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Introduction

Students submitting their dissertation to the University of Malta (UoM) are required
to submit a copy of the same to the library. In 2007 the University of Malta Library
has embarked on a new project, whereby dissertations are being made available to
University students in electronic format. This has increased ease of access, security
and copyright protection. E-dissertations can only be accessed from selected
workstations at the UoM Library Melitensia section. All e-dissertations are

encrypted with a certificate which does not allow copying and / or saving of any

pages.

In order to ensure conformity amongst e-dissertations the library has set up these

guidelines which should be thoroughly followed by each-student.

It is strongly suggested that these guidelines are read before one starts typing

his/her dissertation.

Following these guidelines, students will be able to create an automatic table of
contents which will then be linked to the chapters in the dissertation, amongst other

things.
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Using Heading Styles

i.  Heading styles defined:

Microsoft Office Word has a built-in feature which allows the user to insert the
Table of Contents (TOC) automatically in a document. Microsoft Word can identify
titles only if the user has made use of heading styles. As a general rule Style Heading
1 is used for the main titles of the document, Style Heading 2 is used for sub-titles

and so forth.

ii. How to use built-in heading styles:

In Microsoft Office Word XP and 2003:

e Highlight the text that you wish'to identify as title.

e Click on the Styles and Formatting icon on the Formatting Toolbar.

File Edit ew Inserk Format Tools  Table
EHRS S AIVER [

[:ﬂ’\lurmal + Times Mew Roman - 12 -

BN A

Formatting of selected text

Styles and Formatting v x

e The Styles and Formatting task pane will open

MNormmal

up.on the right hand side.

| Select All ‘ | Mew Style, . |

Pick formatting to apply

Clear Formatting =l
Heading 1 11
Heading 2 1
Heading 3 1
Mormal 1
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e Click on the heading that you need to use.

In Microsoft Office Word 2007 and 2010:

e Highlight the text that you wish to identify as a title.

e Click on the Home tab and select the style you need from the styles section.
.".-_..\. - 1 -
—-/I [nsert

Arial

daBbCcl AaBbl AaBb( | AaBbCcl| %

Emphasis T Heading1 THeading2 | 7Mormal |- Change
Styles =

Styles [

iii.  Editing Styles

You can modify any of Word's built-i n st yl es in order to

requirements.

In Microsoft Office Word XP and 2003:

e From the Styles and Formatting task pane hover your mouse over the name

of the style you wish to edit.
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e Click on the drop-down arrow that appears on the right-hand side of the

style name and click Modify.

(=D

Heading 1

Modify, ..

IUpdate ko Match Selection

e The Modify Style dialog box shows up, as illustrated:

x

Froperties
Marme: eading 1
Skyle type: IParagraph j
Skyle based on: I 11 Mormal j

11 Morrnal

Stvle For Following paragraph:

Farmatting
|F\rial

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 Taxt Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text
Sample Tesxt

Mormal + Fonk: (Defaulk) Arial, 16 pt, Bold, Kern at 16 pt, Space
Before: 12 pk, After: 3 pk, Keep with next, Level 1

[~ add to template [ Automatically update

Farmat - | Ok I Cancel I

A B C D
F-:I#natting \II \ll \l/
Arial vijte ~|[(B| 7 U|A-
SE|EEE === |=& =
T v /I\ ] 1 1
E A G H
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In Microsoft Office Word 2007 and 2010:

e On the Home tab click on the Styles dialog box launcher.

4aBsCcl AaBbl AaBbC AaBbCcl| "‘5&1\

Emphasis  THeadingl THeading2 | THormal | = EPEI'”';IE
yles =

Styles F )

e Hover your mouse over the name of the style you wish to edit.

e Click on the drop-down arrow that appears on the right-hand side of the

style name and click Modify.

|| Heading 1 -

pdate Heading 1 to Match Selection
4 Modify...
Select All @ Instance(s]

Clear Formatting of 9 Instance(s)

Femove from Quick Style Gallery
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e The Modify Style window shows up, as illustrated:

x
Froperties
Marmne:;
Style bype: IParagraph j
Style based on: I 11 Marmal j

Stvle For Following paragraph: 11 Mormal

Formatting
| frial

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

Before: 1Z pk, After: 3 pt, Keep with next, Level 1

Farmat = | Ok I

Marmal + Font: {Default) Arial, 16 pt, Bold, Kern at 16 pt, Space

[ add to template [ automatically update

Cancel |

A B
Faorfnatting \l’
fArial w | |16 L

m__'v
Bl
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The Formatting section in the Modify Style dialog box offers the following basic

formatting options:
e A: Font Style
e B: Font Size
e C:Bold, Italics Underline
e D: Font Colour
e E: Text Alignment
e F:Line Spacing
e G: Paragraph Spacing

e H:Indenting

The Modify Style dialog box also offers other advanced formatting options, through

the Format button:

Format =

Eonk... )
- The most commonly used advanced options for a

Paragraph. ..
— dissertation are Paragraph and Numbering.
Tabs...
Border. ..
Language...
Frame...

Mumbering. ..

Shortout key, ..
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iv.

Suggestions:

Below one may find some suggestions on the presentation and formatting of text.

These

suggestions are not meant to be followed by the letter; students are

encouraged to check the standards required by their respective faculty.

General Text:

Titles:

The font style should be clear and easy to read, preferably.a sans serif type
such as Arial or Calibri.

Font size 12.

Font colour should be black throughout.

It is suggested that text is aligned to the left. This will avoid extra spacing
between words.

Page numbers should be centred at the bottom of the page. Roman numbers
should be used on the first few pages until just before the Introduction,

where Arabic numbers should be used.

Use style Heading 1 for the main titles, Heading 2 for sub-titles, and Heading 3 in
case you have any other title level that you wish to include in the table of contents.

Heading. 1 is usually bold and size 16 or 14. Heading 2 can be set to size 14. Sub-
titles should be numbered (choose Format > Numbering in the Modify Style dialog

box).

Tables & Figures:

If you intend to include an automatic table of figures, it is important to add captions

to your tables / figures.
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In Microsoft Office Word 2003, select the table / figure, then click on Insert >
Reference > Caption. In the label list choose the label that best describes the object
and click OK.

In Microsoft Office Word 2007 / 2010, select the table / figure, then click on
References > Insert Caption. In the label list choose the label that best describes the

object and click OK.
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Generating the Table of Contents

Creating an automatic table of contents is crucial for any write-up. This will not only
make things easier for the author, but when the dissertation is converted to PDF

format, Adobe will use the items in the table of contents to create bookmarks in the

document.

In Microsoft Office Word XP and 2003:

e When the dissertation is completed, create a blank page ' where you wish to

include the table of contents.

e Click Insert > Reference > Index and Tables.

Inzert | Format

Tools

Table

Break...

Page Murnbers...

Window Help

@ [/100% - @

' .
2,2 Diagram...

10201314 5
Date and Time...
AutoText 3
Eield...
symbol.
_d Comment
Reference k Footnote...
Caption..,
Picture 3 Cross-reference...

Index and Tahles...
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e Then click on the Table of Contents tab.

F

Index and Tables

Print Preview

Web Preview

Heading 1 ... 1=
Heading2 3 [
Heading 3. 3

Heading 1 -
Heading 2 [
Heading 3

Show page numbers
Right align page numbers

IUse hyperlinks instead of page numbers

e C(lick OK and the table of contents will automatically be inserted in your

document.

In Microsoft Office Word 2007 and 2010:

e When the  dissertation © is
completed, create a blank page
where you wish to include the
table of contents. [

e  Click on References > Table of
Contents. Then choose the style
that you wish to use.

e The table of contents will

automatically be inserted in

o
_/ Home Insert Page Layout Mailings

[Zw Add Text ~ [y Insert Endnote &
S Update Table AB Next Footnate - || '—
Table of Insert ~ . Insert
Contents ~ Footnote J anow Notes Citation |
Built-In

Automatic Table 1

Contents

Heading 2.
Heading 3 ...

Automatic Table 2

Table of Contents

your document.
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Inserting a Table of Figures

The table of figures is very similar to the table of contents. It lists the figures that

you include in your dissertation.

In order to be able to use this feature, you should label each figure using the

appropriate method, as follows:

In Microsoft Office Word XP and 2003:

e Click on the image to which you wish to‘add a caption.

e Click Insert > Reference > Caption.

Insert | Format  Tools Table Window Help
Break... = Times Mew Roman
Page Mumbers... 4T E T
Reference k | Footnote...
Picture 3 | Caption...
9 Hyperlink.. Ctrl+K Craoss-reference,.,
¥ Index and Tables...
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e The Caption window will pop-up as illustrated:

[7] Exdude label from caption

Position: | Below selected item

I 5
Caption lij
Caption:
|Figure ﬂ I >
Options
Label: Figure >

=
B2y

’ New Label... H

] ’ Numbering. .. ]

’ AutoCaption... ] ’

QK

=

Here you can type a caption title for your
image

Use this drop-down arrow if you wish to
change the label of your object to
equation or table instead of figure.

Click here if you wish to change the
position of the caption in relation to your
object.

e The table of figures can then be inserted by clicking on Insert > Reference >

Index and Tables. Then select the Table of Figures tab.

In Microsoft Office Word 2007 and 2010:

1. Click on the image to which you wish to add a caption.

2. From the References tab, click on Insert Caption.

=

Insert
Caption

3. The Caption window will pop-up as illustrated:
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Capkion:
IFingrE 1 >
Opkions
Label: IFigure j—%
Position: IBell:uw selected item vl
[ Exclude label From caption \
Mew Label, ., | Delete Label | Mumbering. .. |
AuktoCaption, ., | (] 4 I Zancel |

e The table of figures can then be inserted by

Figures from the References tab.

Here you can type a caption title for your
image

Use this drop-down arrow if you wish to
change the label of your object to
equation or table instead of figure.

Click here if you wish to change the
position of the caption in relation to your
object.

clicking on Insert Table of
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Changing the Language Settings

NOTE: These settings are only needed by students who are using Maltese characters

in their dissertation. All other students may skip this step.

It is important not to use any installed Maltese fonts you may have, as these, as a
rule, are not in a standard format, and conversion would 'not work with Adobe

Acrobat.

To use Maltese language characters follow these steps:

In Windows XP:

e Click on Start and Control Panel.

e Double-click Regional and Language Options.

S
Reqgional and
Language
Opkions

e From the Languages tab click on Details.

Regional and Language Options ilﬂ
Regional Optiors

Text zervices and input languages
To wiew or change the languages and methods you cah use to enter

text, clhick Details.
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e The Text Services and Input Languages appears. U n d énstalled Services’

check if a Maltese keyboard is already installed.

Text Services and Input Languages 21x]

Settings | Advanced |

- Default input language

Select one of the installed input languages to uze wheh vou start pour
COMmpUter.

i Installed services

Select the services that you want far each input language shawn in the
list. Uze the Add and Remove buttons ta madify this list.

~ Y] English (United States)

-ﬁ Advanced Test Services
* = |nk Conection

ey Feyboard
s add. D

Femave

i

Eroperties...

i~ Preferences

Language Bar... | Fey Settings... |

0k I Cancel | oy

e |If there isno Maltese Keyboard click on Add.

e Click on the drop-down arrow below Input Language and choose Maltese.

Add Input Language ilil

Ihput language:

¥ | Keyboard layout/HE:
IMaIlese 48-key

L

™| Handwriting recognition:

["| Speech:

™ Mare Test Semvices:

L

L

L

(1] 4 I Cancel |
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e ClickOKand you should see the IMstdllddese Kkeyhb

Services’

i Inztalled services

Select the services that vou want for each input language shown in the
list. Usge the Add and Remove buttons to modify this list.

Bl English [United States)
& Advanced Tewt Services
= |k Carrection

k.evboard

- Us Add.
Malteze Remove
F.eyboard

v Maleze 48-key

il

Froperties. .

e Click on Key Settings and a dialog box will appear (see below). Click Yes.

Change Text Seryices =]

P Unable ko change one of the key settings until the kevboard layout changes are applied.
-

Do wou wank ko apply the kevboard lavout changes now?

Yes Mo |

e The AdvancedKey Settings window will appear as illustrated below:

— Toturn off Caps Lock
¥ Press the CAPS LOCK key ™ Press the SHIFT key

—Hot keps for input languages
Actian

Key sequence

Switch between input languages Left At+5 hift
Switch to English [United Statez] - US [Mare]
Switch to Malteze - M alteze 483-key [Mare]

Change Key Seguence... |

] I Cancel |
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e Click OK.

e \When using Word, to shift from the English Keyboard to the Maltese
Keyboard, press on left Alt+Shift.

e {becomes G, } becomes K, \ becomes Aand * becomes 3.

In Windows Vista:

e C(lick Start > Control Panel.
e In Control Panel, if you are in Classic View, click on Control Panel Home (top

left corner)

e, » Control Panel »

Name Catego
4| Control Panel Home ey

* Classic View % { T“‘
L we=

Add Administrat.
Hardware Tools

8 e

e Click on Clock, Language and Region.

e Click on Regional and Language Options.

e Click the Keyboards and Languages tab and then click Change keyboards.

e Under Installed services, click Add.

e In the Add Input Language dialog box, select the Maltese keyboard and
click OK.

e When using Word, to shift from the English Keyboard to the Maltese
Keyboard, press on left Alt+Shift. '
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e {becomes G, } becomes K, \ becomes Aand * becomes 3.

In Windows 7:

e C(Click Start > Control Panel.

e From the top rightCategpniyner choose

=

- by [ Search Control Panel ]p
View by:

e Click on Clock, Language and Region.

" Change keyboards or other input methods

. "" Clock, Language, and Region
Q-’ Change display language

e Click on Region and Language.

e Click the Keyboards and Languages tab and then click Change keyboards.

e Under Installed services, click Add.

e In the Add Input Language dialog box, click on the plus (+) sign next to
Maltese (Malta), then click on the + next to Keyboard and Select Maltese

47-Key and Maltese 48-Key and click OK.

Vi

ew b
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s Add Input Language i]

Select the language to add using the checkboxes below. F oK i

-Lao (Lao P.D.R.) -

Latvian (Latvia)

Lithuanian (Lithuania)

Lower Sorbian (Germany)

-Luxembourgish {Luxembourag)

-Macedonian (Former Yugoslav Republic of Macedon

-Malay (Brunei Darussalam)

-Malay (Malaysia)

- Malayalam (India)

-M_altese (Malta) D
B

i i-[W]Maltese 47-Key

[¥]Maltese 48-Key

-[Cus

[+~ Other

[+~ Maori (Mew Zealand)

[+~ Mapudungun (Chile) -
1 | 3

e When using Word, to shift from the English Keyboard to the Maltese

Caps Lock || A ls IE

Shift b3

i

Cirl

Keyboard, press on left Alt+Shift.

L
Z

e {becomes G, } becomes K, \ becomes Aand * becomes 3.
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Converting the Microsoft Word Document (.doc) to a Portable Document Format

(-pdf)

The conversion should be done using Microsoft Office Word. Note that Microsoft
Office 2007 and 2010 offer the possibility for saving directly to PDF format. If you
are using an earlier version of word, or if the version you are using does not include

the PDF add-in, kindly use Open Access IT Services Workstations.

e Open Microsoft Word 2007 and open your dissertation document.

e Make sure that the Dissertation is named according to the rules i.e. Year of

Degree, Course of. Degr ee aOmBHEDO2B.h e

e C(Click on the Office button in"Word. —~

e Click Save As > PDF or XPS.

e Click Options'a n d . Crdate bookmarks using Headings’ (see

below).

options . 21 x|

Page range

" Current page
= Selection
'.ﬁPag_e(s:l From: |1 ﬁ To: |1 ﬁ

Publish what

o Document
= Document showing markup

Include non-printing information
¥ Create bookmarks using:
' Headings
= Word bookmarks
¥ Document properties
¥ Document struckure kags For accessibility

PLF options
[ 150 19005-1 compliant (PDFE;A)
[V Eitmap text when fonts may not be embedded

oK I Zancel

Student

screenshi
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Click OK and then click Publish.

Once the PDF file is created try clicking the table of contents entries and

these should automatically take you to the corresponding link.

After checking the dissertation, burn onto a CD-ROM. Do not include the
Word file in the CD-ROM.

The CD-ROM should be given to the respective faculties.

The CD-ROM should also be tagged with the name of the dissertation i.e.
Year of Degree, Course ofin thBégmtee and

stipulated earlier.
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Frequently asked questions

How can | apply different page numbering for different sections in my dissertation?

To apply different page numbering to the different sections in your dissertation (e.g.

to the table of contents) you wil/ need to

In Microsoft Office Word XP and 2003:

e C(Click Insert > Break.

Insert | Format Tools Ta

Break...

Page Numbers...

Date and Time...
Symbol...

Picture 3

9 Hyperlink.. Ctrl+K

»
L

e B.e | Beution'break types’ ¢ hN2xx Bage and click OK.

i Break M-‘

Break types
(7) Page break

() Column break
i) Text wrapping break
Section break types

(7 Continuous
(7) Even page
(©) Odd page
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Insert page numbers in the first section by clicking on Insert > Page

Numbers. Note: You can change to roman numbers by clicking on Format

(see below).

Insert| Format Tools Ta

Break...

| Page Mumbers...

Date and Time...

Symbol...
Picture 3
9 Hyperink... Ctrl+K
b
r v '\'
Page Mumbers &J
Position: Preview
Bottom of page (Footer) IZI
Aligrment: —
Right IZI ="
Show number on first page =
o ) o A oo ]

L o
When you’'re done from the first
Insert > Page Numbers. - .

Page Mumkber Format &J
Click on Format. Number format: PO - |
[7] tndude chapter number
Chapter starts with style  |Heading 1
Use separator: (hyphen)

Examples:  1-1, 1-A

Page numbering
@ Continue from previous section

() Start at: =

[ o

1 ’ Cancel

sect
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e Choose the

whether you wish to continue your page numbering from the previous

numb er Page numbering’

section or whether you wish to start from a different number.

e Click OK.

Breer i

oinn cthlh® s

In Microsoft Office Word 2007 and 2010:

e From the Page Layout tab, click Breaks > Next Page.

) [

b—

—4

Wil

g

—

Page Layout References Mailings Review View
ntation - F,::: Breaks - 4] Watermark = Indent
M Page Breaks
mns * Page
4 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,

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

Section Breaks

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

Continuous
Insert a section break and start the new

e Insert page numbers in the first section by clicking on Page Number from the

Insert tab. Note: You can change to roman numbers by clicking on Format

Page Numbers (see below).
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#] Page Number -

Top of Page 3
Bottom of Page 3
Page Margins 3
Current Position 4

Format Page Mumbers...

Py BB DE

Eemove Page Mumbers

e When you’'re done from the first section

Insert > Page Number > Format Page Numbers.

I i
Page Mumber Format &J

Number format: 23 M

[7] Indude chapter number
Chapter starts with style  |Heading 1

|Jse separator: - (hyphen)
Examples:  1-1, 1-A

Fage numbering
i@ Continue from previous section

i) start at: =

Ok 1 [ Cancel

e Choose the number format. Then, in t h Page ‘numbering’ section choos
whether you wish to continue your page numbering from the previous

section or whether you wish to start from a different number.
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e Click OK.

| changed a Chapter title; how can | update the table of contents to reflect this change?

e The table of contents does not update automatically.

e Click inside the table of contents and press F9 on your keyboard. Then select
‘update entiretable’ . Thi s wi | | update any

including page numbers.

In addition to headings 1, 2 and 3 | have used another style in my dissertation. How can |

include any sub-titles formatted using this style in the table of contents?

By default when creating the table of contents, Microsoft Word will only include
titles formatted using the built-in headings 1, 2 and 3. However, you can change

these default options toinclude any other style of your choice.

In Microsoft Office Word XP and 2003:

1. Click Insert > Reference > Index and Tables.

2. From the Table of Contents tab click on Options.

changes
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3. Under nfoGldvél:’ ‘s cr ol | down to find the name
wish to include in your table of contents and assign a number to it,

depending on which level of the table of contents you want it to appear.

Table of Contents Options &J

Build table of contents from:

| Styles
Available styles: TOC level:

Heading &6 -
Heading 7
Heading 8
Heading 9
~  Library 4

Marmal -

CQutline levels

Table entry fields

Ok ] ’ Cancel

In Microsoft Office Word 2007 and 2010:

1. Click References > Table of Contents > Insert Table of Contents.

2. From.the Table of Contents tab click Options.
3.Under nftoGldvedl’ ‘s cr ol | down to find the name
wish-to include in your table of contents and assign a number to it,

depending on which level of the table of contents you want it to appear.
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-
Table of Contents Options lij

Build table of contents from:

Styles
Available styles: TOC level:

Heading 6 -
Heading 7
Heading &
Heading 9
< Library 4 L]

Mormal -

Cutline levels
[] Table entry fields

o 3 o

| have included a resource pack with my dissertation. What shall | do?

This holds especially for B.Ed. students. If the resource pack can saved in a digital
format, then it shouldbe saved as a separate file on the same CD. The CD should be

tagged using normal tagging (see pg. 22), followed by .RP

My dissertation is divided into volumes. How can | save the files?

A multi-volume dissertation should be tagged with the normal tagging and a .01

should be added for volume 1, .02 for volume 2 and so on.
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| _have included audio-visual material with my dissertation. How shall | present audio-

visual files?

Computerized files accompanying the dissertation should be saved on a separate
CD-ROM and given a normal tagging followed by .AV. It is important that the file is
not saved on the same CD-ROM together with the dissertation. Computerized files

will be handed to the Melitensia section, and put in the Audio Visual section.
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Please Note:

Responsibility of the content of the dissertation will fall solely on the student.
Lecturers, secretaries and library staff cannot and may not change any part of the
dissertation. If any mistake is detected, the dissertation CD-ROM shall return back to

the student and only the student may amend the document.

Minimum System Requirements

e Windows XP SP2 or Higher

e Microsoft Word XP or Higher.
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Contact Us

Any queries and / or difficulties may be directed to Raelene Galea on

dissertations.lib@um.edu.mt
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