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Introduction

This file will explain to you how to use CIRCA'S Thesis/Dissertation Template for Microsoft Word XP for Windows.  This template is very easy to use, but there are potential difficulties that you could run in to especially if you do not use the template correctly.  This read me file should answer any questions that you might have; however, if you do run into a problem do not hesitate to call the Electronic Thesis & Dissertation Lab phone #: 392-HELP (4357).  The lab is located in the balcony in the Bryan 232 computer lab.  Our hours are posted on the web at http://etd.circa.ufl.edu. Please feel free to stop by for assistance with your thesis or dissertation.

Working in the Template

When working in the template, it is a good idea for you to have the "show/hide" button on so that you are viewing all characters.  You should do this because when you are viewing all characters you can see all of the formatting elements that define the template, ie. section breaks, paragraph markers, etc.  It is important that you keep an eye on these formatting elements because they dictate such important aspects of your paper as page numbers, the table of contents, and the beginning and end of pages (among other things).  The "show/hide" button should be on when you open the template for the first time.

It is our suggestion that you go through the template one time before you actually write or paste anything into it, and read all of the comments that you come across.  They are there to help you. 

Working With the Template

Once you have looked over the template, read all of the comments, and read this read me file fully, you should then start writing and/or copying your text into the template.  While you are creating your thesis or dissertation you should be very careful about saving your work.  It is our recommendation that you use a master disk and several back up disks.  For example; you could have one master disk and two back up disks.  You would save your work on the master disk every day and alternate using the back up disks so that you use disk one on one day, disk two on the next, disk one again the day after that, etc.  This technique prevents you from saving a mistake to all of your diskettes while at the same time giving you greater security against loss.  Some people may find that is easier to work on their paper right off of the hard drive instead of from a diskette because of the size of the document(s) that are involved.  If you decide that this is necessary, then you need to take extra care in saving your work to diskettes.  Some people may also find it helpful to save a copy or copies of their work to a Grove, Nerdc, or some other type of account with file space.  This is another security measure that you should consider although as always, it is your decision.

Styles

There are many styles that were used to create this template.  Some of these styles are built into Word; however, many have been created specifically for use in this template.  If you have never worked with styles then you should know that a style is a group of formats (such as double spacing, indent, center, etc.) that have been grouped together and named.  It is important that you pay attention to what style is being used where and why.  Most of your text will be written using the Body Text style, but there are several other styles in this template that can and should be used for certain functions.  For example, Chapter Title style is used for chapter titles, Heading 1 style is used for the first-level subheading, Heading 2 style is used for the second-level subheading, and so on.  Word also uses these styles to create the Table of Contents, so it is very important that you use them correctly.  You can always tell what style is being used by the style name that appears in the style box located next to the font box.

Copying Text Into the Template  

If you have already started writing your thesis, then you will want to copy your text into the template.  Doing so is really a very simple task; however, you must be very careful of a few things.  First off, you need to make sure that you know where your section breaks are so that you are inserting text into the correct place.  You also need to make sure that when you choose Edit; Paste Special; and then select to paste it as unformatted text.  This will ensure that you do not copy over any styles or any other formats that might disturb the template.

The Master Document

This template is arranged as a master document.  What this means is that there are several subdocuments which are smaller that are a part of the larger master document.  The reason that the template has been done this way is that it allows us to generate a table of contents, list of tables, table of figures, have continuous page numbers throughout the document, and have correct and continuous format throughout the document.  Creating this template as a master document also allows for greater ease in the management of the files and file sizes.  Since most of you have probably never worked with a master document you need to be aware of a few issues that you do not encounter when working with a standard document.

Inserting Files Into the Master

If you need to add new chapters or sections to your thesis or dissertation, then you must understand how to insert files into the master document.  First open one of the chapters, such as chapter 7. ( Be sure not to open up these files in the master document view).  Once you have done this, make the changes you need to make, and save the file with a new name.  Next you must open up the master document, switch to the master document view, place the cursor at the appropriate place, and choose the insert sub-document button from the master document toolbar.  It is a very simple task, but it is a good idea for you to know how to do it.

Deleting and Removing Sub-Documents

While some people will find that they need to add files to their thesis or dissertation, many others will find that this template contains too many files (ie. the template has 7 chapters and they only need 5, etc.).  Therefore it is necessary for you to know how to delete sub-documents as well as add them.  To delete a sub-document: just open the master document, switch to the master document view and expand the sub-documents, select the subdocument that you would like to get rid of by placing your cursor inside the document, and clicking the “remove subdocument” button on the toolbar. This removes the link to the subdocument from the master document. The text of the subdocument is simply dumped into the master. So, after deleting the link, you will then need to remove the content of the old subdocument from the master. This does not change the subdocument. After you have done this you must then remember to delete any extra section breaks that you might be left with.  

