Styles dialog box click on the New Style icon, as illustrated:

Styles * o

ArizlMT, Bold ]
ArialMT, Line spacing: 1.5 lir
Bulleted, Courier Mew, Left:
Bulleted, Courier Mew, Left: J
Bulleted, Symbal {symbal), L
Bulleted, Symbal {symbaol), Lt

Centered, Line spacing: 1.5 j

Show Presview
Disable Linked styles

‘!f_‘.:u ‘1"_;_,::- Opkions. ..

New Style| | |

e The New Style window will appear as illustrated below. Give a name
to your style and specify the style type (there are four available style

types: paragraph, character, table and list).
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Newstyle x|
Properties
Marne:
Skwle bype: IParagraph j
Skyle based on; I 1 Mormal j
Stwvle Far Following paragraph: I 1 Styvlel j
Farmatking
|Times Mew Raman j |12 j | B I U | & =

i
"

oz = W= =
- == —lm=u|=

Aampk Iextiampk Isxtibaepk Iextiswpk Iextianpk Isxtiamgk Iext
mampk Textiampk Textibmpk Textinmpk Text mpk Text fampke Toxt
mpk Textampk Textampk Textivmpk Textmpk Text mpk Text
ik Textampk Iextiampk Text

Mormal +

[ add to template [T Automatically update

Format - | (] 4 I Cancel

e Choose the formatting options that you wish to apply to your style.
e If you wish to add borders, bullets or numbering to your style, you can
click on the Format button and select the necessary options.

Note: For standardization issues, it is essential that no more than two types

of bullets are used throughout the dissertation.
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Important Points to Remember

Heading 1 should be used for Chapter Titles. It should be formatted
as:

o Size 16 (at least)

o Bold and Underlined

o Left or Centre alignment

o Double line spacing
Heading 2 should be used for Sections in the chapter. It should be
formatted as:

o Size 14 (at least)

o Bold

o Left alignment

o 1.5 line spacing (at least)
Heading 3 should be used for Sub-Sections. It should be formatted
as:

o Size 13 (at least)

o ltalics

o Leftalignment

o 1.5 line spacing (at least)
Unless heading styles are used, the Table of Contents cannot be
created.
No more than two types of bullets can be used throughout the

dissertation.
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2.Producing the Table of Contents

Creating an automatic table of contents is crucial for any write-up. This will
not only make things easier for the author, but when the dissertation is
converted to PDF format, Adobe will use the items in the table of contents to
create bookmarks in the document. This means that the table of contents will

be linked to its respective section in the document.

In Microsoft Office Word XP and 2003:

e When the dissertation is completed, create a blank page where you
wish to include the table of contents.

e Click Insert > Reference > Index and Tables.

lnsertngrmat Tools Table Window Help
Break... = | 100% - &
Page Murnbers... 133140z
Date and Time...
AutoText 3
Eield...
Symbol...
_d Comment
| Reference » Footnote...
Caption...
Picture 3 Cross-reference...
7% Diagram... Index and Tables... ”
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Then click on the Table of Contents tab.

[ Index and Tables ijﬁ
Print Prewview Web Preview
Heading 1 ... 1 Heading 1 -
Heading2 . 3 [ | Heading 2 B
Heading3 ... 3 Heading 3

-

Show page numbers
Right align page numbers

Ize hyperlinks instead of page numbers

Click OK and the table of contents will automatically be inserted in

your document.

In Microsoft Office Word 2007 and 2010:

When the dissertation is
completed, create a blank
page where you wish to
include the table of contents.
Click on References > Table

of Contents. Then choose

the style that you wish to use.

The table of contents will
automatically be inserted in

your document.

-
Home Insert

Ep Add Text ~
=¥ Update Table

Table of
Contents ~

Page Layout Mailings

[1] Insert Endnote

AK Mext Footnote =
Insert ~ i
Footnote J STy LTS

=

Insert
Citation ~|

Built-In
[ Automatic Table 1

Contents

Automatic Table 2

Table of Conténts
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How can | insert a table of figures?

The table of figures is very similar to the table of contents. It lists the figures
that you include in your dissertation.
In order to be able to use this feature, you should label each figure using the

appropriate method, as follows:

In Microsoft Office Word XP and 2003:

1. Click on the image to which you wish to add a caption.
2. Click Insert > Reference > Caption.

Insert| Format Tools Table Window Help
Ereak... = Times Mew Rornan
Page Mumbers... 4SBT
Date and Time... —
Symbol...
| Reference b | Footnote...
Bicture 3 | Caption... |
'& Hyperlink...  Ctrl+K Cross-reference...,
¥ Index and Tables...

e The Caption window will pop-up as illustrated:
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| Capticn ijﬁ

Here you can type a caption title for your
image

el

Position: |Below selected item

[ New Label... ] [ ] [ Numbering. .. ]

[EutuCapﬁnn...l [ oK H Cancel ]

Caption:
|Figure 1 I >
Options
Label: Figure >

[] Exclude label from caption \

Use this drop-down arrow if you wish to
change the label of your object to
equation or table instead of figure.

Click here if you wish to change the
position of the caption in relation to your
object.

e The table of figures can then be inserted by clicking on Insert >

Reference > Index and Tables. Then select the Table of Figures tab.

In Microsoft Office Word 2007 and 2010:

1. Click on the image to which you wish to add a caption.

2. From the References tab, click on Insert Caption.

=

Insert
Caption

3. The Caption window will pop-up as illustrated:
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Caption:
I Figure 1 >
Opkions
Label: IFigure j —_—
Position: IBeIn:nw selected ikem j\

™ Exclude label From caption \

Mew Label. .. | belete Label | Mumbering. .. |

AukoCaption. .. | O, I Cancel |

Here you can type a caption title for your
image

Use this drop-down arrow if you wish to
change the label of your object to
equation or table instead of figure.

Click here if you wish to change the
position of the caption in relation to your
object.

e The table of figures can then be inserted by clicking on Insert Table of

Figures from the References tab.

What if | wish to include the table of figures within the

table of contents?

You will still need to use heading styles or your chapters / sections / sub-

sections and you will still need to add captions to your objects using the

method explained above. However, the following procedure will need to be

employed when producing your table of contents:

In Microsoft Office Word XP and 2003:

1. Click Insert > Reference > Index and Tables.

2. From the Table of Contents tab click Options.
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3. The Table of Contents Options window will pop up. Below ‘Available

styles:’ you shall see ‘Caption’ listed as a style. Add this style as TOC

level by giving it the next number in sequence (see example below).

Outline levels
[] Table entry fields

OK j [ Cancel

[ Table of Contents Options @1 [ Table of Contents Options lir
Build table of contents from: Build table of contents from:
V] Styles! [V Styles
Available styles: TOC level: N Available styles: TOC level:
Caption - = ~ Caption 4 -
v Heading 1 1 [_] ~ Heading 1 1 [_]
v Heading 2 2 v Heading 2 2
~ Heading 3 3 ~ Heading 3 3
Heading 4 Heading 4
Heading 5 - Heading 5 -

Outline levels

[] Table entry fields

OK j [ Cancel

\ In Microsoft Office Word 2007 and 2010.

1. Click References > Table of Contents > Insert Table of Contents.

From the Table of Contents tab click Options.

The Table of Contents Options window will pop up. Below ‘Available

styles:’ you shall see ‘Caption’ listed as a style. Add this style as TOC

level by giving it the next number in sequence (see example below).

Qutline levels
[~] Table entry fields

OK 1 [ Cancel

[ Table of Contents Options IAJ1 [ Table of Contents Options IAJ1
Build table of contents from: Build table of contents from:
[¥]: f [V] Styles
Available styles: TOC level: N Available styles: TOC level:
Caption - «  Caption 4 -
~ Heading 1 1 U ¥ Heading 1 1 [_l
¥ Heading 2 2 ¥ Heading 2 2
¥ Heading 3 3 ¥ Heading 3 3
Heading 4 Heading 4
Heading 5 - Heading 5 -

Qutline levels

[~] Table entry fields

oK 1 [ Cancel
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How can | apply different page numbering for different

sections in my dissertation?

To apply different page numbering to the different sections in your
dissertation (e.g. to the table of contents) you will need to create ‘section

breaks’.

In Microsoft Office Word XP and 2003:

e Click Insert > Break.

Insert | Format Tools Ta

Break...

Page Mumbers...
Date and Time...

Symbaol...

Picture 3

W Hyperlink... Ctrl+K

]

W
W

e Below ‘Section break types’ choose Next Page and click OK.

Page23



( Break @lir

Break types

[7) Page break

() Column break
(7) Text wrapping break
Section break types

() Continuous
(7) Even page
(C) Odd page

I ok [ canca |

¢ Insert page numbers in the first section by clicking on Insert > Page
Numbers. Note: You can change to roman numbers by clicking on

Format (see below).

Insert| Format Toolz Ta

Break...

| Page Mumbers...

Date and Time...

Symbol...

-

Picture

i!__,-., Hyperlink...  Ctrl+K

¥

Il

- \/ ~
Page Mumbers ij

Position:
Bottom of page (Footer) IZI

Alignment:

Right E

Show number on first page

o) |

)
%
m
=,
m
=

Cancel

o
-~
L
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e When you’re done from the first section, go to the next section and
click Insert > Page Numbers.

e Click on Format.

I g
Page Mumber Format ij

Number format: E

[ tndude chapter number
Chapter starts with style  |Heading 1

|Use separator: - {hyphen)
Examples: 1-1, 1-A

Fage numbering
i@ Continue from previous section

(7) Start at: =

-

’ 0K 1 ’ Cancel ]

e Choose the number format. Then, in the ‘Page numbering’ section
choose whether you wish to continue your page numbering from the
previous section or whether you wish to start from a different number.

e Click OK.

In Microsoft Office Word 2007 and 2010:

e From the Page Layout tab, click Breaks > Next Page.
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Page Layout References Mailings Review View

ntation ~ P,:::" Breaks ~ |4] watermark *  Indent
- Page Breaks
mns * Page
qe Set y—J Mark the point at which one page ends
e ~Elup ﬁ and the next page begins.

Column

Indicate that the text following the column
break will begin in the next column.

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

Next Page

Insert a section break and start the new
section on the next page.

Wil

Continuous
Insert a section break and start the new

[l

¢ Insert page numbers in the first section by clicking on Page Number
from the Insert tab. Note: You can change to roman numbers by

clicking on Format Page Numbers (see below).

#] Page Mumber *]

Top of Page r
EBottom of Page k
Fage Margins k
Current Position r

Format Page Mumbers...

PR EE DD

Eemove Page Mumbers
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¢ When you’re done from the first section, go to the next section and

click Insert > Page Number > Format Page Numbers.

Page Mumber Format lij

Number format: [E_E

[ tndude chapter number

Chapter starts with style  [Heading 1

|Jse separator: - (hyphen)
Examples: 1-1, 1-A

Page numbering
(@ Continue from previous section

() Start at: =

-

[ OK '] [ Cancel ]

e Choose the number format. Then, in the ‘Page numbering’ section
choose whether you wish to continue your page numbering from the
previous section or whether you wish to start from a different number.

e Click OK.

| changed a Chapter title; how can | update the table

of contents to reflect this change?

e The table of contents does not update itself automatically.
e Click inside the table of contents and press F9 on your keyboard. Then
select ‘update entire table’. This will update any changes in chapter /

section titles, including page numbers.
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In addition to headings 1, 2 and 3 | have used another
style in my dissertation. How can |l include any sub-
titles formatted using this style in the table of

contents?

By default when creating the table of contents, Microsoft Word will only
include titles formatted using the built-in headings 1, 2 and 3. However, you

can change these default options to include any other style of your choice.

In Microsoft Office Word XP and 2003:

1. Click Insert > Reference > Index and Tables.

2. From the Table of Contents tab click on Options.

3. Underneath ‘TOC level:’ scroll down to find the name of the style that
you wish to include in your table of contents and assign a number to it,
depending on which level of the table of contents you want it to

appear.

Table of Contents Cptions [AJ

Build table of contents from:

| Styles
Available styles: TOC level:

Heading & -
Heading 7
Heading &
Heading 9
~ Library ]

Mormal -

Qutline levels

Table entry fields

oK ] [ Cancel
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In Microsoft Office Word 2007 and 2010:

1. Click References > Table of Contents > Insert Table of Contents.

2. From the Table of Contents tab click Options.

3. Underneath ‘TOC level:’ scroll down to find the name of the style that

you wish to include in your table of contents and assign a number to it,

depending on which level of the table of contents you want it to

appear.

Table of Contents Options

Build table of contents from:

Styles
Available styles:

Heading &

Heading 7

Heading 8

Heading 9
v Library

Maormal

Cutline levels
[] Table entry fields

[E)
TOC level:
"
4 L]
QK 1 [ Cancel
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3.Changing the Lanquage Settings

NOTE: These settings are only needed by students who are using Maltese

characters in their dissertation. All other students may skip this step.
It is important not to use any installed Maltese fonts you may have, as these,
as arule, are not in a standard format, and conversion would not work with

Adobe Acrobat.

To use Maltese language characters follow these steps:

In Windows XP:

e Click on Start and Control Panel.

e Double-click Regional and Language Options.

~

S

Regional and
Language
Opkions

e From the Languages tab click on Details.

Regional and Language Options llil
Regional Optiohs

Test services and input languages
To wiew or change the languages and methods pou can uze to enter
text, click Details.
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e The Text Services and Input Languages appears. Under ‘Installed

Services’ check if a Maltese keyboard is already installed.

Text Services and Input Languages 2l

Settings | Ldvanced I

r Default input language

Select one of the inztalled input languages to uze when you start your
computer.

English [Urited 5

 Installed services

Select the services that you want for each input laniguage shown in the
list. Uze the ddd and Remowve buttons to modify this list,

~ Bl English (United States)
\\*-‘g Advanced Test Services

= Ink Conrection

Feyboard
. s Add...

Hemawve

il

Eroperties. .

 Preferences

Language Bar... | Fey Settings... |

QK I Cancel | Spn

e If there is no Maltese Keyboard click on Add.

e Click on the drop-down arrow below Input Language and choose

Maltese.
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Add Input Language

|nput language:

¥ Keyboard lapout/ME:

I b alteze 48-key

™| Handiwriting recagrition:

Le

[T Speech:

Kl

™| tdore Tiest Semwvices:

1

|
]

A

Cancel

Click OK and you should see the Maltese keyboard listed under

‘Installed Services’.

— |nstalled zervices

lizt. Use the Add and Remove buttons to modify this list.

BN English (United States)
-E Advanced Tedt Services
v |nk Correction
K.epboard
« US
Malteze

K.epbioard
» Malteze 43-key

Select the services that you want for each input language showe in the

Add...

Remove

Froperties...
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Click on Key Settings and a dialog box will appear (see below). Click

Yes.
5
P IUnable ko change one of the key settings until the kevboard layvout changes are applied.
.
\k‘) Do o wank to apply the keyboard layout changes now?
Yes [ |
The Advanced Key Settings window will appear as illustrated below:
— T turn off Caps Lock
% Press the CAPS LOCK key " Press the SHIFT key
—Hot keys for input languages
Action K.ey sequence
Switch between input languages Left lk+5 hift
Switch to English [United States] - US [Mane]
Switch ta Maltese - M alteze 48-key [Mane]
Change Key Sequence... |
(] I Cancel |
e Click OK.

e When using Word, to shift from the English Keyboard to the Maltese

Keyboard, press on left Alt+Shift.

e {becomes G, } becomes H, \ becomes Z and " becomes €.
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In Windows Vista:

Click Start > Control Panel.
In Control Panel, if you are in Classic View, click on Control Panel

Home (top left corner)

@ Qv » Control Panel »

* Classic View

Click on Clock, Language and Region.
Click on Regional and Language Options.
Click the Keyboards and Languages tab and then click Change
keyboards.

Under Installed services, click Add.

In the Add Input Language dialog box, select the Maltese keyboard
and click OK.

When using Word, to shift from the English Keyboard to the Maltese
Keyboard, press on left Alt+Shift. Gwm L][[D:

{ becomes G, } becomes H, \ becomes Z and * becomes C.
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In Windows 7:

Click Start > Control Panel.

From the top right corner choose ‘View by:” Category.

=i

- 4 ’ Search Control Panel ]p

I.rlliE.r‘: b\::

Click on Clock, Language and Region.

<54 Clock, Language, and Region
Q" Change keyboards or other input methods

Change display language

Click on Region and Language.

Click the Keyboards and Languages tab and then click Change
keyboards.

Under Installed services, click Add.

In the Add Input Language dialog box, click on the plus (+) sign next
to Maltese (Malta), then click on the + next to Keyboard and Select
Maltese 47-Key and Maltese 48-Key and click OK.
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s Add Input Language

Select the language to add using the checkboxes below.

t-Lao (Lac P.DLR.)

-- Latvian (Latvia)

-- Lithuanian (Lithuania)

[~ Lawer Sorbian (Germany)
Luxembourgish (Luxembaourg)

-

- Malay (Brunei Darussalam)
Malay (Malaysia)
H- Malayalam (India)

- [T]show Mare...
- Other

[+~ Maori (Mew Zealand)
[+~ Mapudungun (Chile)

< |

tl-Macedonian (Former Yugoslay Republic of Macedon

e When using Word, to shift from the English Keyboard to the Maltese

Keyboard, press on left Alt+Shift.

Caps Lock

Shift

¢

Ctr

o

)

X

e {becomes G, } becomes H, \ becomes Z and * becomes C.
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The conversion should be done on Open Access IT Services Workstations.

4.Converting the Microsoft Word

Document (.doc) to a Portable

Document Format (.pdf)

Open Microsoft Word 2007 and open your dissertation document.

Make sure that the Dissertation is named according to the rules i.e.

Year of Degree, Course of Degree and the Student’s ID, in this format:
07BED023. =

Click on the Office button in Word. | c;'/
Click Save As > PDF or XPS.

Click Options and tick ‘Create bookmarks using Headings’ (see
screenshot below).

N x|

Page range

- Current page
" Selection
rPage{s:l Frorm; |1 ﬂ T |1 ﬂ

Publish what

i Docurment

™ Document showing markup

Include non-printing infarmation
¥ Create bookmarks using:
¥ Headings
€ word bookmarks
v Document properties

¥ Document struckure tags for accessibility

PDF options

[ 150 19005-1 compliant (PDF/&)
[V Bitmap text when Fonts may not be embedded

O I Cancel
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Click OK and then click Publish.

Once the PDF file is created try clicking the table of contents entries
and these should automatically take you to the corresponding link.
After checking the dissertation, burn onto a CD-ROM. Do not include
the Word Document file in the CD-ROM.

The CD-ROM should be given to the respective faculties.

The CD-ROM should also be tagged with the name of the dissertation
I.e. Year of Degree, Course of Degree and the Student’s ID in the

format stipulated earlier.
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Standardization issues and queries

Resource Packs:

e This holds especially to B.Ed. students. If the resource pack can saved
in a digital format, then it should be saved as a separate file on the
same CD. The CD should be tagged using normal tagging (see pg.
37), followed by .RP

Dissertations divided into volumes:

e |f a student splits the dissertation into volumes, it should be tagged
with the normal tagging and a .01 should be added for volume 1, .02

for volume 2 and so on.

Additional files accompanying dissertation:

¢ |If a student has a computerized file accompanying the dissertation, the
file should be saved on a separate CD-ROM and given a normal
tagging followed by .AV. It is important that the file is not saved on the
same CD-ROM together with the dissertation. Computerized files will
be handed to the Melitensia section, and put in the Audio Visual

section.

Please Note:

Responsibility of the content of the dissertation will fall solely on the
student. Lecturers, secretaries and library staff cannot and may not change
any part of the dissertation. If any mistake is detected, the dissertation CD-
ROM shall return back to the student and only the student may amend the

document.
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Minimum System Requirements

e Windows XP SP2 or Higher
e Microsoft Word XP or Higher

Contact Us

Any queries and / or difficulties may be directed to Raelene Galea

on dissertations@um.edu.mt
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