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1 Introduction

Microsoft 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
thesis.

By using built in formatting you can also improve the Accessibility of your document.

Please refer to the Office of Graduate & Postdoctoral Studies Thesis Completion Guide
for specific requirements related to the format of your thesis.

Note: These instructions were written using Microsoft Word 2016 running on a Windows
operating system. Tool location and availability of options may vary depending on
software version and operating system.

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. By applying heading Styles
you will be able to automatically generate a Table of Contents based on the defined
headings.

Styles are located under the Home tab, within the Styles group.

Use the styles Heading 1 to Heading 9, to create sections and sub-sections in your
document.

Tips to keep in mind when using styles:

e A pre-defined style can be modified (e.g. change font size, line spacing)
¢ A new style can be created
e When applying heading styles, headings must be nested properly.
o For example Heading 1 should be followed by Heading 2 and Heading 3
cannot be used unless immediately preceded by Heading 2. See the
example below of properly nesting headings



http://www.aoda.ca/
https://www.uoguelph.ca/graduatestudies/current/completion/thesis_completion

1 « Title of First Chapter — uses Heading 1 »

«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. »

1.1 « Title of section — uses Heading 2 Style »

« This is Chapter 1, Section 1.1. Use the Normal Style for text. »
1.1.1 « Title of section — uses Heading 3 Style»

« This is Chapter 1, Section 1.1.1. Use the Normal Style for text. »
1.2 « Title of section — uses Heading 2 Style »

« This is Chapter 1, Section 1.2. Use the Normal Style for text. »

2.1.1 Modify a style

You can adjust a pre-defined style by right clicking on the style name and selecting
Modify from the drop-down menu.

AaBb(| AaBbCc AaBbCc AaBbCcl
He Update Heading 1 to Match Selection
A Modify...
Select All: (Mo Data) L\’
Rename...
Rernowve from Style Gallery

Add Gallery to Quick Access Toolbar

e Adjust the options in the Modify Style window as required



Modify Style 7| =

I Properties
Mame: Heading 1
Style type: Linked [paragraph and character]
Style based on: 7 Mormal IZ|
Style for following paragraph: 7 Normal E
Formatting
Arial |Z| 16 |Z| I u Automatic |Z|

=

r= 4 &= 3=
V= 4 = =

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

Font: 16 pt, Bold, Space
EBefore: & pt

After: & pt, Keep with next, Keep lines together, Level 1, Style: Linked, Show in the Styles
gallery, Priority: 10

Add to the Styles gallery |:| Automatically update

@ Only in this document () New documents based on this template

o) (o)

e 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.

e Expand the Styles tool bar by clicking on the drop-down arrow on the bottom
right of the tool bar.

AaBbhCeC AaBbCceD AaBbCeD AacBhCeD AaBbCeD AaBbCec AaBbCeo AaBsCcD

Subtitle  Subtle Em... Emphasis  IntenseE. Strong Quote Intense (... Subtle Ref... |=

Styles 1Ii>’

e Select Create a Style from the list




AaBbCc AaBbCc AaBb! AaBbC
THormal TMNoS5pac.. Headingl Heading 2

AsBBCCD AaBbCeD AaBbCc
Intense R... Book Title [T List Para..

A4 Create a Style

Ap  Clear Formatting

M, Apply Styles...

e Inthe Create New Style from Formatting window, add a name for the style

Create Mew Style from Formatting ? s 22
HName:
MNewSstyle
Paragraph style preview:
* Style1
| ok || Modify. || cance |

e Click on Modify

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

¢ 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.

e 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



Create New Style from Formatting kil

Properties
Hame: Stylel
Style type: Paragraph
Style based on: T List Paragraph

EE]E]

Style for following paragraph: T Stylel

Formatting
Arial Flz[z] 8 1 u Automatic [+
BE===|===|Es=

* In the Modify window adjust the settings as required

Indent:
Hanging: 0.63 cm, Bulleted = Level: 1 = Aligned at: 0.63 cm = Indent at: 1.27 cm, Style: Show
in the Styles gallery
Based on: List Paragraph
/| Add to the Styles gallery Automatically update
@ Only in this document New documents based on this template

Faormat Cancel

2.2 Automatically number chapters and sections

Note: In the ETD Template, is set to auto-generate chapter numbers.

e Ensure your chapter titles are assigned Heading 1 style

¢ In the Home tab of the main menu bar, in the Paragraph group, select the
Multilevel List icon

N
a4 —
i

e Select a design from list library that uses heading styles

51 =2= 2| 7 | aaBbCc AaBb

All ¥

ik
Current List
o
List Library
1) 1
None a) L. n
il
i ‘l Heading
11
i 1.1.1 He
* Article 1.1 1111
b Section 1 1.1.1.1.

(@)Hess 111101

144111 1He
1 e s B
1.1.1.1.1.1.1.1.1 Heading £
1.H
€ (Change List Level »

Define Mew Multilevel List...

Define Mew List Style...




e The heading styles should now be updated and include numbering
e All text assigned a heading style will be automatically numbered
2.2.1 Remove automated numbering of chapters and sections
e Place your cursor in front of the first Heading 1 of the document
¢ In the Home tab of the main menu bar, in the Paragraph group, select the
Multilevel List icon

1 o —

d—
i -

[ ]

Select Define New Multilevel List from the drop-down menu

Enter farmatting for number:

1 | [ Eont.
MNumber style for this level: Include level number from:
12,3, .. [
| |
Position
Number alignment: || ¢ |Z| Aligned at: g em -
| |
Text indent at: 0.76 cm = Set for All Levels...

-
-

Startat: |y

Restart list after:

Follow number with:
Tab character

[] Add tab stop at:

0.76 cm

Define new Multilevel list ? S
L Clickliyelto maodify: Apply changes to:
g- 1 Heading 1 Whole list |z|
3 1.1 Hasding 2 Link level to style:
5 1.1.1 Heading 3 Heading 1 |z|
6 1111 Heading 4
7 1.1.1.1.1 Beadng 5 Level to show in gallery:
; 1.4.1.1.1.1 Headng & Level 1 ~]
11141141 Heading T
1.1.1.1.1.1.1.1 Heading & ListMum field list name:
i 1.1.1.1.1.1.1.1.1 Heading 3
Mumber format

<< Less

¢ In the Define New Multilevel List window, set Link level to style to (no style) for

each numbering level



Define new Multilevel list

Click level to modify:

-

qumm-pwmn—-

=k =k =k =k =k =k =k =k =k

Mumber format

Enter formatting for number:

111111111

Mumber style for this level:
o . L=

Position

Mumber alignment: || .5

Text indent at: 279 cm

<< Less

Include level number from:

]

El Aligned at: [g ¢m

= Set for All Levels..,

| Font.., [¥] Restart list after:

-
¥

Apply changes to:
Whole list

Link level to style:
[nao style)

Level to show in gallery:

Level 1

Bl [E ]

ListMum field list name:

Startat g

Level & |E|

[ Legal style numbering

Follow number with:
Tab character |z|
[] Add tap stop at:

279 cm

Click OK

2.3 Adding page numbers

Select the Insert tab from the main menu bar

Select the Page Number icon in the Header & Footer group
You can choose the placement of the page number on the page

o Top of Page
o Bottom of Page

L |;| Quick Part
O 2 I
A WordArt -

Header Footer Page

2 *  MNumber~ Bu:ux'
Header & F ® Top of Page b
[# Bottom of Page »
] Page Margins »
[#] Current Position »
Eh Format Page Numbers...

Bemowve Page Mumbers

e You can set the format of the page number under Format Page Numbers

10

o Inthe Page Number Format window, select a Number Format from the

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

e Insert a Section Break (Please See Section 2.3.2 for instructions on creating a
Section Break)

¢ Double click in the area around a page number in the new section to open the
Header & Footer tool bar.

e Select Page Number then Format Page Number

e Choose the Number format

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

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

Page Numker Format ? =

Number format: |1, 2, 3, ... E
Include chapter number

Chapter starts with style: |Heading 1

Use separator: - [hyphen)

Examples 1-1,1-A

Page numbering
() Continue from previous section

@ Startat: |1 £

[ OK ]| Cancel |

2.3.2 Suppressing a page number

e Create sections breaks before and after the page you wish to suppress the page
number for (Please See Section 2.3.2 for instructions on creating a Section
Break.)

e Open the header/footer for the page by double clicking in the area around the
page number you want to suppress

[Reter ] ]

[Hesser | 2.3 Creating breaks in thedocument ]
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e The Header & Footer Tools Design tab will open. In the Options section, click on
the radio box for Different First Page. The page will still count as a page in the
Table of Contents but the number will no longer appear on the page

Header & Footer Tools

| Different First Page
Different Odd & Even Pages
/| Show Document Text

Options

e Either select the Close the Header and Footer button in the Design tab, or
double-click anywhere outside the header/footer.

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.

2.41 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.

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

e Select the Layout tab from the main tool bar

e Select Breaks from the Page Setup group

e Select Page from the drop-down menu



Design Layout References Mailings Revie
¥= Breaks ~ Indent Spacing
Page Breaks
ns
Page
4 Mark the point at which one page ends
I and the next page begins.
v
Column
Bre Indicate that the text following the column
bre break will begin in the next column.
Text Wrapping
4 Separate text around objects on web
Us pages, such as caption text from body text.
NS Section Breaks
pa Next Page
be ¥ Insert a section break and start the new
el section on the next page.
Continuous
Insert a section break and start the new
section on the same page.
2 Even Page
Y Insert a section break and start the new
section on the next even-numbered page.
o 1 Odd Page
3 Insert a section break and start the new
section on the next odd-numbered page.
2.4.2 Section breaks

13

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.

2.4.2.1 Removing the link between sections

Place your cursor where you would like to insert a break (e.g. at the beginning of

a section title)

Select the Layout tab from the main tool bar
Select Breaks from the Page Setup group
Select Next Page from the drop-down menu

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.

| Header -5ection 4-

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)

LIST OF TABLES (IF ANY)

S5ame as Previous
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¢ In the Header & Footer Tools 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).

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

2.4.3 Other types of breaks

e Select the Layout tab from the main menu bar
e Select Breaks in the Page Setup group
e You can select from different types of Page Breaks or Section Breaks options

References Mailings Revie
"= Breaks ~ Indent Spacing
Page Breaks I,\\,

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

3

H
5
g

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.

-

B BH Iy B

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

Even Page
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.

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.

2.5.1 Create a Table of Contents

e Select the References tab from the main tool bar
¢ In the Table of Contents group, select the Table of Contents icon.



References

Home Insert Design
% ) Add Text - ﬁBl i) Insert Endnate @
[ Update Table AR Next Footnate ~
Table of Insert & . Insert
Contents = Footnote Show Motes Citation =
Footnotes ] Citati

Table of Cantents

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

El - NEa Tips_for_formatting_in_\

References

Design Layout

File Home Insert

% 13 Add Text~ ABl [ Insert Endnote @
[ Update Table AE] Next Footnate -
Insert Insert

Table of =
Contents ~ Footnote (= Show Notes Citation
Built-In

Automatic Table 1

Contents
Heading1 ...
Heading 2 .

Heading 3 ...

Automatic Table 2

Table of Contents

Manual Table

Tahle of Contents
Type chapter tithe {level 1)
Type chapler ftie (level 2)
Type chapter ite (level 3)
Type chaptertitie (level 1) ..
3

Tuma shaniar Sl flasal

@ More Tables of Contents from Office.com

Custom Table of Contents...
ES'.( Remove Table of Contents
fﬁ Save Selection to Table of Contents Gallery...

2.5.2 Update a generated Table of Contents

e Click on the Table of Contents
In the top left corner, select Update Table

°
Contents  ~ |
Eommating: In-Word-INMOAUCHION: o..c.c.coooman smmn: svvvmmsmr s ssvsmsois soss e symsnsnss soiomsnanss a0 3

Shylesewermperrreee sssmssssr s s T S 3
IAODTNE A SIS - omimncacmnmscuom i om0 i R R § TR R 3
Create @ NeW StYlE. ... e 4

Select either Update page numbers only or Update entire table
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Update Table of Contents ? PY

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

@ Update page numbers anly
(") Update entire table

[ OK l I Cancel

e 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:

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

e Select the Layout tab in the main menu bar

e Select Breaks from the Page Setup group

e Select Next Page

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

To change the page orientation:

Click on the page you want to orient

Select the Layout tab from the main menu bar
In the Page Setup group, select Orientation
Select Landscape from the drop-down menu

File Home Insert Design Layout
@ rﬁ IE 'ﬁ Breaks =
ED Line Murmbers ~

Margins Orientation Size Columns
L - - * b{- H}fphEnEtiDn g

up 3
|__L| Portrait !

2.6 Addi
D Landscape ing s

Inetoard ~f 1isinm
Note: If section breaks were not used, all pages that are included in that section of the
document will be re-oriented.
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2.7 Adding spacing to the document

Instead of using 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

e Highlight the text
¢ Right click and select Paragraph from the drop-down menu

5{ Cut

By Copy

 Paste Options:
e e e

g“

= Lo LA

Adjust List Indents...

Join To Previous List
Font...

Paragraph...

V& >

Smart Lookup

Synonyms

e
A

Translate

Hyperlink...

@

MNew Comment

¢ In the Paragraph window, use the options to set formatting and spacing
o Under General

= Set the alignment of the text (e.g. align left, centred, align right,
justify)
= Outline level
e |If the text highlighted has been assigned a heading style, the
outline level will match the heading level (e.g. Level 1 to 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



18

= Use Line spacing to set the amount of spaces between lines within
a paragraph — 1 to 1.5 lines works well

Paragraph ? &
Indents and Spacing | Line and Page Breaks
General
Alignment: Left E
Cutline level: | Body Text IZI Collapsed by default
Indentation
Left: Oem = Special: By:
Right: Dem = [none) IZI =
DMirror indents
Spacing
Eefore: & pt = Line spacing: At
After: spt |- 1.5 lines ] z
|:| Don't add space between paragraphs of the same style
Preview
Samgle ple Text Sample nple Text Sample nple Text Sample Text
Sampie Text Sample Taxt Sampls Taxt Samples Taxt Sample Taxt Sampie Text Sampie Taxt
Sample ple Taxt Sampie nple Taxt Sampie nple Taxt Sample Taxt
| mbs. | | Set as Defautt | [ ok || cancar |

2.7.2 Apply formatting/spacing to a Style

e To set formatting and spacing to a style, right click on the style in the Styles
menu

e Select Modify from the drop-down menu

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

e Apply settings as required

e Click OK

2.8 Creating and captioning tables

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

2.8.1 Creating a table

¢ In the Insert tab of the main menu bar, select Table
e A drop-down menu will open allowing you to select the size and design of the
table.



g Insert Design Layout

| o) lag) [
Table | Pictures Online Shapes 5

= Pictures -
Insert Table

o 1 [
0000000000
« 0000000000
0000000000
0000000000
1 [ [ [
OOO0000000n
OOo000000an

E Insert Table...
[ Draw Table

E['g Excel Spreadsheet
] Quick Tables b

e Highlight the table and right click. Select Table Properties from the drop-down
menu.
o Note that there are several options in this drop-down menu for adjusting
the design of the table (e.g. Text direction, Row/Column distribution,
Borders)

X Cut
E® Copy
Paste Options:

i,

O

Inzert 4

i

Delete Table

Distribute Rows Evenly

B B &

Distribute Columns Evenly
Border Styles »

AutoFit 3

._
=
=

Text Direction...
Insert Caption...

Table Properties...

U iEl @

Mew Comment

e 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.



20

Table Properties

| Table | Row | cowmn | cen [ amTe |

Rows 1-4:
Size

|:| Specify height: |0 cm | Row heightis: |At least
Options

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

[A Previous Row ] [V Mext Row

[ QK ][ Cancel ]

Note: it is a best practice not to create merged cells in a table. Using merged cells
decreases the Accessibility of your document as it is hard for Adaptive Technology (e.g.
screen readers) to understand and read back merged cells.

2.8.1.1 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.g. table caption).

e 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 Properties o5
e c— e —
[ Table | Row | Column | Cell | attTedt |
Title

Variable code Explanatiun|
Description

The first column in the coded value, The second column is a description
of the code.

Alternative Text

Titles and descriptions provide alternative, text-based representations of the
infaormation contained in tables, diagrams, images, and other objects. This
infarmation 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.



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

e Click OK.

2.8.2 Captioning a table

e Select the table

¢ Right-click and select Insert Caption from the menu.

H Cut
EE Copy
m Paste Options:

s

0

Insert 3
[_|?< Delete Table
EE Distribute Rows Evenly

B Distribute Columns Evenly
Border Styles 3
AutoFit 3

uﬁ Text Direction...
Insert Caption...
E Table Properties...
¥ New Comment

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

Set the Label to Table

You can select the position of the caption, generally a table caption is ‘Above

selected item’

Caption

Caption:

Tahle 2

Options
Label: Table

Position: | Above selected item

MNew Label...

=]
-]

Mumbering...

AutoCaption... | ok

]I Cancel J

2.8.3

Click OK

Create a listing of tables

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

Select the References tab
In the Captions group, select Insert Tables of Figures



e Inthe Table of Figures window, set the Caption label to Table

Table of Figures 2 | =
| Index I Table of Contents | Table of Figures |Tab|e of Authorities |
Print Preview Web Preview
Table 1: Text « | (Table 1: Text =
Table 2: Text I | |Table 2: Text
Table 3: Text Table 3: Text
Table 4: Text Table 4: Text
Table 5: Text Table 5: Text
E Show page numbers EI Use hyperlinks instead of page numbers
Ef_] Right align page numbers
Tab leader: | ... |z|
1
General
Faormats: From template Izl
Caption label: |Table IZ|
IE Include label and number
[ options... | [ modiy.. |
[ oK ] ’ Cancel ]

e Click OK

2.9 Creating captions and lists for figures
2.9.1 Creating captions for figures

e Select the figure and right click.
¢ Right-click and select Insert Caption from the menu.

a6 Cut
By Copy
o Paste Options:

O
Insert »
Delete Table

Distribute Rows Evenly

B H &

Distribute Columns Evenly
Border Styles 2

AutoFit 3

._
=
e

Text Direction...
Insert Caption...

Table Properties...

U ol @

New Comment

e In the Caption window, under Caption, enter a description of the figure. The
figure numbers will automatically be numbered consecutively
e Set the Label to Figure



e You can select the position of the caption, generally a figure caption is ‘Below

selected item’

Caption ? &

Caption:
Figure 1 |

Options

Label: Figure E
Position: | Below selected item E

D Exclude label from caption

IautoCaption...I [ OK ] [ Cancel ]

e Click OK
2.9.2 Create a listing of figures

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

e Select the References tab

¢ In the Captions group, select Insert Tables of Figures
e In the Table of Figures window, set the Caption label to Figure

Table of Figures ? &
| Index I Table of Contents | Table of Figures |Tab|e of Authorities |
Print Preview Web Preview
Figure 1: Text + | |Figure 1: Text “
Figure 2: Text | |Figure 2: Text L
Figure 3: Text Figure 3: Text
Figure 4: Text Figure 4: Text
Figure 5 Text Figure 5 Text
I?_| Show page numbers @ Use hyperlinks instead of page numbers
f_\;’] Right align page numbers
Tab leader: ... IZ|
General
Formats: From template IZ|
Caption label: | Figure IZ|
E Include label and number
[ options... | [ Modify.. |
[ ok [ cance |

e Click OK
2.9.3 Adding alternative text to figures
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To improve the Accessibility of your thesis, you can add alternative text to your figures.
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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
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).

e To add alternative text, right click on the figure and select Format Picture from
the drop down menu

| 36 Cut
By Copy

Paste Options:
-

O

el

Save as Picture...

E‘g Change Picture...

g:, Hyperlink...

|;| Insert Caption...

= Wrap Text 3
T Size and Position...
%’ Format Picture... I

e In the Format Picture window select the Layout & Properties icon

Format Picture - %
DO I8,
' Text Box Layout 8 Properties

I At Text

e Select Alt Text from the list

Format Picture X

H O @

I Text Box

I Alt Text

e Write a description of the image within the Description text box


http://webaim.org/techniques/alttext/
http://webaim.org/techniques/alttext/
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Format Picture v

S O =

I Text Box

4 Alt Text
Title (i

Description

Styles list with Emphasis style
highlighted.

2.9.3.1 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.

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

2.10.1 Creating captions for other objects

e Select the object and right click.
¢ Right-click and select Insert Caption from the menu.

-Y- Cut
Be Copy

 Paste Options:
ke

0

Insert 3
[_|?< Delete Table
EE Distribute Rows Evenly
Distribute Columns Evenly
Border Styles 3

AutoFit 3

=
(0]
p=>_J

Text Direction...

Insert Caption...

U &l

Table Properties...

MNew Comment

¢ In the Caption window, select the New Label button
e In the New Label window, enter the label title (e.g. Plate) and click OK.
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Mew Label ? 28

Label:

[ oK ]I Cancel J

e The new label will now be an option in the Label menu

Caption ¥ 2

Caption:
| Plate 1 |

Options

Label: Plate

Position: | Below selected item E

E Exclude label from caption
l Mew Label... ] [ Delete Label ] l Numbering... J

Iautcul:aptinn... I [ OK ] l Close J

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

e Select the position of the label

e Click OK

2.10.2 Create a listing of objects

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

e Select the References tab
¢ In the Captions group, select Insert Tables of Figures
e In the Table of Figures window, set Caption Label to the object label (e.g. Plate)

General
Formats: From template |E|
Caption label: |Figure =
[¥] Include labe|(none) b
Equation
M [coptiorssy ] [btoom )
Table
[ OK ] | Cancel ]
|

e Click OK



Table of Figures ? PS
| Index | Table of Contents | Table of Figures | Table of Authorities
Print Preview Web Preview
Plate 1: Text ~ | |Plate 1: Text =
Plate 2: Text 1 | |Plate 2: Text :
Plate 3: Text Plate 3: Text
Plate 4: Text Plate 4: Text
Plate 5: Text Plate 5: Text
i_:f_. Show page numbers i_-f Use hyperlinks instead of page numbers
._J] Right align page numbers
Tab leader: | ... IZ|
General
Formats: From template |Z|
Caption label: | Plate IZ|
E} Include label and number
[ ostions... | [ modify.. |
[ OK ] | Cancel |

2.11Including chapter numbers in captions
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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.

e Select an object in your document (e.g. table, figure, etc.) and right click
e Select Insert caption from the drop-down menu

¢ In the Captions window, select Numbering

e Check off the radio box for Include chapter number

e Under Chapters starts with style, select the Heading 1

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

Caption Numbering 7 28

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

IZ Indude chapter number

Chapter starts with style ' Heading1l |E|

Use separator: . [period) |E|

Examples: Figure [I-1, Table 1-4

[ OK l| Cancel |

e Click OK



2.12Creating formatted lists

To create a formatted list use:

The List Paragraph style, or
The Bullets or Numbering tools accessed through the Paragraph menu of the
Home tab in the main menu bar.

o— 4 —
B i
—_ T —

To create nested lists, use the Increase Indent or Decrease Indent tools.

fil
i
fi
i

2.13Creating columns out of lists

To break a list of text into multiple columns, use the Column tool.

e Highlight the text you want to break into columns

e Select the Layout tab in the main menu bar

e Select Columns in the Page Setup group

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

L
'— Breaks =

col [ Line Numbers
L Columns
= bc Hyphenation 7|

e S
COne
¢
Two
Three

il Right
n

i
== More Columns...
1

e |If you select the More Columns option you can set the number of columns, the
width and the spacing of the columns
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Columns ? x
Presets
One Two Three Left Right
Mumber of columns: |1 = Line between
Width and spacing Preview
Col#:  Width: Spacing:
1651 cm |+
Equal column width
Apply to: | Selected text |E| Start new column
[ OK ] | Cancel

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.

he &=
I o
=
[

i Mo Border

g Inside Borders

To add a border around a group of text, highlight the text.
From the Borders drop-down menu, select Borders and Shading

Bottom Border
Top Border
Left Border
Right Border

All Borders

Outside Borders

Inside Horizontal Border

Inside Vertical Border

Horizontal Line
Draw Table
View Gridlines

Borders and Shading...

Select the Borders tab
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e Under Setting, select Box
e Set the style, colour and width of the border
e Under Apply to, set as Paragraph

Borders and Shading |2 PY

Borders | Page Border I Shading

Setting: Style: Preview

. | s Click on diagram below or
Mone = use buttons to apply borders

Box || -—————————
-
|:| Shadow .
>
Color:
D = Automatic |Z|
Width:
E—‘U Custom % pt |Z|
= Apply to:
Paragraph IZ|
DOptions..
oK ll Cancel ‘

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

2.15Adding hyperlinks

Links should be embedded within the text of the document. The text of the link should

clearly describe what the link is.

Example of a good link insertion

In the following example, the link itself fully describes what the link is directing too

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.”

2.16Font

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

e To add bolding, highlight the text you want to bold and apply the Strong style to

the selected text



https://www.uoguelph.ca/diversity-human-rights/accessibility/information-and-communication-document-accessibility
https://www.uoguelph.ca/diversity-human-rights/accessibility/information-and-communication-document-accessibility

AaBbCcD

Strong

2.16.2 Italics

¢ To add emphasis, highlight the text you want to bold and apply the Emphasis
style to the selected text

AaBbCcD
Emphasis

e 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.

¢ In the Home tab of the main menu bar, select the Show/Hide { icon from the
Paragraph group.

T

e To hide the codes, click on the Show/Hide [ icon again.

2.18Clear formatting

To remove formatting from selected text, highlight a portion of text and click the Clear
All Formatting icon located within the Font section of the Home tab.

i
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