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1 Introduction

Microsoft Office Word has built-in document structuring tools that can be used to format
your document. This guide outlines several built-in tools that can be applied to structure
your document.

Note: These instructions were written using Microsoft Office 365 Word running on a
Windows operating system. Tool location and availability of options may vary depending
on software version and operating system.

1.1 Digital accessibility

Creating accessible digital resources promotes equitable access, discovery,
understanding, interaction, and use of the resource by all users, without barriers or
burden. 1 in 4 people experience disability which can impact and even place barriers on
how they interact with, interpret, and use your thesis document. People with disabilities
may use assistive technologies (e.g., screen readers, text-to-speech and voice
command technologies, screen magnifiers) to access and interact with your thesis. By
making your thesis more accessible, you promote access for all users, in turn
encouraging wider usage of your thesis by a broader audience. Not only is it good
practice, but it is also a legal obligation as required by the Accessibility for Ontarians
with Disabilities Act (AODA). Please note that all content deposited in the Atrium
Institutional Repository, including your thesis, must be compliant with accessibility
standards as required by the AODA.

By using built in formatting in Word, as described in this guide, you can improve the
accessibility of your thesis document.

1.2 Thesis formatting requirements

Please refer to the Office of Graduate & Postdoctoral Studies (OGPS) Thesis
Completion Guide for specific requirements related to the format of your thesis. An
accessible thesis templates are also available on OGPS’ Preparation of your Thesis
page, which has been pre-formatted to adhere to OGPS’ ETD formatting requirements.

2 Formatting
2.1 Creating chapters and sections using Styles

When creating chapters and/or sections in your document, use heading Styles to
organize and provide hierarchical structure to the document. Additionally, by applying
heading styles to your document, you will be able to automatically generate a Table of
Contents based on the defined headings.

Styles are located under Home in the main menu, within the Styles section of the
toolbar.
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Use the styles Heading 1 to Heading 6, to create sections and sub-sections in your
document.

When using styles, keep in mind:

e A pre-defined style can be modified (e.g., change font size, line spacing).
e A new style can be created.
e Heading styles must be nested properly.
e Heading 1 should only be used once in the document.
o Use Heading 1 for the thesis title on the title page of the document.

2.1.1 Modify a style
To modify a pre-defined style:

1. Select Home in the menu bar, right click on a style name in the Styles section of
the toolbar and select Modify from the drop-down menu.
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2. Adjust the options in the Modify Style window as required.
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physical and social environment (e.g., measurements
collected by weather sensors, species abundance surveys,
archaeological samples, brain scan images, experience and
opinion surveys)

Font: 16 pt, Bold, Space
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3. To set paragraph and line spacing, click on the Format button at the bottom of
the Modify Style window and select Paragraph.

2.1.2 Create a new style

You can create your own styles.

1. Expand the Styles options by clicking on the drop-down arrow on the bottom right
of the tool bar.
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3. Inthe Create New Style from Formatting window, add a name for the style.
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Style1

Paragraph style preview:
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Modify... Cancel
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Click on Modify.

In the Create New Style from Formatting window adjust the settings as

required.

6. Note, when you create a new style, it will automatically be assigned the same
properties as the style you previously working in. Use the Style Type and Style
Based On options in the Modify window to adjust the style properties.

7. To set paragraph and line spacing, click on the Format button at the bottom of

the Create New Style from Formatting window and select Paragraph.
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Slide 6 — General repositories

Style: Show in the Styles gallery
Based on: Heading 2

Add to the Styles gallery [] Automatically update
@ Only in this document O New documents based on this template

2.1.3 Nesting heading styles

Headings can be used to organize your document into sections and sub-sections. Web
browsers, PDF viewers, and assistive technologies (e.g., screen readers) use headings
to provide in-page/in-document navigation.

When using headings, kind in mind:



e Nest headings by their rank. For instance, when creating a nest of sub-sections,
Heading 1 should be followed by a Heading 2, which should be followed by a
Heading 3, which should be followed by a Heading 4, etc.

e Headings with equal or higher rank start a new section while headings with a
lower rank start new sub-sections within a higher ranked section. For instance,
Heading 2 can be followed by another Heading 2. Or, if you wish to create a sub-
section, Heading 2 would be followed by a Heading 3.

e Heading ranks should not be skipped. For instance, Heading 2 cannot be
followed directly by Heading 4.

The following is an example of appropriately nested headings.
<Heading 1>
<Heading 2>
<Heading 3>
<Heading 4>
<Heading 2>
<Heading 3>
<Heading 2>
<Heading 2>

1 « Title of First Chapter — uses Heading 2 »

« The format of this template supports a monograph-based thesis. A monograph-based
thesis should include an introduction, a comprehensive review of literature,
methodology, research findings, a comprehensive scholarly discussion of the research
findings, and conclusions. The formatting requirements for a monograph-based thesis
must align with the general formatting requirements as outlined in the Office of
Graduate and Postdoctoral Studies Preparation of your Thesis guide.

Please refer to the ‘Formatting documents in Microsoft Office Word’ guide for more
detailed instructions related to using built in tools in MS Word to format and make your
thesis document more accessible.

Use Styles to delineate sections within the chapter. You can use a numbering system if
you wish. Below is an example of using Styles to create sections and sub-sections. Add
or remove sections and sub-sections as required. Adjust the heading titles as required.»
1.1 « Title of section — uses Heading 3 »

« Use the Normal Style for text. »

1.1.1 « Title of section — uses Heading 4 »

« Use the Normal Style for text. »

1.2 « Title of section — uses Heading 3 »

« Use the Normal Style for text. »




2.2 Automatically number chapters and sections

Note that if you are using a thesis template, the templates are set to auto-generate
chapter numbers.

To automatically insert numbered chapters and sections:

1. Ensure the title of the thesis listed on the document title page is assigned the

Heading 1 style.

Ensure your chapter titles are assigned the Heading 2 style.

3. Select Home in the menu bar and within the Paragraph section of the toolbar,
select the Multilevel List icon.
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4. Select a design from list library that uses heading styles.

All ~

Current List
1 Hea
1.1 Heading
List Library
1) 1
None a) i 2
i) 114
Article |. Head 1 Heading
- Section 1.01 1.1 Heading 2
(a) Heading 1.1.1 Heading
|. Heading Chapter 1 He:
A. Heading 2

Lists in Current Documents

1 Heading 2
1.1 Heading 2

€= Change List Level >
Define New Multilevel List...

Define New List Style...




5. The heading styles should now be updated and include numbering.
6. All text assigned a heading style will be automatically numbered.

2.2.1 Adjust heading level numbering

As Heading 1 in the thesis templates has been assigned to the thesis title on the title
page, it should not be numbered. You can adjust the multi-level list properties so that
only Headings 2 — 6 will be numbered.

1. Click on the number at the start of the first section title that is assigned a Heading
level 1 (e.g., your thesis title on the title page to highlight all heading titles that
are assigned Heading Level 1 in grey.

2. Right click and select Adjust List Indents.
3. In the Define New Multilevel List window, click on the More>> button.
4. To remove the numbering scheme from Heading Level 1:
c. Inthe Click level to modify section, click on 1.
d. In the Number Format section:
i. For the Enter formatting for number field, remove the pre-filled
numbering so that the field is blank.
ii. Ensure Number style for this level is set to (none).
]
i
Clickﬁel to modify: Apply changes to: !
i _— Whole list v |1
¥ y— Link level to style: |
5 1.1 Heading 3 Heading 1 et
|6 1.1.1 Heading 4
7 1.1.1.1 Heading 5 Level to show in gallery:
= 1.1.1.1.1 Heading 6 Level 1 v
; e s Heading 7
1.1.1.1.1.1.1 Heading 8 ListNum field list name:
| ¥ 11111114
Number format ‘
Enter formatting for number: Startat: |» 2
| M | Font... Restart list after
Number style for this level: Include level number ffom: F
(none) ¥ il |:] Legal style numbering
Position
Number alignment: || a5 «  Alignedat: o = Follow number with:
Text indent at: 0.3’ 24 | Setfor All Levels... Folt chamces i
[(] Add tab stop at:
OK Cancel

5. To reset the numbering scheme to start at Heading Level 2:
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a. Inthe Click level to modify section, click on 2.
b. In the Number Format section:
I. For the Enter formatting for number field, reset the numbering to
1.
ii. Ensure Number style for this level is set to “1,2,3...".
iii. Uncheck the box beside the Restart the list field.
c. Inthe Position section:
i. For the Follow number with field, select Space from the drop-

down menu.
Click level to modify: Apply changes to:
1 Whole list v
Heading
5
; - Link level to style: [
5 1.1 Heading 3 Heading 2 v
6 1.1.1 Heading 4 [
7 1.1.1.1 Heading 5 Level to show in gallery:
5 1.1.1.1.1 Heading 6 Level 1 v
g e s [ Iy Heading 7
1.1.1.1.1.1.1 Heading 8 ListNum field list name:
T AAAA
Number format
Enter formatting for number: Start at: |4 =
1 Font... Restart list after:
Number style for this level: Include level number from: Level 1 v
123 . e =4 || Legal style numbering
Position
Number alignment: || o5 «  Alignedat: o = Follow number with:
i ‘ " - Space v
Text indent at: 0.4 % | setfor All Levels... .
Add tab stop at
<< Less OK Cancel

6. To reset the numbering scheme to start at Heading Level 3:
a. Inthe Click level to modify section, click on 3.
b. In the Number Format section:
i. For the Enter formatting for number field, reset the numbering to
1.1,
ii. Ensure Number style for this level is set to 1,2,3...".
iii. Check the box beside the Restart the list field and make sure
Level 2 is selected in the option list.
c. In the Position section:
i. For the Follow number with field, select Space from the drop-
down menu.
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Enter formatting for number:

Click level to modify: Apply changes to:

; Headingl1 Whole list v

1 Headingp . )

2 11 Headibo 2 Link level to style:

5 Heading 3 v

6 1.4 Heading 4

7 1.1.1.1 Heading5 Level to show in gallery:

G 1.1.1.1.1 Heading 6 Level 1 v
1.1.1.1.1.1 Heading 7
1.1.1.1.1.1.1 Heading 8 ListNum field list name:
14449443

Number format

Startat: |4 =

11 Font... Restart list after:
Number style for this level: nclude level number from: Level 2 v
1,23 .. i ¥ *ITegarsne numbenng
Position
Number alignment: || o5 +  Alignedat: o = Follow number with:
2 . - = Space ™
Text indent at: 0.5 F Set for All Levels... )
Add tab stop ati
<< Less OK Cancel

7. To reset the numbering scheme to start at Heading Level 4:
a. Inthe Click level to modify section, click on 4.
b. In the Number Format section:
i. For the Enter formatting for number field, reset the numbering to
‘1.1.1.
ii. Ensure Number style of this thesis is set to 1,2,3...".
iii. Check the box beside the Restart the list field and make sure
Level 3 is selected in the option list.
c. Inthe Position section:
i. For the Follow number with field, select Space from the drop-
down menu.
8. Repeat Step 7 for Headings 5 and 6, adjusting the numbering and restart list field
as required.
9. Once you have finished setting all the levels, click OK.

2.2.2 Remove automated numbering of chapters and sections

To remove automated numbering of chapters and sections:

1. Place your cursor in front of the first Heading 1 of the document.



2. Under Home in the main menu bar and in the Paragraph section of the toolbar,

select the Multilevel List icon.

1—
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3. Select Define New Multilevel List from the drop-down menu. In the Define new
Multilevel list window, you may have to click on the More >> button at the bottom

left of the window to expand the window to view all available settings.

Click level to modify:
[;- Heading 1
3
4 1 Heading 2
5 1.1 Hesding 2
6 111 Heading 4
7 1311 Heading 5
5 1.1.1.1.1 Heading 8
1.1.1.1.1.1 Heading
140444 Heading &8
g ks oy e o e s |
Number format

Enter formatting for number:

|

Number style for this level:

(none)

Position

Number alignment: || o

Text indent at: 0.3

<< Less

Include level number from:

«  Aligned at: ¢

o Set for All Levels...

4

Font...

Apply changes to:
Whole list

Link level to style:
Heading 1

Level to show in gallery:

Level 1

ListNum field list name:

Startat: |» %

-

Restart list after:

[] Leqal style numbering

Follow number with:
Tab character
[] Add tab stop at:

na -
0.3 =

oK Cancel

4. In the Define New Multilevel List window, set Link level to style to (no style) for
each numbering level.
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Click level to modify: Apply changes to:
1 Whole list v
‘2
‘i Link level to style:
‘5 (no style) v
e
|7 Level to show in gallery:
¢ Level 1 v
ListNum field list name:
Number format
Enter formatting for number: Startati |4 =
=
(2 - 2 Eont... Restart list after
Number style for this level: Include level number from T
123 .. ¥ Y| [ Legal style numbering
Position
Number alignment: || o5t + | Alignedat: |p- = Follow number with:
2 . . FY Tab character v
Text indent at: 03 31 | setfor Al Levels..,

D Add tab stop at:

-

5. Click OK.

2.3 Adding page numbers
To automatically add page numbering into the header or footer of the document:

1. Select Insert in the main menu bar.

2. Within the Header & Footer section of the toolbar, select Page Number.

3. Using the drop-down menu options, you can choose to place the page numbers
at either the Top of Page or Bottom of Page.

B 2 B A

Header Footer| Page Text Quick Word
= v |Number v Box v Parts ~ o
Header&F ™ Top of Page >
[2) Bottom of Page >
Page Margins >
[A current Position >
[ Format Page Numbers...
10 Y Remove Page Numbers
4. You can set the format of the page number under Format Page Numbers.
5. In the Page Number Format window, select a Number Format from the drop-

down menu (e.g., numbers, Roman numerals, letters).
6. Click OK.
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2.3.1 Change page numbering after a section break

There may be cases where you wish to have different numbering system or format
displayed in different sections of your document such as displaying Roman Numerals
on a sub-set of pages and regular numbering on the remainder of your document. Note
that for each section of the document that requires a different numbering format, you will
need to ensure that it is part of its own section by adding a section break into the
document (see Section 2.4 Creating breaks in the document).

To change how page numbering is displayed within different sections of your document:

1. Insert a Section Break (see Section 2.4.2 Section breaks) at the start of the sub-
set of pages you wish to change the numbering format for.

2. Double click in the area around a page number in the new section to open the

Header & Footer tool bar.

Select Page Number and then Format Page Number.

Choose the Number format.

If you want the page numbering to continue from a previous section, select

Continue from previous section.

6. If you want to start a new numbering, select Start at: and indicate the number
you would like the numbering to start with.

7. Repeat steps 1 to 6 for each sub-section of pages that you need to adjust the
numbering format for.

a ks ow

Number format: 1, 2,3, ... v
E] Include chapter number
Chapter starts with style: |Heading 1 v
Use separator - (hyphen) |wv
Examples 1-1, 1-A

Page numbering
O Continue from previous section
@ Startat: |1 %

2.3.2 Suppressing a page number

The method described below will only suppress the page number on the first page of a
Section within your document. If you need to suppress the page number on consecutive
pages, or in different locations throughout your document, each page will need to be in
its own Section. For instructions on creating a Section Break before and after a page
you wish to suppress the page number for see Section 2.4.2 Section Breaks.

To suppress a page number:
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1. Open the header/footer for the page by double clicking in the area around the
page number you want to suppress.

Guelph, Ontario, Canada

Author Name, Month, Year »

Footer -Section {

ABSTRACT

2. In the Header & Footer toolbar within the Options section, click on the radio box
for Different First Page.

Zotero Help ACROBAT Header & Footer

[v| Different First Page
[_| Different Odd & Even Pages

Options

g Header from Top: 0.49"
E Footer from Bottom: 0.49"

H Insert Alignment Tab

Position

Close Header
and Footer

Close

3. Either select the Close the Header and Footer button in the menu bar or
double-click anywhere outside the header/footer. The page number on the first
page of the section is no longer displayed. Note that the page will still count as a
page in the Table of Contents.

First Page Header Section 2 ABSTRACT

2.3.2.1 Suppressing page numbers for a multi-page Abstract

The ETD formatting instructions require that the page number be suppressed for the
Title Page and Abstract of your thesis. The ETD template is pre-set to suppress the
page number for the Title Page and for a one-page Abstract. If your Abstract is more
than one page, you will need to add a section break before each additional page of
your Abstract and suppress the page numbers for the additional page(s).
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2.4 Creating breaks in the document

Breaks can be used to start a chapter or section on a new page or to create a ‘section
break’ in the document.

2.4.1 Page Breaks

Use page breaks to start a new page (instead of hitting the enter button several times).
As noted in the general format instructions for theses, subheadings at the bottom of the
page must have at least two full lines of text below it, otherwise the subheading should
be moved to the next page. In such cases, a page break could be used to move the
section to a new page.

1. Place your cursor where you would like to insert a page break (e.g., at the
beginning of a section title).

2. Select Layout in the main menu bar.

3. Select Breaks from the Page Setup section of the toolbar.

4. Select Page from the drop-down menu.

Design Layout References Mailings Revig
= :#' Breaks v ‘ Indent Spacing
e Page Breaks

Page

Mark the point at which one page ends
and the next page begins.

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

I

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

[

Section Breaks

Next Page

i

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

Continuous
Insert a section break and start the new
section on the same page

Even Page

I

I
I
|

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

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

I

2.4.2 Section breaks

Section breaks can be used to change the layout or format of a document. For example,
section breaks can be used to divide the document into different parts when you need to
assign different page numbering formats or suppress the page number for a particular

page.
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1. Place your cursor where you would like to insert a break (e.g., at the beginning of
a section title).

Select Layout from the main menu bar.

Select Breaks from the Page Setup section of the toolbar.

Select Next Page from the drop-down menu. Note that a Next Page break will
insert the section break at the beginning of the next page of the document. If you
want a section to start a new section on the same page as the previous section,
then insert a Continuous section break.

hwn

2.4.3 Removing the link between sections

By default a new section is linked to the previous section. If you need a different header
or footer between sections (e.g. placement of page numbers different between sections)
you will need to remove this link.

1. Open the header/footer for a page within a section by double clicking in the area

within the upper or lower margin of the page.

Click within header (or footer).

3. Inthe Header & Footer menu, within the Navigation group, select Link to
previous. This will remove the link between the current section and the previous
section for the header (or footer).

no

Mailings Review View Zotero Help ACROBAT Header & Footer

[? Previous [] Different First Page 5 Header from Top: 049" .
—_ r -

E], Next [_] Different Odd & Even Pages Ej Footer from Bottom: | 0.49" e
Goto - . ) Close Header
Header IE_] Link to Previous || Show Document Text ] Insert Alignment Tab and Footer
Navigation Options Position Close

4. Change the formatting of the header (or footer) as required. When complete,
close the header/footer

2.4.4 Other types of breaks

There are other types of Page and Section breaks available. To add a break to your
document:

1. Select Layout from the main menu bar.
2. Select Breaks in the Page Setup section of the toolbar.
3. Select from different types of Page Breaks or Section Breaks options.

2.5 Automatically generate a Table of Contents

Only text that has been assigned a Heading Style (e.g. Heading 1 to 9) will be included
in the Table of Contents (TOC). After creating the TOC, if text is showing up that should
not be included (e.g. body text), make sure this text is assigned the Normal style.
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2.5.1 Create a Table of Contents

To automatically create a Table of Contents for the document:

1. Click on the page in your document where you wish to insert your Table of
Contents.
2. Select References in the main menu bar.
3. In the Table of Contents section of the toolbar, select the Table of Contents
icon.
File Home Insert Design Layout References
) Add Text ~ ! [[) Insert Endnote r\/iﬁ"‘;
| Update Tabl ah el | 53
Table of D peateame ]f} RTINS Search |
Contents ~ Footnote | =
Table of Contents Footnotes N Res

File Home Insert Design Layout References
ﬁ Add Text v ) E‘] Insert Endnote (T\jv
(3! Update Table a Next Footnote ~ 73
Table of ’ Insert Search|
Contents ¥ Footnote
Built-In
Automatic Table 1
1 Contents
2 Heading 1 1
21  Heading 2 1
211 Headng 3 1
Automatic Table 2
1 Table of Contents
2 Heading 1 1
21 Heading 2 1
211 Heading 3 1
Manual Table
1 Table of Contents
Type chapter title (level 1) 1
Type chapter dtie (level 2) 2
Type chapter titie (level 3) 3
@ More Tables of Contents from Office.com >
B Custom Table of Contents...
D Remove Table of Contents

5. A Table of Contents will be added into the document.

2.5.2 Update a generated Table of Contents

If you add new sections into your document, or the placement of section headings
changes as you work on your document, the Table of Contents will need to be updated.

4. Chose a style from the drop-down menu or create a custom design.



19

To update the Table of Contents:

1. Click on the Table of Contents.
2. In the top left corner, select Update Table.

»5 v [l update Table....
Contents ...

BN 1o 1 ( (o Yo [V 1o ([ o H N
2 Formating:icicwnnsmaanmanaiangans

2.1 Creating chapters and sections using Styles

3. Select either Update page numbers only or Update entire table. It is
recommended that you select Update entire table as this will update both the
section headings as well as the page numbers in the contents.

Word is updating the table of contents. Select one
of the following options:

(O update page numbers only
(® Update entire table

4. Click OK.

2.6 Changing the orientation of a page

To change the orientation of a page, you first need to insert a section break both before
and after the page.

To insert section breaks:

1. Place your cursor at the beginning of the section you want to break.

2. Select Layout in the main menu bar.

3. Select Breaks from the Page Setup section in the toolbar.

4. Select Next Page.

5. Repeat steps after placing cursor at the end of the section you wish to break.

To change the page orientation:

1. Click on the page you want to orient.

Select the Layout in the main menu bar.

In the Page Setup section of the toolbar, select Orientation.
Select Landscape from the drop-down menu.

Hwn
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File Home Insert Design Layout

A S B S

e
o : ; 2- Line Numbers ~

Margins (Orientation| Size Columns _
‘ - < bc Hyphenation v

v v

D Portrait
[3‘ Landscape

f

Note: If section breaks were not used, all pages that are included in that section of the

document will be re-oriented.

2.7 Adding spacing to the document

Instead of relying on tabs, spaces, and carriage returns (i.e., hitting the enter button) to
add formatting into a document, use the Paragraph menu to apply formatting to
selected text or to modify a Style’s settings to apply formatting to all text assigned to

that style.

2.7.1 Apply formatting/spacing to selected text

To adjust margins, indentation and spacing for text:

1. Highlight the text.

2. Right click and select Paragraph from the context (short-cut) drop-down menu.

Search the menus

D Paste Options:

O

CA
A Font...
:—'_q Paragraph...
O] Search "Section”
Synonyms >
E’\‘ Rewrite Suggestions
A} Read Aloud
Translate
@ Link >

+
L,] New Comment

¢ Inthe Paragraph window, use the options to set formatting and spacing

o Under General



21

= Set the alignment of the text (e.g., align left, centred, align right,
justify).
= OQOutline level
e |If the text highlighted has been assigned a heading style, the
outline level will match the heading level (e.g., Level 1to 9
matches Headings 1 to 9).
e All other text will have an Outline Level of Body Text.
o Under Indentation
= Set the left/right indentation.
= Use the Special option
e To apply indentation to the First line only.
e To create Hanging lines (where all lines after the first are
indented by a set amount).
o Under Spacing
= Use Before and After to set the amount of space between
individual paragraphs — 6pt works well.
= Use Line spacing to set the number of spaces between lines
within a paragraph — 1 to 1.5 lines works well.

Indents and Spacing  Line and Page Breaks

General

Alignment: Left ~
Outline level: | Body Text v Collapsed by default
Indentation
Left: o 3+ Special: By:
Right: 0 = (none) v =
|:| Mirror indents
Spacing
Before: 6 pt 5 Line spacing: At:
After: 6 pt = 1.5 lines v =

D Don't add space between paragraphs of the same style

Preview

Tabs.., Set As Default Cancel

2.7.2 Apply formatting/spacing to a Style

To adjust margins, indentation, and spacing for a style:

1. Right click on the style in the Styles menu.
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N

Select Modify from the drop-down menu.

3. In the Modify Style window, click on the Format button at the bottom of the
window and select Paragraph.

4. Apply settings as required.

5. Click OK.

2.8 Creating and captioning tables

Tables can be created and captioned in Word. For Accessibility purposes, it is a best
practice to create tables directly in Word as opposed to inserting an image or screen-
capture of your table.

2.8.1 Creating a table
To insert a table:

1. Under Insert in the main menu, select Table.
2. A drop-down menu will open allowing you to select the size and design of the
table.

Insert Design Layout Refel

DD |
Table Pictures Shapes Icons
X > 2 Md

Insert Table It

I o o
I |
I | o
I | |
I o
I o
I O O |
(o

@ Insert Table...

E__{j Draw Table

ﬁ Excel Spreadsheet

Bl Quick Tables >

3. Once the table has been created, highlight the table, and right click.

4. Select Table Properties from the drop-down menu. Note that there are several
options available in this drop-down menu for adjusting the design of the table
(e.g., Text direction, Row/Column distribution, Border Styles, Captioning).
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- lable 2.1: Example ot a capti
Search the menus ]
# Review selection in Editor
X cut
(@ Copy f

]

[0 Paste Options:
BEER
4 L— lad LA
Insert >

Qj‘:" Delete Table

D} Distribute Rows Evenly

1 Distribute Columns Evenly

Border Styles >
AutoFit >
14 Text Direction...
Insert Caption...
E Table Properties...

w New Comment

5. In the Table Properties window, select the Row tab. Under options, make sure
both ‘Allow rows to break across pages’ and ‘Repeat as header row at the
top of each page’ are selected.

Table Row Column Cell Alt Text
Rows 1-3:
Size
Dgpecify height: |0 % Row heightis: |At least ~
Options

Allow row to break across pages
Repeat as header row at the top of each page

4. Previous Row ¥ Next Row

6. Define your header row and first column, by clicking on the table and then select
the Table Design tab in the main menu.
7. In the Table Style Options section:
a) Select Header Row to set column headers.
b) Select First Column to set the row headers.
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| File Home Insert Design Layout References Mailings Review View Zotero Help Acrobat Table Design Layout
v| Header Row |/ First Column I EEEE | EEEEE CEEEEl o= ssses e & s Y] i
EEEES | EEEES BEEEE| ==S5= SE===  ahees /
Total Row Last Column EEEEE | oz -z:zo:o: S 2 - Vapt —— v =
EEEEE ) EEEEEl EEEEE ===== EIET=E TEZIS= = | Shading Border Borders| Border
v| Banded Rows Banded Columns L ! v Styles ~ z Pen Color ~ v Painter
Table Style Options Table Styles Borders N

Note: It is a best practice avoid using merged or split cells in a table. Additionally, you
avoid using blank cells in the table, whenever possible. Consider coding blank cells with
a textual (e.g., Not applicable, N/A) or numerical value (-9999).

Using merged, split or blank cells in a table decreases the accessibility of your
document as it is hard for Adaptive Technology (e.g., screen readers) to understand,
navigate and read merged, split, and blank cells.

2.8.2 Adding alternative text to a table
To improve the accessibility of your thesis, you can add alternative text to your tables.

Alternative text is a word or phrase that describes the nature or content of the table.
Alternative text is read by screen readers allowing the content and function of the table
to be accessible to those with visual or cognitive disabilities. Refer to WebAIM’s
Alternative Text guide for more information about creating alternative text.

Note that the alternative text should not repeat captioning text (e.qg., table caption) nor
any text about the table that is included in the body text of your thesis.

1. Inthe Table Properties window, select the Alt Text tab. Add a name for the table
in the Title text box and a brief explanation of the table in the Description text
box.

Table Row Column Cell Alt Text
Title
Variable code explanation
Description

The first column (Value) is the table represents the coded value. The
second column (Label) in the table is a description of the code.

Alternative Text

Titles and descriptions provide alternative, text-based representations of the
information contained in tables, diagrams, images, and other objects. This
information is useful for people with vision or cognitive impairments who
may not be able to see or understand the object.

Atitle can be read to a person with a disability and is used to determine
whether they wish to hear the description of the content.

2. Click OK.



http://webaim.org/techniques/alttext/
http://webaim.org/techniques/alttext/
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2.8.3 Captioning a table

To add table captions:

1. Select the table.
2. Right-click and select Insert Caption from the context (short-cut) menu.

Search the menus

,@ Review selection in Editor
& Cut

@ Copy

[T Paste Options:

[uw

“A
Insert >
B Delete Table
0% Distribute Rows Evenly
F5 Distribute Columns Evenly
Border Styles >

AutoFit >
l; Text Direction...
B Insert Caption..,

Wﬁ Table Properties...

tj New Comment

3. In the Caption window, under Caption, enter a description of the table. The table
numbers will automatically be numbered consecutively.

4. Setthe Label to Table.

5. You can select the position of the caption, generally a table caption is ‘Above
selected item’.

Caption:

|Table 2

Options
Label: Table v
Position: | Above selected item v

[] Exclude Iabel from caption

New Label... Delete Label Numbering...
AutoCaption... Cancel
6. Click OK.

2.8.4 Create a listing of tables

A listing of tables can be created if you added captions to the tables.

1. Select References in the menu bar.
2. In the Captions section of the toolbar, select Insert Tables of Figures.
3. Inthe Table of Figures window, set the Caption label to Table.



Index Table of Contents  Table of Figures  Table of Authorities
Print Preview Web Preview
A A
= 0] s [ =Y« — 1 Table 1: Text
Table'2:Textcesssussasns 3 Table 2: Text
‘Table:3: Textummmennns 5 Table 3: Text
v v
Show page numbers Use hyperlinks instead of page numbers
Right align page numbers
Tab leader: | ... v
| General
‘ Formats: From template v
Caption label: |Table v

Include label and number

Options... Modify...

4. Click OK.
2.9 Creating captions and lists for figures
2.9.1 Creating captions for figures
To create figure captions.

1. Select the figure.
2. Right-click and select Insert Caption from the context (short-cut) menu.
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Search the menus
A Cut
(@ Copy

L0 Paste Options:

CA

&d Change Picture >

@

Link >
Save as Picture...

Insert Caption..,

13 il

Wrap Text >
Edit Alt Text...

Size and Position...

& i @

Format Picture...

3. In the Caption window, under Caption, enter a description of the figure. The
figure numbers will automatically be numbered consecutively

4. Setthe Label to Figure.

5. You can select the position of the caption, generally a figure caption is ‘Below
selected item’.

Caption:

|Figure 1

Options
Label: Figure v
Position: | Below selected item )

[] Exclude label from caption

New Label... Delete Label Numbering...

AutoCaption... Cancel

6. Click OK.
2.9.2 Create a listing of figures
A listing of tables can be created if you added captions to the tables.

1. Select References in the menu bar.
2. In the Captions section of the toolbar, select Insert Tables of Figures.
3. Inthe Table of Figures window, set the Caption label to Figure.



Index Table of Contents  Table of Figures

Print Preview

Table of Authorities

Web Preview

Figure1:Text................ 1
Eigure 2: Text:..c.o.onsss 3
Eigure 3uText ..o 5

Figure 1: Text
Figure 2: Text
Figure 3: Text

v

Show page numbers
Right align page numbers

Tab leader: | ... v
General

Formats: From template .
I Caption label: | Figure V|

Include label and number

Use hyperlinks instead of page numbers

Options... Modify...

4. Click OK.

2.9.3 Adding alternative text to figures/images

To improve the Accessibility of your thesis, you should add alternative text to your

figures/images.

Alternative text is a word or phrase that describes the nature or content of the figure.
Alternative text is read by screen readers allowing the content and function of the
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figures to be accessible to those with visual or cognitive disabilities. Refer to WebAIM’s

Alternative Text guide for more information about creating alternative text.

Note that the alternative text should not repeat captioning text (e.g., figure caption) nor
any text about the figure that is included in the body text of your thesis.

To add alternative text to a figure:

1. Select the figure.

2. Right click and select Edit Alt Text from the context (short-cut) menu.


http://webaim.org/techniques/alttext/
http://webaim.org/techniques/alttext/

Style Crop ]
|

Search the menus
& Cut

@ Copy
Figure 2.1: Examp [T Paste Options:

A

211 «Titleot B mI[A

« This is Chapte B3 Change Picture >

2.1.1.1 « Title ¢

« This is Chapte
sections can be

@

Link >
2.2 « Title of

Save as Picture...

« This is Chapte

Insert Caption...

(3 i8I

o Wrap Text >
2.21 « Title of
Edit Alt Text...

« This is Chapte

Size and Position...

Format Picture...

& I @

3. Inthe Alt Text panel, enter a brief description of the figure/image.

Alt Text v X

How would you describe this object and its
context to someone who is blind or low
vision?

- The subject(s) in detail

- The setting

- The actions or interactions

- Other relevant information

(1-2 detailed sentences recommended)

Experimental plot design demarcated
with white spray painted crosses and
bordered with stakes and string.

Generate alt text for me

["] Mark as decorative &

2.9.4 Writing alternate text for figures/images

When creating alternate text, keep in mind that Alt Text should:

e Be added to figures/images that provide content or function to the document.

e Be concise.

e Not duplicate any descriptive information about the figure/image that is in the
figure/image caption or the body text.

¢ Not include phrases such as “image of”’ or “graphic of’ as a screen reader will
automatically indicate that the object is an image.

29
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e Be empty for decorative images (e.g., a border/page break graphic, images
already sufficiently described in the body text, images used for ambiance or
visual interest, etc.). If the image is purely decorative, in the Alt Text window,
click on the radio button for ‘Mark as decorative’.

¢ Include any text included in the image/figure. If the image/figure contains
meaningful text, this text should be included, verbatim, in the alt text.

2.9.5 Figures with overlaid graphics

If someone is using Adaptive Technology to view your document, screen readers will
register images with graphics overlaid as several separate items. The context of a
graphic, such as a box or arrow, used to highlight a portion of the image will not be
apparent to the screen reader.

It is a best practice to use image editing software (e.g., Photoshop) to add graphics to
an image, to group all the items together and save as a single item.

2.10 Creating captions and lists for other object types
Other objects may include plates or illustrations.

2.10.1 Creating captions for other objects

To create captions for other objects:

1. Select the object.
2. Right click and select Insert Caption from the context (short cut) menu.

Search the menus
A Cut |
(@ copy

lCEI Paste Options:

‘v-.'_':-,
LA

od Change Picture >

@ Link >
Save as Picture...

Insert Caption...

Wrap Text >
Edit Alt Text...

Size and Position...

& i @ 13

Format Picture...

3. In the Caption window, select the New Label button.



31

4. Inthe New Label window, enter the label title (e.g., Plate) and click OK.

Label:
Plate

5. In the main Caption window, the new label will now be an option in the Label
menu.

Caption:
[Plate 1
Options

Label: Plate v
Position: | Below selected item v
[:] Exclude label from caption

New Label... Delete Label Numbering...

AutoCaption... Close

6. Under Caption, enter a description of the object. The object numbers will
automatically be numbered consecutively.

7. Select the position of the label.

8. Click OK.

2.10.2 Create a listing of objects
A listing of tables can be created if you added captions to the tables.

1. Select References in the main menu.
2. In the Captions section of the toolbar, select Insert Tables of Figures.
3. Inthe Table of Figures window, set Caption Label to the object label (e.g.,

Plate).
General

Formats: From template v

Caption label: | Figure v

Include labe|(nNone)
Equation
T — Ostions, | [ Modty.
Table

4. Click OK.
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2.11 Including chapter numbers in captions

To include chapter numbers in your captions, one of your heading styles must be set to
automatically generate chapter numbers. See Section 2.15 for instructions on how to
auto-generate chapter numbers.

Note: In the ETD Template, Headings 1 is set to auto-generate chapter numbers.
To add chapter numbers to captions:

1. Select an object in your document (e.g., table, figure, etc.) and right click.
Select Insert caption from the context (short cut) menu.

In the Captions window, select Numbering.

Check off the radio box for Include chapter number.

Under Chapters starts with style, select the Heading 1.

Under Use separator, select a delimiter (e.g., hyphen, period, colon).

oghkwWN

Format: |1, 2, 3, .. v

Include chapter number
Chapter starts with style |Heading 1 v

Use separator: . [period) v

Examples: Figure ll-1, Table 1-A

OK Cancel

7. Click OK.
2.12 Creating formatted lists
To create a formatted list use:

1. The List Paragraph style, or the Bullets or Numbering tools accessed through
the Paragraph section in the Home toolbar.

.- - g —

* — o D — .

o — Y —

2.13 Creating columns out of lists

To break a list of text into multiple columns, use the Column tool.
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Highlight the text you want to break into columns.

Select Layout in the main menu bar.

Select Columns in the Page Setup section of the toolbar.

Select the number of columns you wish to create or the More Columns option.

rpwnPE

Insert Design Layout

& =R

Size |Columns| .
- o ‘b{ Hyphenation ~

]
= Breaks v

f
2- Line Numbers v

Page ¢

One

Three

Left

M M M m [

Right

== More Columns...

5. If you select the More Columns option you can set the number of columns, the
width and the spacing of the columns.

Presets
Two Three Right
Number of columns: |1 = Line between
Width and spacing Preview
Col#  Width: Spacing:
[ 1 | |65 E 2
Equal column width
Applyto: | Selected text v Start new column
6. Click OK.

2.14 Adding borders around text

If you want to emphasize a portion of text, instead of using text boxes or inserting lines
to show a break in the text, place a border around the text.

To add a border around a group of text:



1. Highlight the text.

2. Select Home in the main menu bar and in the Paragraph section of the toolbar,
click on the down arrow beside the Borders icon.

3. Select Borders and Shading from the drop-down menu.

zl T |aaBbCc| AaBb

‘ T Normal | T No Sp
Bottom Border
Top Border

Left Border

Right Border

i+1 No Border

EH AlBorders
Outside Borders

Inside Borders
Inside Horizontal Border

i Inside Vertical Border

é Horizontal Line
E{’j Draw Table

HH view Gridlines

Borders and Shading...

In the Boarders and Shading window, select the Borders tab.
Under Setting, select Box.

Set the style, colour, and width of the border.

Under Apply to, set as Paragraph.

No oA

Borders  Page Border Shading

Setting: Style: Preview

E ~ Click on diagram below or
None use buttons to apply borders

Shadow P

) [[m |

|
B

Automatic v

Width: D [E

Custom % pt

y@‘
4
10

')

S

]

| i

Apply to:
Paragraph e

Options...

OK Cancel

8. Click Ok.
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You will end up with text inside of a box.

2.15 Adding hyperlinks

Users who navigate using a screen reader must be able to unambiguously understand
the purpose of the link and skip links they are not interested in. To achieve this:

e Descriptive: When writing link text, make sure it can be understood without
additional context. Do not use ‘click here’, ‘read more’, ‘link to’, etc.

e Concise: Use keyword(s) as linked text rather than longer sentences. For text
that is meant to be printed, hyperlink the text and add a full URL.

o E.g., ‘Additional information about thesis formatting requirements is
available on the Office of Graduate and Postdoctoral Studies’ Preparation
of your thesis website.’.

e Unique: Avoid similarly named hyperlinks if they link to different places.

e Visually distinct: Use the default blue underlined style for hyperlinks. If you
change it, make sure the links are still high contrast and underlined. Do not use
underline for non-hyperlinked text.

Example of a good link insertion

In the following example, the link itself fully describes what the link is directing to without
needing the surrounding text for context.

...“the University of Guelph’s Accessibility Resources — Document Accessibility
webpage provides a variety of guides for making accessible documents.”

2.16 Font

e New Times Roman or Arial are the preferred font types

e Use a font size of 12 pt. for normal text

e Larger font sizes can be used in headings

e Non-standard typefaces, such as script, should not be used except for commonly
accepted symbols

2.16.1 Bold
To bold text:

1. Highlight the text you want to bold and apply the Strong style to the selected text

AaBbCcD

Streng

2.16.2 Italics

To add italics:



https://graduatestudies.uoguelph.ca/current-students/preparation-your-thesis
https://graduatestudies.uoguelph.ca/current-students/preparation-your-thesis
https://www.uoguelph.ca/diversity-human-rights/accessibility/information-and-communication-document-accessibility
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1. Highlight the text you want to italicize and apply the Emphasis style to the
selected text.

AaBbCcD

Emphasis

2. There is also a Subtle Emphasis and Intense Emphasis style.

2.17 Show hidden code

It is sometimes useful to see hidden codes that mark formatting such as paragraphs,
tabs, page breaks and section breaks within the document.

1. Select Home in the main menu bar, select the Show/Hide | icon from the
Paragraph section of the toolbar.

2. To hide the codes, click on the Show/Hide { icon again.
2.18 Clear formatting
To clear formatting from selected text:

1. Highlight a portion of text and click the Clear All Formatting icon located within
the Font section of the Home toolbar.

A

3 Updating document properties

Adding a title and author into your document’s file properties will aid individuals using
assistive technologies to quickly identify the file and understand the file contents.

Note: If you have used OGPS’ ETD Template, be sure to update the document
properties so that the file properties title and author fields reflect that of your thesis.

To update the file properties:

1. Select File in the main menu bar.
2. Select Info in the left-hand panel.
3. Under the Properties section on the right-hand side of the Info window:
a. Update the Title field, removing ‘UG ETD Template’ and adding the title of
your thesis.
b. Update the Author field with your full name.




Info

ETD_template_monograph_v3

Downloads

& Upload & Share @ Copy path

e Protect Document
Pro!;:t
Document ¥
Inspect Document
3 .
Check for

P
e = Headers and footers

= Custom XML data

@ Version History

Version
History

m Manage Document

Before publishing this file, be aware that it contains:
= Document properties and author's name

® Characters formatted as hidden text

View and restore previous versions.

5 Open file location

Control what types of changes people can make to this document.

Properties ¥
Size

Pages

Words

Total Editing Time

90.8KB

18

1324

51 Minutes

[ Titie

YOUR THESIS TITLE |

Tags

Comments

Related Dates
Last Modified
Created

Last Printed

Related People

electronic thesis and disse...

Yesterday, 3:48 PM
Yesterday, 11:53 AM

Author

@ YOUR NAME |

Add an autho

4 Accessibility checks

MS Office 365 products running on a Windows operating systems have built in
accessibility checkers that can be used to review the accessibility of your document.

1. Select File in the main menu bar.

2. Select Info in the left-hand panel.

3. Click on the Check for Issues icon and select Check Accessibility from the
drop-down menu.

4. The Accessibility panel will open, and accessibility errors, warnings, and
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suggestions will be listed in the inspection results. You can click on each item to

learn more about the issue and potential methods for fixing it.

Inspection Results
Errors

v Image or object not inline

Keep accessibility checker running
while | work

Why Fix?

If the image or object is not inline, it
may be difficult for screen readers
users to interact with the object. It
may also be difficult to know where
the object is relative to the text.

Read more about making documents
accessible

Accessibility TAX

Picture 53 v

Additional Information v
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5. You can keep the accessibility checker running as you work to flag and fix issues
as you go by clicking on the radio box for ‘Keep accessibility checker running

while I work’ in the Accessibility panel.

Note: The built-in accessibility checker reviews common accessibility issues as defined

in the Web Content Accessibility Guidelines (WCAG) 2.1 accessibility standard for
accessible content. The checker may not flag all accessibility issues within the
document. Even if the checker finds no accessibility issues with the document, there
may still be some issues that would only be flagged upon a direct comparison of the
document against the WCAG 2.1 recommendations. Nevertheless, running the
accessibility checker and fixing as many issues as possible is a best practice and is
strongly recommended.

Accessibility XA

Inspection Results

No accessibility issues found.
People with disabilities should not
have difficulty reading this
document.

5 Saving your document as a PDF

Before submitting your thesis to the Atrium, to maintain the document formatting and
tagging and to support a more accessible document, it should be saved as a tagged
PDF.

5.1 Adobe Acrobat Pro

If you are using Adobe Acrobat Pro:

1. Select File from the main menu bar.
2. In the drop-down menu click on Create and then select PDF from File.

3. In the Open window, navigate to, and select the desired document to convert.

4. Click on Open to begin the file conversion.

5.2 Adobe Acrobat add-in in MS Word

If your version of MS Word has an Adobe Acrobat add-in application:

1. In the main menu click on the Acrobat tab.

2. Click on Create PDF.

3. Inthe Save Adobe PDF File as window click on Options.

4. In the Adobe PDFMaker window make sure that the radio button for ‘Enable
Accessibility and Reflow with tagged Adobe PDF’ is checked.

5.3 MS Word for Windows

If you are using MS Office Word on a Windows operating system, to create a tagged
PDF:


https://www.w3.org/TR/WCAG21/
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1. Select File in the main menu bar.
Click on Save As in the left-hand panel.
3. In the Save As window, choose where you want the file to be saved and enter a
file name into the File Name text box.
Change the ‘Save as type’ to PDF.
Click on the Options button.
6. In the Options window,

a. Under the ‘Include non-printing information’,

i. Click the radio button for ‘Create bookmarks using’ and

N

ok

‘ M )
Headings’.
e . . ‘
ii. Click the radio button for ‘Document structure tags for
T IPRE
Accessibility’.
— v A4 == > ThisPC > Work (W) Options ? X
Page range
Organize v New folder @Al
J’ Music Lo Name Date modified T O current page
| Pictures Selection
) No items match yourseal (O Page(s) From: |4 2l To: |4 =
B videos
25 0SDisk (C) Publish what
(® Document
== ||B_Data (M:)
il Document showing markup
= Aliaced £5) Include non-printing information
¢ Work (W) [MiCreate bookmarks using::
¥ Network © Headings
= Word bookmarks
F Document properties
File name: \ formatinMSWord_20230601.pdf Document structure tags for accessibility ]
Save as type: | PDF (*.pdf) PDF options
it _ - : [] PDF/A compliant
Mo 895§ I0matling [[] optimize for image quality
W=
Optimize for: @Standard (publishing . Simapgiexiiwhericnnaytosbeemb eCded
: P Options... [[] Encrypt the document with a password
online and printing) neryp P
O Minimum size [[] Open file after publishing —
(publishing online)

A Hide Folders Tools ~ Save Cancel

7. Click OK in the Options window.
8. Click Save in the Save As window.

5.4 MS Word for Mac
If you are using MS Office 365 for Mac (or Word 2016 for Mac), to create a tagged PDF:

1. Select File in the main menu bar.

2. Select Save As.

3. Enter a file name into the ‘Save As’ text box and choose where you want the file
to be saved.
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4. Change the ‘File format’ to PDF.

5. Select ‘Best for electronic distribution and accessibility (uses Microsoft
online service)’.

6. Click Save.

6 Resources
For further guidance, please see:

‘Atrium Institutional Repository — Accessible Theses’ by the U of G Library is licensed
under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0 International
license.

‘Make your Digital Media Project Accessible — Word accessibility’ by the U of G Library
is licensed under a Creative Commons Attribution-NonCommercial-ShareAlike 4.0
International license.



https://guides.lib.uoguelph.ca/c.php?g=733806&p=5295029
https://creativecommons.org/licenses/by-nc-sa/4.0/
https://guides.lib.uoguelph.ca/c.php?g=709173&p=5052501
https://creativecommons.org/licenses/by-nc-sa/4.0/
https://creativecommons.org/licenses/by-nc-sa/4.0/

