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How to Download and Open Template File

The new Word template is saved as a .dotx file, which means you can download it to your
computer as a template. Typically, your custom templates, such as this ETD template, will
automatically save in a folder for “Custom Office Templates.” You can create many
documents based on this template. These instructions will show you how to download the
template correctly and create multiple documents from it — without altering the template
itself.

Downloading and Saving the Template

1. Download the template from the Graduate School’s Thesis & Dissertation page.

2. Save the file to your Custom Office Templates folder, which is on all Windows
computers. If you are using macOS, the template is saved in
/Users/username/Library/Group Containers/UBF8T346G9.0ffice/User
Content/Templates (unless you select a different location).

Creating a Document from the Template

1. Gotothe template folder and double click on the file. This step is very important
because it will create a brand-new document from the template.

2. When the file opens in Word, go to Save As.

3. Create atitle and save the document as a .docx file in a folder of your choice. Click
Save.

4. Note: when naming a file, do not have any spaces in the title (e.g., “my thesis.docx.”)
Instead, you need to use dashes or underscores (e.g., “my-thesis.docx”) to ensure
the file name does not have any errors when loading or when transferred to another
computer.

5. Now you’re ready to write! Follow these steps to create a second, third, etc.
document from the template if you need to.

How to Add a New Chapter or Major Section

Section Breaks and Page Breaks

Page Breaks

Often, people confuse page breaks with section breaks. Page breaks only start a new page;
they have no impact on the formatting. This function is useful if you need to move a table
title onto the next page or have a widow/orphan situation with your text. Do NOT use “page
breaks” to start a new chapter or major section.

Section Breaks
Section breaks are what you must use to start a new chapter or major section. If you need
to start a new chapter, appendix, etc., then follow these steps:
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Put your cursor at the end of the preceding section.

Go to the Layout tab, then click on Breaks. This should bring you to a drop menu.
Under “Section Breaks,” click on Next page.

Now you have a new section and can begin a new chapter.

Note: Use “Major Headings” as it is set up in the template to type the heading for
your new major section. This heading style in the new template is already set to add
the 2-inch top margin so you don’t have to.

A

Heading Styles: Descriptions

Pre-set headings allow users to create bookmarks within a document, which enable easier
navigation and render the document accessible and usable with screen readers. This
template has several pre-set heading styles that meet the Graduate School’s formatting
standards and adhere to ADA requirements for digital accessibility.

There are many heading styles that are pre-set in the new template: ETD Titles; Major
Headings; Subheadings; Table of Contents (Heading); Table Titles; and Figure Captions.
Read through the descriptions below to learn how to use them properly. These heading
styles enable your document to:

1. Have the 2-inch top margin on the first page automatically — without multiple
section breaks within the chapter;

2. Insert a self-populating table of contents, list of tables, and list of figures; and

3. Have bookmarks for navigation and accessibility.

“Heading 1, ETD Title”

This heading is only for the title of your thesis or dissertation. The title on the title page is
already set to this style. Using this heading style for your ETD title will also ensure
accessibility by giving your document a title that can be read by screen readers.

“Heading 2, Major Headings”

Truncated as “Major Headings,” this style should be used for all major headings. The
formatting guide has a complete list of major headings on pages 19 and 24. This heading is
currently set to small-caps so that, regardless of how you type the text, the heading will
appear in the document in small-caps automatically. It also has an invisible paragraph that
provides the page with a 2-inch top margin. For the 2-inch top margin to appear properly,
however, you need to use a section break to start each new chapter. The template
currently has section breaks for each chapter already, but you will need to add another
section break if you need additional chapters.

The table of contents is automatically set to show all iterations of “Heading 2, Major
Headings” and “Heading 3, Subheadings” (see below) in the document as entries. To
update the table of contents’ entries, all you must do is alter your major headings, then
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update your table of contents. See the “How to Edit the Table of Contents” section of this
guide for more information.

“Heading 3, Subheadings”

Heading 3, Subheadings is for first-level subheadings in your chapters. The Graduate
School only allows students to display the first level of subheadings in the table of contents
(you are allowed to have more levels in the body of the document; they just cannot be
entries in the table of contents). Use this style if you want to include the first level of
subheadings as entries in the table of contents.

“Table of Contents (Heading)”

There is a special heading just for the table of contents so that the heading conforms to the
established major heading style, has the invisible paragraph above the heading for the 2-
inch top margin, and does not appear in the table of contents. Remember: the table of
contents cannot be an entry in the table of contents. If you change the style for the major
headings, be sure to change this heading style also to match the established major heading
style.

“Table Titles”

This style is only for table titles. When you use it for your table titles, you will be able to have
a self-populating list of tables. Note that the list of tables can only work if you use the Table
Titles heading style for your table titles.

“Figure Captions”

This style is only for figure captions. Just as with the Table Titles style, the Figure Captions
style enables the list of figures to be self-populating. Type each figure number and caption
in the Figure Captions style.

Heading Styles: How to Edit Them

If you wish to use a different style for your headings than the pre-set ones, then you have
the option to modify the styles. To do so, follow these steps:

1. Gotothe Styles menu in the Home ribbon and right-click on the heading style you
wish to change. For instance, if you want to change your major heading style, right-
click on “Major Headings.”

2. Click on Modify.
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5. After you make these changes, click Ok. This will save your changes.

6. Word will now automatically update all headings at the specific level (e.g., “Heading
2, Major Headings” or “Table Titles”) with the new style you created.

7. Follow these steps to change any of the heading styles.

How to Edit the Table of Contents

In this new template, the table of contents is already set up for you. You do not have to
format any part of it, including spacing and margins. If you make any changes to the
existing headings, such as altering a chapter title or deleting an appendix, then you will
need to update the table of contents. Likewise, if you add any more major sections, such as
a new chapter, then you will need to put the major section titles in Major Headings. This
will ensure that your sections will appear in the table of contents and be formatted
properly. Remember: to change entries in the table of contents, you must alter the headings
in the document; do not try to type in the table of contents itself.

Update the Table of Contents

1. First, make any necessary changes to the headings, content, etc. Be sure to use
Heading 2, Major Headings for major headings and Heading 3, Subheadings for
first-level subheadings. You can type the title you wish to have for the chapter,
appendix, etc. in the appropriate space. There are boxes throughout the document
that instruct you on how to change the content.

:Chapter title

CHAPTER 3:|HERE IS AN EXAMPLE OF A CHAPTER WITH A TITLE THAT IS

LONGER THAN ONE LINE: THE TABLE OF CONTENTS WILL AUTOMATICALLY

FORMAT 1T CORRECTLY FOR YOU

Lorem ipsum dolor sit amet, consectetuer adipiscing elit. Maecenas porttitor

congue massa. Fusce posuere, magna sed pulvinar ultricies, purus lectus malesuada

2. After making these changes, put the cursor anywhere in the current table of
contents, then right click. A menu should appear. Click Update Field.
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3. Next, a menu will pop up with two choices: Update the page numbers only OR
update the entire table. If you have added new major sections and/or changed any
major section titles, click Update entire table. If you made simple revisions and
only need to update the page numbers click Update page numbers only.

TABLE OF CONTENTS
Update Table of Contents ? X -
............................................................................. m
Word is updating the table of contents. Select one
of the following options: -
(::I Update page numbers only ~ [Emmmmssmssrssseeeemseme s s 1w
CHY e
.............................................................................. W
Cancel
ot~ Vi

4. The table of contents will update automatically!

Update List of Tables and List of Figures

The list of tables and list of figures are assembled in the exact same way as the table of
contents. You will update them the exact same way that you update the table of contents. If
Word takes you to the table of contents and asks if you want to “remove the table,” click
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NO. This way, Word will understand that you want to update a different list and not the
table of contents.

Inserting Content: Tips

Do not copy/paste your entire thesis or dissertation into the template all at once.
Instead, add the content section by section.

The “filler text” is in a dark orange color, and it can be deleted after you add your own
content. You can also change the font color later.

Use section breaks to create new chapters, appendices, etc. DO NOT USE
“PAGE BREAKS.”

Changing Font Color

If you still have any blue font after adding your content, you can select all text (Windows:
ctrl + a; macOS: cmd + a). Then, go to Font, and select black as the font color. This will
change all font to black.

Deleting Pages

abhoN=

Click or tap anywhere on the page you want to delete.

Press ctrl + g in Windows; press Option + Cmd +g for MacOS.

In the Enter the page number box, type \page.

Press Enter (or Return) on your keyboard, and then select Close.

Verify that a page of content is selected, then press Delete on your keyboard.

Landscape Pages

If you need to add a landscape page to your document, you will use Section Breaks (not
page breaks) to isolate the pages you want to convert into landscape orientation.

1.
2.
3.

Go to the end of the preceding page where you want to insert the landscape page(s).
Go to Layout, then Section Break — Next Page.

You will now see a new, blank page. From there, again click Layout > Section Break
- Next Page.

Put your cursor on the middle, blank page. Go to Layout, then
Orientation>Landscape. The page should now be in landscape.

Leave the page number on the long, right side of the page. Do not move it or change
the placement. The template contains a properly formatted landscape page.

Table of Contents




Accessibility: How to Make Your Document Accessible

Headings and Bookmarks

Itis important that you use the heading styles pre-set in the template because they create
bookmarks, ensuring users of all abilities can access your document. People who use
screen readers will be able to read your document with ease with bookmarks in place.

Accessible Tables

The most important feature of having an accessible table is repeating the header row:
1. Gotothe Inserttab, then click on Table, then Insert Table.
2. Afteryou add the table, a table menu tab will appear. Click on Table Layout, then
click on the box reading Repeat Header Rows.

Acrobat  Table Design  Table Layout

m o0

1

g f

Convert Formula
to Text

Repeat
Header Rows

B3 A
BE @ Zl
=l

[Z] Direction Margins

I:DHE\ght: |D.39" - | 0¥ Distribute Rows L

S width: |2 > | B Distribute Columns

Cell Size ] Alignment Data

Alt Text for Figures

Image descriptions can be added as alternative text in Word. Alt text is read by screen
readers in a Word file and should remain intact when you convert the .docx file to HTML or
PDF.
1. Right-click on the figure and select View Alt Text. An alt text panel will appear.
2. Enterthe appropriate alt text in the text box. It should be a 1-2 sentence description
of the figure/image.
3. Do notuse generated descriptions!

How to do an Accessibility Check in Word

You can check your document’s accessibility by going to the Review tab, then selecting
Check Accessibility in the Check Accessibility menu. The checker will tell you what to fix
to make your document accessible to all readers. For more information on digital
accessibility, please visit the Digital Accessibility at USC’s Toolbox.

Embed Fonts

Embedding fonts can help with preserving your font when you convert the documentto a
PDF. When you embed fonts into the document, the online conversion will use these fonts
to avoid font substitution.

1. Click on the File tab, and then click Options.
2. Inthe left column, select the Save tab.
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3. Atthe bottom, under Preserve fidelity when sharing this document, select the

Embed fonts in the file check box.

Preserve fidelity when sharing this document: @L Document1 -

Mﬁﬂaed fonts in the fi e i

[] Embed on y the characters used in the document (best for reducing file size)

Do not embed common system fonts

4.

You will see two check boxes: Embed only the characters used in the document and
Do not embed common system fonts.

Select Embed only the characters used in the document option to reduce the file
size but limit editing of the file using the same font. This checkbox is common for
both PowerPoint and Word.

Or, select Do not embed common systems font, which may increase the file size
but is best for allowing others to edit the document and keep the same font.

Click Ok.

Convert Document to an Accessible PDF

You are required to submit your thesis or dissertation as a PDF file. To save it:

onhwh =

Click on File, then click either Save As or Save a Copy.

Select PDF from the “Save As” drop-down list.

Click on More Options directly under the file type.

Click the box labeled Options in the popup menu.

Click the box next to Create bookmarks using: Headings.

Now, you’re ready to submit your thesis or dissertation for the format check! Visit
ProQuest’s ETD Administrator to submit your document.

‘ test-thesis |

PDF (*

Sensitivity labels arff ©rganize ~ New folder g= - ®
Learn More Options 2 < Date Modified T

‘ 71 New Folder | O current page

Publish what I
Name T
@ Document |
Document showing markup >
Include non-printing information
-]
C 1 Apps -
word bookmarks Tags: Add a tag
Document properties
Document structure tags for accessibility Options.
L1 Attacht o o

E’ Desktol Bitmap text when fonts may not be embedded

e — s

-pdf) v |

«— S < Templates > Example ~ O Search Example 2 ave

Page range

@ an

No items match your search.

Selection
O page(s) From: |1 =] To: [4 =

= Open file after publishing
PDF4A compliant

[1 optimize for image quality

[ Encrypt the document with a password Tools ~ Save Cancel
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Give PDF a Title for Accessibility

To meet federal accessibility requirements, you will need to give your document a title in
PDF form. The easiest way to achieve this is to add a title in Adobe’s document properties.
1. Openthe documentin Adobe Acrobat Reader (or Acrobat if you have access to that
program).

2. Navigate to the upper lefthand corner and click on Menu. From there, you will select
Document Properties.

+ Create
Qpen. 0
All tools Open recent files >
G >
Shift+Cliles
Save as other >
2, Export a PDF >
Protect Using Password
GA
Share file
& print Cl+p
Search 5 PLACE THE TITLE OF YOUR DOCUMENT HERE: CENTERED, SINj
a, LONGER THAN ONE LINE
By
Paste cr+v
Undo, Redo & more > Your Full Legal Name
Vi >
s : Your First Degree
Diszble new Acrobat Name of College or University, Year Awarded
Window 5 Your Second Degree (if any)
Name of College or University. Year Awarded
Help >

Submitted in Partial Fulfillment of the Requirements

For the Degree of Choose degree level of Choose degree ty

Insert Your Major

3. Next, Adobe will open another menu for the document properties. In the box for

Title, write the title of your thesis or dissertation. In the Author box, you can write
your name.

B & oo x 4 ome
Alltools  Edit  Convert  ESign

Document Properties =

o Desaipion Soarky  Form ki View Cusrn. Aot
Beerbien

@,

2 e e Tou s iach e The cn he THa Bags
b [FUGETANE

CJ.
g |

]

i

) PrA | Koo

a,

Addrionsl assdoes
02521631 P

spplicson: L PDFMaker 25 o Wand
Advanzed
FOF Producor.  Adobe POF Ubrary 5151
BOF ersion: 16 Auobet7x)
e el 5 52 dUAMIBRORIGRAITIKCRY rafl s Donumeatsiamrionds

FlleSes. 22616 4D (201590 Byess)
180
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4.

After entering the correct information, click Ok. Your document will now have a title
that screen readers can recognize.

Accessibility Checklist

Use this checklist before you submit your document. This information comes from the
Digital Accessibility Office’s Toolbox:

0

O

0
0

Use plain language and avoid jargon.

Include meaningful alternative text for all figures.

Use sufficient color contrast between text and its background.

Do notrely on color usage alone to convey information.

Label form fields appropriately.

Order your headings in a nested hierarchy, and do not skip heading levels or leave
empty headings. (The heading hierarchy is established in the template.)

Write link text that describes the purpose of the link and makes sense when read out
of page context.

Make sure tables have header rows and are used to present data rather than to
establish a visual layout.

For tables longer than one line, set up the table properties to repeat the header row.
Create a title for the PDF of your thesis or dissertation.

If you use this guide as you navigate the template and follow the instructions, you should
produce an accessible document that meets both federal standards for accessibility and
the Graduate School’s requirements for formatting.
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