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Introduction

This guide covers the most common questions that graduate students have while using Microsoft Word to
format their thesis/dissertation to meet The Graduate School’s requirements. This guide is meant to be
used as a troubleshooting supplement to the Microsoft Word templates available on The Graduate
School’s website (current templates can be found at: http://graduateschool.utsa.edu/current-
students/formatting-requirements/).

Instructions and screenshots in this guide cover settings found in Microsoft Word 2013. However, all
versions of Word contain the features we will cover. If application of the instructions in this guide to a
different version of Word is not immediately apparent, visit Microsoft’s support site at:
https://support.office.com/en-us/word.
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Using the Template

There are two approaches you can take when using The Graduate School's Microsoft Word template to
format your document:

Copy/paste your document’s text into the template file
or

Use the template as a guide to format your existing/in-progress document

The majority of this guide assumes that you are formatting your document using the template as a guide,
and therefore that all settings within the template file have not yet been set up in your document. In other
words, we’re creating the template from scratch using your document.

If you are formatting your document by copy/pasting or entering your work into the template file, you
might still find this guide helpful in the event that template settings need to be changed or replicated.
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Page Numbers

The Graduate School’s template requires specific pagination of document sections. This section will
cover how to format your document within Word to meet these requirements.

Section Breaks for Required Pagination

In order to apply different page number styles to different portions of your document, you’ll need to break
your document into sections. This is accomplished by inserting section breaks at the end of the last
page of each section.

The table below provides an overview of where you will need to place section breaks within your
document to facilitate inserting page numbers.

Table 1. Section Breaks for Required Pagination

| eaey

Title Page None (counted, not marked)
Copyright (optional) None (counted if present, not marked)
Dedication (optional) None (counted if present, not marked)

SECTION BREAK

Acknowledgements Roman Numeral (starts at i, iii, or iv)
Abstract Roman Numeral
Table of Contents Roman Numeral
List of Tables Roman Numeral
List of Figures Roman Numeral

SECTION BREAK

Document Text Arabic Numeral (starts at 1)
Appendices (optional) Arabic Numeral
References Arabic Numeral
SECTION BREAK
Vita None (Listed in ToC, not counted)

The first page in your document with a page number will always be the Acknowledgements page.
Depending on whether or not you have included the optional Copyright and Dedication pages, it will be

number printed on the page.
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Roman Numeral Pages

1.

6.

Place text cursor at the end of the text on the last page before Acknowledgements page (either
Title, Copyright, or Dedication page)

Open the “Page Layout” tab of the Ribbon
Under the “Breaks” option of the “Page Setup” section, select “Next Page”

O H @ = 2 @ - 0 x
FILE HOME INSERT DESIGMN PAGE LAYOUT REFEREMCES MAILINGS REVIEW VIEW DEVELOPER ACROBAT

E @ [E "= Breaks ~ Indent Spacing E A [Z align -

P; Break: = |0pt Group
Margins Orientation Size Columns s e .

Position Wrap  Bring Send  Selection

Page Opt Text~ Forward - Backward - Pane Rotate

Mark the point at which cne page ends [ Arrange ~
and the next page begins,

Arfar

Page Setup L4

L 1‘--\--§-

R R U R P SRR R S

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 frem body text.

F ) B9 DL

BH PH IR

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

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

TION

Even Page

Insert a section break and start the new ' dear son Johm Doe. T}‘qankyaufarprgvidjng
section on the next even-numbered page,

Odd Page

Insert a section break and start the new and printed in 12 pt. font.

section on the next odd-numbered page.

T

- The dedication should be no longer than 7-10 lines.

This page is optional and is counted, but the page number is not tvped on the page.

Scroll to Acknowledgements page (make sure the cursor is on this page)

Open the “Insert” tab of the Ribbon. Select “Page Number” in the “Header and Footer” section,
and then “Bottom of Page”, selecting the option for page numbers centered at the bottom of the
page

B H S M = ? 3 -
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER ACROBAT

& D E ,___,‘E,. @:' e L 3 & (7 [ Header - B-2-|[o E&
Text

11 Chart ) [] Footer - 4-5B
Pages | Table | Pictures Online Shapes - Add- | Online | Links | Comment £ Symbols | Embed
T b Pictures = Screenshot ins - ideo - Bpagel\lumber' Box~ - - = Flash
Tables Illustrations Media Comments E Top of Page » Flash
= 1‘”I"'g"'I"'l"'I"'l"""'J""‘@ﬂottumofPage » | Simple =

number on your final page of a
- pag 1 [ Page Margins » | Plain Number 1

[/ Current Position
May 2018' E‘E Eormat Page Numbers...

Plain Number 3

Page numbers will automatically be inserted and the “Header & Footer” options will open in the
Ribbon
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7. Verify that “Link to Previous” is not selected

B H - 9 < HEADER & FOOTER.. 2 BH - 0O X
FILE HOME IMNSERT DESIGN  PAGE LAYOUT  REFERENCES MAILINGS REVIEW VIEW DEVELOPER ACROBAT DESIGM
[ Header - F [l Quick Parts - |'_| [E14 Previous Different First Page Li+|05" z a
O =k . : = :
D Footer = - L—‘gplcture; [E1y Mexd Different Odd & Even Pages +0.4" .
Date & Docurment Goto Goto § Close Header
[#] Page Number~ Time  Infor E‘gOnIine Pictures | Header Foote | Show Document Text and Footer
Header & Footer Insert Mavigation Options Pasition Close A
L 1.---|---E---|---1---|---2---|---J-J_-|---4---|---5---|---6---¢---?---
May 2018
i

8. Inthe same tab as above, open the “Page Number” dropdown menu and select “Format Page
Numbers”

9. Select the Roman numerals (i, ii, iii, ...”) option in the “Number format” dropdown menu

10. Under “Page numbering” select “Start at:” and enter the Roman numeral to be displayed on the

B H -6 @ = HEADER & FOOTER...
FILE HOME INSERT  DESIGN  PAGE LAYOUT  REFERENCES — MAILINGS  REVIEW VIEW  DEVELOPER  ACROBAT DESIGN
[ Header~ F = Quick Parts - |'_| [Z14 Previous Different First Page Li+|0.5" z a
O |=h . : = :
D Footer = - L—||;|P|cture; [Eip Mext Different Odd 8 Even Pages +|0.4" .
Date & Document Goto Goto § Close Header
[# Page Number~ Time Info- ’:‘gOnIine Pictures | Header Footer 4. Linkto Previous | || Show Document Text and Footer
Header & Footer Insert Mavigation Options Paosition Close
1.---|---E---|---1---|---2---|---J-J_-l---4---|---5---|---6---¢---?---
' ™
Page Mumber Format ) iv
I:‘Include chapter At
Chapter starts with style: | Heading 1
Use separator. - [hyphen]
Examples: 11, 1-A
Page numbering
= T —— § WLl BE IN BOLD CAPITAL LETTERS,  [Sencasmnaus |
@ Startat: |iv
[N AN INVERTED PYRAMID FORMAT
| JPRE THAN ONE LINE LONG

11. Delete any page numbers that are on the pages in Section 1 (Title Page, Copyright, Dedication)—
as long as “Link to Previous” in Section 2’s footer is not selected, deleting the page numbers in
Section 1 will not affect the page numbers in Section 2

Arabic Numeral Pages

1. Place text cursor at the end of the text on the last page before first (or introductory) chapter of
document’s body text
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2. Insert a section break at the end of this page (see steps 2-3 above)

3. Scroll to first page of first (or introductory) chapter of document (make sure the cursor is on this
page)

4. Insert page numbers (see steps 5-8 above)

Select the Arabic numerals (“1, 2, 3, ...”) option in the “Number Format” dropdown menu

6. Under “Page Numbering” start at page 1

@ E (j' o [@_—I & HEADER...
HOME | INSERT | DESIGN | PAGE LAYOUT | REFERENCES | MAILINGS | REVIEW | VIEW | DEVELOPER | ACROBAT | DESIGN

[ Header - F [Z Quick Parts - |'_| Eiy Different First Page L+(ost : a
) =1 — "
2] Footer~ 0 "‘; 0 it L_||;|Pictures G Ei Different Odd & Even Pages +|0.4" | Close Head
ate ocument oto Goto § ose Header
[#] Page Number ~ Time Inlok ’:'gOnIine Pictures | Header Footer ';."_' | Show Document Text and Foofer
Header & Footer Insert Mavigation Options Paosition Close A
L 1---|---E---|---1---|---2---|---J-J_-|---4---|---5---|---6---d)---?---

non proident. sunt in culpa qui otficia deserunt mol.

N amet, consectetur adipisicing elit, sed do erusmod tg

labore et dolore magna aliqua. [ nclude chapter numb?

Footer -Section 3-

Chapter starts with style: |Heading1

Use separator:

- [hyphen)
Examples: 11,1-A

Page numbering

aglous section

] ’ Cancel

7. Verify that pagination on previous pages is still the same (Roman numbering on all pages
between Acknowledgements and Chapter 1)—as long as “Link to Previous” in Section 3’s footer
was not selected, changing to Arabic numbering should not have affected these pages

Vita Page

Place text cursor at the end of text on last page of References/Bibliography section

Insert a section break at the end of this page (see steps 2-3 under Roman Numeral Pages above)

Vita page should now be numbered “1”

Double-click in footer of Vita page (around the “1”) to open footer options

S A

Click on the “Link to Previous” icon in Ribbon to de-activate it
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B H S O - HEADER. 2 B - O X
S HOME | INSERT | DESIGN | PAGE LAYOUT | REFERENCES | MAILINGS | REVIEW | VIEW | DEVELOPER | ACROBAT | DESIGN

Header ~ F [Z Quick Parts ~ |'_| Eiq Different First Page i+|05" s
D |=h ) i — P
[ Footer = - ’__lg Pictures Different Odd & Even Pages + 04" .
Date & Docurmnent Go to . Close Header
A Page Number~ | Time Info = |_—.|=:..On|ine Pictures | Header +| Show Document Text and Footer
Header & Footer Insert Mavigation Options Paosition Close £
L e A (T ST S S BT SR SRR ISR : | DRI SO SRR RIS SRR SR, ;SR S

Blue = active

This will go away
when "Link to
Previous" is
de-activated

6. Highlight page number and delete it

7. Verify that all previous page numbers in the document are still correctly formatted—as long as
“Link to Previous” in the Vita page’s footer was not selected, all other pages in the document
should not have been affected

Reminders and Tips
As a last resort, unwanted page numbers can be manually hidden by:
INSERT->Shapes—>Rectangle->Fill: White; No Outline
o Verify that pagination in the rest of the document is accurate when using this method

Make sure that page numbers are formatted in Times New Roman 12 pt. font—the Word default
font (11 pt. Calibri) remains active in the footer and needs to be changed manually

You might find it helpful to insert page breaks at the end of each chapter within your document—
this will ensure that while you are working within the chapter, the following chapter will
automatically begin on a new page as required
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Landscape Pages

The Graduate School’s template strictly requires 1” margins on all sides of every page in your document.
This includes all pages containing tables, figures, and images. For larger objects that do not legibly fit
within the margins, re-orienting the page from portrait to landscape layout might prove beneficial.

Landscape pages should appear within your document like this:

Please Note:

Page number placement—
bottom short edge of page

Object orientation:

= Top of object runs along left
long edge of page

Al
B
C
D
E:
F6
G6
H6
16
J6
Ki
L6
M6

= Justification will match rest
2|15 Al |3l 2|52 of tables/figures in
document (example
shown is for centered
tables)

A
B.
C4
D4
E4
F:
G:
H
14
J4
K:
L4
M4

A
B
C
D
E
F2
G2
H
1

T
K
L
M

Sample | | Sample | Sample3 | Sample 4 | Sample 5 | Sample6 | Sample 7 | Sample§
A A3 5 2 AT i

Sample A | Al

Table 1. Sample Table

SampleL |L1
Sample M [ M1

SampleB [B1
SampleD [D1
Sample G | G1
SampleK [K1
am,

There are two ways to accomplish using landscape pages in your document:

1. Change the page’s orientation to landscape, or

2. Keep the page’s orientation as portrait, but rotate the material on the page

Option 1: Change the Page’s Orientation to Landscape

Pro: When scrolling through document in Word, it is easier to read landscape tables/figures at a glance
while working on material

Con: Lots of steps and inclusion of section breaks
Instructions:

1. Highlight the text and objects that you would like to appear on a separate, landscape page (likely
your table/figure and its title/caption)
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2. Inthe “Page Layout” section of the Ribbon, expand the “Page Setup” section to view advanced
page formatting options

EHS O - 7 @B - O %
HOME IMSERT DESIGM PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER ACROBAT

@ @ IE % "= Breaks Indent SF:cmg ED; [ align -

i[0)Line Numbers - | 3= Left (0" IE Before: |0 pt Group

Margins Orientation  Size Columns ~_ . = : Position Wrap  Bring Send  Selection
- - - - b¥ Hyphenation~ | =€ Right: |0" 3= after [opt . Text- Forward - Backward- Pane Rotate
Page Setup Paragraph [F] Arrange ~
L L‘-‘-He‘--w--‘lw-‘-‘Z-‘-|‘--J-‘-|‘--4---|---5---|---6--‘&-‘-7‘-‘
. hs egestas vitae. In semper, nibh in ornare digmissim, felis quam feugiat
N < justo congue ex. Morbi libero magna, faucibus non sollicitudin at,
N imperdiet a nisl.
- 6
s
: Il
. 3
: z
e I I I
. 1
R (]
. Catezary1 Catezary 2 Catezary3 Categoryd
A mSeries1 WSeries2 MSeres3
] / e B e
- M [Ue, leo sed congue luctus, lacus ligula vulputate leo, sit amet laoreet leo dui
i Highlight non odio. Sed id mi vel velit dignissim scelerisque a tincidunt nisl. Vestibulum id varius elit, en

5 portions to
be Tandscape aceumsan dolor. Sed ut pharetra magna. Phasellus dignissim nunc congue enim interdum

3. Inthe advanced “Page Setup” options, select “Landscape” under “Orientation”

4. In the “Apply to:” dropdown menu under “Preview,” select “Selected text’

HOME INSERT DESIGN PAGE LAYOUT REFEREMNCES MAILINGS REVIEW VIEW DEVELOPER ACROBAT

E p-‘l‘ ]E % = Breaks ~ Indent Spacing [i [& Align~
B : : i Line Numbers~ | 3= Left (0" 2 1= Before Opt z - L . Group
Margins Orientation  Size  Columns o Tle= —{| Position Wrap  Bring Selection

- - - - bt Hyphenation - =% Right: |0" - |t=After 0pt - Text ~ Forward ~ B Pane Rotate

Page Setup F] zroszn ~
L 18.1
- M P L: it
- ibero, non placerat risus egest argins | Poper | layou
m Margins
) nisl, in condimentum ex justo { |
Top: . Bottom:
imperdiet a nisl Left: - Right: 1

- 5 - Gutter position: | Left

5

. 4

n

: . P

: 2 Multiple pages: Mormal |z|
°

: 1

E Preview
. o

: Categoryl

~

- Morbi tristique, leg sed

non odio. Sed 1d mi vel velit di

accumsan dolor. Sed ut pharets

i
Selected text
B e

5. Section breaks are automatically created—the landscape portion should now be its own section
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BHS 0= ? ®m - O x
HOME INSERT DESIGN PAGE LAYOUT REFERENCES MAILINGS REVIEW VIEW DEVELOPER ACROBAT

@ r'w [E "= Breaks ~ Indent Spacing [ 5 [T Align -
[ i[Line Numbers ~ | 3= Left: 0" = 1= Before: 0pt = L Group
Margins Orientation Size Columns - = = | Position Wrap  Bring Send  Selection
- - - - B¢ Hyphenation~ | =% Right: |0" - |r= After 0pt - Text - Forward - Backward -~ Pane Rotate
Page Setup 1) Paragraph Fl Arrange ~
RN CEEE R ETRERE FERTRETE TRRFTRET SRR EREE IRETREEE FERTRETE SERNTRES TERTRRRY.
s
o e
s
’ I
o
- ey cmmayz Greanys  Cmmena
=H= WSeriez1 WSeries2 WSeres3
. ﬁ Figure 2. Sample Figure
+
Page # will
go here

By default, Word will place the page number on the long edge of the page. The template requires the
page number to be placed on the left short edge of landscape pages (to match placement of portrait
pages within the document. Now, we must fix the page number placement:

6. Double-click near the page number to activate header/footer view
7. In the “Navigation” section of the Ribbon, unselect “Link to Previous”

8. Click “Go to Header” and unselect the “Link to Previous” option for the header as well

REFEREMCES MAILINGS REVIEW

| |'_| [Z14 Previous

-

= i Mesxt

he Goto Goto . _

res | Header Footer #.: Linkto Previous

Mavigation
S AR R BT TN SRR |

9. Scroll to the next page in document, activate header/footer view as above, unselect “Link to
Previous” for both header and footer

10. Scroll back to the landscape page. Double-click near the page number to activate header/footer
view. Delete the page number.

a. Aslong as the headers and footers of the landscape page and the first page of the next
section are not linked to previous, changes made to the new landscape page will not affect
the pages before and after it.
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11. Insert a new page number in the “Page Margins” using the “Large, Left” option

a. At this time, Word does not have an option for a small, plain number in the left margin, so
we will have to insert a large number and change it to match the rest of the document

EHS @ = HEADER & FOOTER TOOLS 2 @ - O %
HOME  INSERT ~ DESIGN  PAGELAYOUT  REFERENCES  MAIINGS  REVIEW  VIEW  DEVELOPER  ACROBAT DESIGN
N Y Y s 54 Previous Different First Page: CtHeaderfromTop: (05" 2
DB B & E LD L E - 8
: = (5 Next Different Odd & Even Pages | 1 Footer from Bottom: (05
Header Footer Page | Date & Document Quick Pictures Online | Go'to - Close Header
- +  Numbers | Time Infor Partse Pictures | Header 7 Link to Previous | [¥] Show Document Text [3) Insert Alignment Tab nd Foot
Navigation Options Position Close ~
2 [ R s PR 7. s R,
e X -
- [ Remove Page Numbers
Accent Bar, Left Accent Bar, Right Vertical, Left

Vertical, Right

Plain Number

Border, Left Border, Right Large, Left

Large, Left

Large number in the left margin

Large, Right -
[ More Page Numbers from Office.com 3

12. A large page number will appear in a text box on the left side of the page. Highlight this number
and change the font to Times New Roman 12 pt.

13. Rotate the page number by selecting the “Text Direction” in the “Drawing Tools” section of the
Ribbon. Choose “Rotate all text 90°”

EI H - @7 = * DRAWING TOOLS HEADER&FOOTERT.. 7 H - 0O X
HOME  INSERT  DESIGN  PAGELAYOUT  REFERENCES ~ MAILINGS  REVIEW  VIEW  DEVELOPER  ACROBAT FORMAT DESIGN

= o . A . = -
OO0 | £ Shape Fill ﬂ-— |If} Text Direction [a] |—;§| .1 Bring Forward - [2 IS
ALL2d o[- Abc Abc ‘ bc | |- | L# shape Outline - A A -l A - = Iy Send Backward ~ -

~ 7 Al S - = o rap N o
AIRTANERE {5 =| 0 Shape Effects - =/ &~ | ||ABC| | Herizontal wto Sl Selection Pane 2k - | e 083

Insert Shapes Shape Styles = Wordart Styles = Arrange size Gl A
L 'E'“?D“l ------- 2. R 4 S A o S SR RN AR
Rotate all text 90°
o
¥

- [v]
- Rotate all text 270°

Header -Section 2-

|1t Text Direction Options...

o « SO, it Figure 2. Sample Figure
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14. Your page number should now match style and placement of all other page numbers in the
document. Scroll to the pages before and after the landscape page and verify that these pages
have not been affected by changes made to the landscape page.

a. If they have been affected, verify that “Link to Previous”/”"Same as Previous” is not
selected for both the headers and footers of the landscape section and the section

following it

Option 2: Keep Protrait Orientation, Rotate Material on Page

Pro:

Easy to achieve

Con: Pages will appear sideways when scrolling through document in Word, making it harder to read
tables/figures at a glance while working on material

1. Create section breaks before and after the table/figure (as well as its associated title/caption) that

you wish to be landscape:

a. Place cursor at end of last line of text before table/figure
b. Inthe “Page Setup” section of the “Page Layout” tab of the Ribbon, select “Breaks” >

“Section Break” - “Next Page”

c. Place cursor at end of table/end of last line of figure caption
d. Inthe “Page Setup” section of the “Page Layout” tab of the Ribbon, select “Breaks” >

“Section Break” »> “Next Page”

libero, non placerat risus egestas vitae. In semper, nibh in ornare dignissim, felis quam feugiat

nis], in condimentum ex justo congue ex. Morbi libero magna, faucibus non sollicitudin at,

imperdiet a nisl ===Section break here===
6
5
4 I I I
3
2
1
Category 1 Category 2 Category 3 Category 4
mSeries 1 mSeries2 m Series 3
Figure 2. Sample Fimre =—==Section break here===

Morbi tristique, leg sed congue luctus, lacus ligula vulputate leo, sit amet laoreet leo dui non

odio. Sed id mi vel velit dignissim scelerisque a tincidunt nisl. Vesti id varius elit, eu

accumsan dolor. Sed ut pharetra magna. Phasellus dignissim nunc congue enim interdum

HHS & - ? m - 0O X
HOME  INSERT ~ DESIGN | PAGELAYOUT | REFERENCES ~ MAIUNGS  REVIEW  VIEW  DEVELOPER  ACROBAT
@ r‘\l IE = Breaks ~ Indent cin L3 |& Align~
0l i0Line Numbers~ | 3=Left: 0" . Uk Group
Margins Orientation  Size Columns _ _ = | Position Wrap Bring  Send Selection
S < s - bE Hyphenation~ | =% Right: |0" Tt [ereedl Gevar  Bags Rotate
Fage Setup n Paragraph n Arrange
& f S I S R A B I e

DESIGN PAGE LAYOUT REFERENCES MAILINGS
E:| 'H Breaks = Indent Spacing
Page Breaks = |0
mns
Page 0

_ NN

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

Column H
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.

Continuo
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. Table/figure and its associated title/caption should now be on its own page.
3. Rotate the object on the page so that it is oriented as shown above on page 13 above
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a. For tables, you might have to cut (ctrl+x) the table from the document and then insert it
back into the document as an image (right click->"Paste Options”>"Picture”)
4. If the title/caption is not part of the table/figure image, you'll need to insert a text box, rotate it 90
degrees, and place it above or below the table or figure as required

Reminders and Tips

When formatting new sections, select the “|” button in the “Paragraph” section of the “Home” tab
of the Ribbon to show your document’s formatting. This will let you see where your section
breaks are, and also helps to prevent accidentally deleting them.

When using landscape pages for tables and figures, make sure that the table/figure placement on
the landscape page is the same as the placement for tables/figures in the rest of the document
(centered, left justified, etc.)

When inserting sideways page numbers in the page margins, make sure that the final, rotated
page number is placed in the same place as other page numbers in the document (centered, .5”
from edge of page)

If tables/figures are not cooperating with your text (for example, centering the figure centers all of
the text in the document; moving the figure moves entire paragraphs of text to the wrong place),
try playing with the “Layout Options” that appear when you select or right-click the table/fig

T
Bl Copy
T~ < LAYOUTOPTIONS X B E“E Lyl
In Line with Text al
] Resetto Match Style
e % A Font.
& 1
With Text Wrapping 1ll Change Chart Type. =| In Line with Text
Y i = = 5] ga'j's as Template... = square
—_ = — [# EditData 3 = Tight
" === Z= Through
- = — & Top and Bottom
:;Eg:'\-z Category 3 Category 4 [love with text & = Behind Text
Series1 mSeries2 mSeries3 Fix position on [E] Insert Caption... = InFrontof Text
page = Wrap Text 3
Figure 2. Sample Figure See more... %# Format Chart Area...
T More Layout Options..
Set as Default Layout

o Using “In Front of Text” or “Behind Text” will enable you to place the image/object
anywhere on the page you wish
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General Tips and Tricks

Click the “I" button (Ctrl + *) on the Home ribbon to show hidden formatting marks. This can alert
you to any unintentional formatting present in the document.

Save the task of perfecting the overall spacing within the main document text for last (after
content is ready to go)—otherwise, future content revisions could end up undoing your hard work
and/or causing new spacing issues.

Do NOT use Google Docs (or mobile Word applications) to format your document. All UTSA
students have access to full versions of Microsoft Word for free. Visit:
https://www.utsa.edu/oit/services/software-and-application-support/OfficeProPlus.html

If you are struggling with something, chances are excellent that somebody else is struggling with it
as well, and chances are also good that somebody has provided the answer online. Do a Google
search for your issue, and don’t discount YouTube tutorials—they can be very helpful! Tip: Include
the word “solved” in your search to increase chances of finding a solution.

The Graduate School will be evaluating your formatting in PDF format. A PDF is essentially a
digital printout/image of your document. What this means is, in the end, your document just
needs to look right. Any background formatting tricks you need to do to accomplish this will not
be seen! With that in mind:

o Text boxes are your friend—any time you need to insert text in a specific place in your
document and Word is giving you grief, you can always use a carefully placed text box

o You can hide anything you don’t want to be seen (page numbers, headings you have
inserted for the purpose of populating a Table of Contents, etc.) by covering the offending
material with a solid, unlined white box

o If you are having a hard time formatting something in Microsoft Word, you might have
better luck in a PDF editor. All campus computers have full versions of Adobe Acrobat
installed, enabling you to insert or delete content without using Word.
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