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1 Introduction

The Word template Thesis.dotm is developed for use in the Windows environment and is designed with the
following purposes:

1. Create a new Master or PhD thesis based on the template

2. Attach an existing document to the template to facilitate layouts, styles, language and get relevant
tools and functionality available

The template checks the Office language used in order to adjust style settings, and the thesis may be
written in either Norwegian or English regardless the Office language.

2 Repository

The tool consists of two files:

1. Thesis.dotm
2. Style.ini

The two files must reside in the same folder and can be stored anywhere (do not use OneDrive as template
repository), and confirm that Word is set up to allow macros. There are different ways to accomplish this,
but here is one option:

1. Save the files locally on the computer in this location
— Documents\Custom Office Templates (Dokumenter\Egendefinerte Office-maler)
2. Add the location as a Trusted location in Word
— File (Fil)—Options (Alternativer)-Trust Center (Klareringssenter)-Trust Center Settings
(Innstillinger for klareringssenter)-Trusted Locations (Klarerte plasseringer)—
Add new location (Legg til ny plassering)
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Word Options ? 3 | Editin
13 .

General ? by
Display
Proofing Trusted Locations
Save Waming: All these locations are treated as trusted sources for opening files. If you change or add a location, make
Trusted Documents sure that the new lecation is secure.
Language — =
Trusted Add-in Catalogs Path | Description | Date Modified ~
Advanced User Locations
Add-ins C...ppData\Roaming\Microsoft\Templates\,  Werd 2016 default location: User Templates
Customize Ribbon ¥ .
ActiveX Settings Cj\...Flles (x86)\Microsoft Office\Templates\, Word 2016 default location: Application Te..

Quick Access Toolbar

Macro Settings

Add-ins
Protected View 1| Warning: This location will be treated as a trusted source for openinag files, If
you change or add a location, make sure that the new location is secure.
Message Bar Bath:
File Block Settings |F:\Documents\custom Office Templates |I
Privacy Optiens
i Browse,

|:| Subfolders of this location are also trusted
Description:

Date and Time Created: 02.03.2017 12.31

FaTm TUSErSZ90T TITVAPPOETay 7 TOSOTLL TEMp
Description: ‘Word 2016 default location: User Templates

| Add new location,

llow Trusted Locatiens on my network (not recommended)
e, ~

e,

Date Modified:
Sub Folders: Disallowed

Remove || Modify...

e S,

Figure 1 — Add trusted location

3. Enter the folder path in Word here:
— File (Fil)—Options (Alternativer)—Save (Lagre)—
Default personal templates location (Standardplassering for personlige maler)

G | .
sner E Customize how documents are saved.
Display
Proofing Save documents
Save files in this format: | Word Document (*.docx) -
Language Save AuteRecover information every minutes
Advanced Keep the last autosaved version if | close without saving
- AuteRecover file location: |C:\Users\29011ST\AppData\Roaming\Microsoft\Word\ | Browse...
Customize Ribbon

Don't show the Backstage when ocpening or saving files
Cuick Access Toolbar U = 9 pening g

Show additional places for saving, even if sign-in may be required,

Add-ins [] Save to Computer by default
Trust Center Default local file location: |\\FIL03\emp03\P_901 157\ Docurmnents\, | Browse...
Default personal templates Iocat\onl |F:\Document5\Custorn Office Templates\, | |
Offline editing options for document management server files
T N N Y L

Figure 2 — Specify location for personal templates
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3 Create new thesis based on the template

Open Word

Select Thesis

PwnN e

Choose File (Fil)-New (Ny)—Custom (Egendefinert)—[Template folder]

Thesis

Please select

O norsk O Nynorsk

& PhD

oK | Cancel ‘

Figure 3 — Dialog for language and document type

3.1 PhD

If you select PhD you will create a new document in a pre-book format where title pages, tables of
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The following dialog will appear, and select the editing language and the document type. (The
difference between Master and PhD is the page layout)

contents, text pages, page numbering, and headers are set up according to the requirements for the setup
at UiS. Enter data in content controls on title pages and replace placeholder text with your own content.

Click to enter title.

Thesis submitted m fulfilment of
the requirements for the degree of
PHILOSOPHIAE DOCTOR
(PHD)

u ;
University
of Stavanger

Figure 4 — First title page
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University of Stavanger
NO-4036 Stavanger
NORWAY

WIWW.1H5.10

©Click to enter year. Chck to enter author

ISBN: Click to enter ISBN.
ISSN: Click to enter ISSN.
PhD: Thesis UiS No. Click to enter PhD No.

Figure 5 — Second title page

Acknowledgements

Click here to enter text.

Summary

Click here to enter text.

Figure 6 — Text page
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pauction

1 Introduction

Click here to enter text

Figure 1 —Rolling

B T N N T e I S N O

Figure 8 — Text page

3.2 Master
If you select Master you will create a new document where title page, tables of contents, text pages, and

page numbering are set up. Enter data in content controls on title page and replace placeholder text with

your own content.
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CLICK HERE AND TYPE FACULTY.

MASTER THESIS

Curriculum: Click here and type text.

Choose an item semester, Click and type
year.

Choose an item.

(Author: Click here and type text.

Tutor: Click here and type text.

English title: Click here and type text.

Master thesis title: Click here and type text.

Keywords: Click here and type text.

Number Number of pages.

Figure 9 — Title page
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Acknowledgements

Click here to enter text.

Summary

Click here to enter text_

T WY

Figure 10 — Text page
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Figure 11 — Tables of Contents
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1 Introduction

Click here to enter text

Figure 1 - Ringo

Table 1 - Participants

AN LN AN AN NN NS EN AN NS i AN NPNIN PN NG  N N

Figure 12 — Text page

4 Attach existing document to the template

1. Perform the steps in paragraph 2 Repository
2. Open the document to be attached to the template
3. Select File (Fil)—Options (Alternativer)—Customize Ribbon (Tilpass bandet)
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Word Options

General @EE Custo
Display
) Choose com Customize the Ribbon: &
Procfing Popular Co | Main Tabs -
Save
Accept Main Tabs [a]
Language T AddTal = A Home —
Advanced .:% Align Le Clipboard
. Bullets Font
Customize Ribbon = Center Paragraph
€ Change Styles
CQuick Access Teolbar Exy Copy Editing
Add-ins % Cut H ] Insert
Define |
Trust Center Qj Delete
M Drraw Tz
Draw Ve
07 Email
AL Find -
B FittoW (-]
Font [ Developer
A Fontco -
A Fontse b Add-ins
Font Siz
ImE' Footnot
o e

Figure 13 — Make Developer category available in the ribbon

4. Select Developer (Utvikler)-Document Template (Dokumentmal)
5. Inthe dialog click Attach (Tilordne)

Templates and Add-ins

Templates XML Schema XML Expansion Packs  Linked C55

Document template

F\Documents Custom Office Templates\Thesis\Thesis. dotm || Attach... |I|

utomatically update document styles
Attach to all new e-mail messages

tohaltemplates snd. add-ing

oy e e e

Figure 14 — Attach a document to the template

5 Tools
5.1 Styles

In the Style gallery on the Home category, you will find the appropriate styles
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AaBbCcl AaBbCdI 1 Aal 1.1 Aa 1.1.1 + 1111 2 111117 AaBb AaBbC AaBbi Append - AaBbC 1 AaBbt AaBbCcl AaBbCcl

TMormal | TMermall.. Heading1 Heading2 Heading3 Heading4 Heading3 THeading.. THeading.. TAppendi.. TAppendi.. TListBullet T ListMNu..

Quote =

Styles

Figure 15 — Style gallery in Word
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Notice that most of the styles in the gallery are renamed governed by the Office language. For example, the
style Heading 1 in English Office reads Overskrift 1 in Norwegian Office.

5.2 Thesis category on the Office ribbon
On the Office ribbon there will be a category - Thesis - containing various tools for writing and editing the
document.

Hjem  Settinn  Utforming  Oppsett  Referanser  Masseutsendelser  Segjennom  Visning  Utvikler  Acrobat  360°

EE Bokmal | Master  [v] Numbered Headings [5H Show/Hide Table Gridiines [ Insert Cover Page ] Insert TOC :il Remove Empty Paragraphs =% Remove Leading Characters £# Reset Font Format
EENynorsk | PhD A 11 pt Normal Font Size Y1 Show/Hide Hidden Text [ Insert Blank Page DTUpdateTDC =% Remove Manual Lines @Convm EndMote Fields & Reset Paragraph Format
EE English A 12 pt Normal Font Size '# Skift~ E| Update Header and Footer | Remove Additional Spaces

Tools

Figure 16 — Thesis category
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5.2.1 Command buttons on the ribbon
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At the initial startup, a dialog box is viewed in order to select the editing language and the type of

document, see Error! Reference source not found..

Morsk 7 Master

MNynorsk

ter  |+| Numbered Headings 2
A 11 pt Normal Font Size ¥
A 12 pt Mormal Font Size

g5  [EH Show/Hide Table Gridlines [ Ins
Size 11 Show/Hide Hidden Text DI Ins

Size Ins

;B Insert Cover Page
D Insert Blank Page [

Please select

®iafier O Before
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Shows the selected language in the Setup
dialog (these can be altered at a later stage,
but should only be set once)

Numbered Headings determines whether
heading styles should be numbered

11 Pts Normal Font Size sets the Normal style
to 11 Pts, and adjusts the other styles
accordingly

12 Pts Normal Font Size sets the Normal style
to 12 Pts, and adjusts the other styles
accordingly — (Default setting)

Show/Hide Table Gridlines turns the table
gridlines on or off

Show/Hide Hidden Text shows or hides
paragraph marks and other formatting symbols

Insert Cover Page inserts page 1 and 2
specified in the document «Oppsett for
avhandling» (normally required only in PhD
thesis)

Insert Blank Page inserts a blank page where
needed (normally only in PhD thesis where
Heading 1 always should be on the right — odd
— page.

Blank Page dialog to determine if the blank
page should be inserted after or before the
insertion point



Insert TOC
(4! Update TOC
E| Update Header and Footer

oC

5/ Rerove Empty Paragraphs = Remove Leading Characters
=% Remove Manual Lines I Convert EndNote Fields

| Remove Additional Spaces

—
A

ters

29 Reset Font Format

Y Reset Paragraph Format
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Insert TOC inserts Table of Contents, Table of
Figures, List of Tables, and List of Appendices
at the position of the insertion pointin a
functional format. Remove any existing Table
of Contents before pressing the button. If a
Table of Figures, List of Tables, or a List of
Appendices is not required any instance can be
deleted manually.

Update TOC updates all tables and lists in the
document

— Update Header and Footer updates the
content in headers an footers to reflect
the document style Heading 1 in the
dissertation and inserts correct page
numbering

Remove Empty Paragraphs removes all empty
paragraphs (paragraphs with no text) in the
selected range

Remove Manual Lines removes manual line
breaks in the selected range

Remove Additional Spaces removes all
redundant (exceeding one) spaces in selected
range

Remove Leading Characters removes leading
characters (often applicable when text is
copied from other sources and where the text
initially formatted with bullet points)

Convert EndNote Fields converts EndNote field
codes to plain text

Reset Font Format removes manually/directly
formatted character or font formatting on
selected text

Reset Paragraph Format removes
manually/directly formatted paragraph
formatting on selected paragraphs



