Formatting Tricks with Word
Or, how to make Word your bitch and produce good assignments

This document is designed to help you out with formatting your assignments! Word is a finicky creature, but it’s got some good tricks that will both save you time and create a more professional document.

Introduction
First thing’s first! Go to the task bar and click Insert > Pages > Cover Page, and select your preferred style. Once done, transfer the title and subtitle onto the cover page. Add your name and the hand-in date. If you want to you can include other details too, like your student number and your course. It’s good practice to include your final word count too.
If you want to have an abstract, this can also be added to the cover page (some cover page templates will include this automatically). Alternatively, it can be included on its own page. An abstract should not be long – about 200-300 words max, and it’s a super concise summary of the paper. To get an idea in this document, put that paragraph above the word “Introduction” (starting with “This document is designed…” and finishing with “… a more professional document.”) into the abstract box.

Methodology
Next, you want a contents page, but this needs to be on a separate page of its own. Place the cursor on the top left of this page (and then press the “home” button on the keyboard to be sure). Go to Insert > Pages > Page Break – this will open up a clean new page.
However, DO NOT INSERT YOUR CONTENTS YET. Get page numbers sorted first.
Page numbers are the devil in Word, because for reasons entirely unknown there isn’t a “Exclude cover page and contents page” option, which is frankly absurd, but there we are. You need there to be no numbers at all on the cover page, which is relatively simple; you also need to use separate Roman numeral numbers on all contents pages, though, so that your report can start properly at Introduction. This is harder. But it is possible.
To start, we do tedious things with page breaks.
Go to your contents page, put the cursor there and press the Home button on your keyboard. Now, go to Layout > Page Setup > Breaks, and in the drop-down menu go to Section Breaks > Next Page.
Now, go to your Introduction page, the first of your report. Put the cursor at the start of the word Introduction, and again press the Home button on your keyboard. Then repeat the process of inserting a section break, as you just did. Now double click in the footer on that page to activate it. This will open the Header & Footer Design tab. You’ll know if you’ve done it right, because each footer says which section it’s in. the cover page should say Section 1, the Contents page should be Section 2, and the rest of the report should be Section 3.
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Now we add page numbers! DO NOT ADD ANY TO THE COVER PAGE SECTION. Double click the footer on the Introduction page. Go to Options > Different First Page and make sure the box is NOT checked, then deselect the Link To Previous option in the Navigation tab. Then go to Header & Footer > Page Number. Select your preferred style from the drop-down menu; bottom of page is usually best, but it’s not super important.
Now, go back to the same drop down menu. This time, select Format Page Numbers. Check the box “Start At”, and make sure the starting number is set to 1. It sometimes tries to start from 0 otherwise, which we don’t want.
Now go to your contents page, and double click the footer. Insert page numbers as you did previously, but this time, go to Page Numbers > Format Page Numbers and change the number format to Roman numerals (i, ii, iii, etc) – you’ll probably get an error box telling you the starting value is wrong. Click OK, and then where it says “Start At:”, input “i”. Click OK. Now scroll down your report and check – has it worked? There should be no numbers on the cover page, Roman numerals on the contents page, and the body of the report should start at 1 and proceed as normal.

Results
Now we want headings! But, for a report, you want your headings to follow a specific format, that will also help your captions in a bit. Put your cursor onto the section heading “Introduction”, and go to Home > Paragraph > Multi-Level List. From the drop down menu, select the style that reads “1, 1.1, 1.1.1 etc” in a pyramid, BUT HAS THE WORDS HEADING 1, HEADING 2, HEADING 3 ETC IN GREY NEXT TO THEM. See Figure 1 for details. Most likely, this will automatically turn the word “Introduction” into a heading, but you’ll see that it also put the number 1 in front of it.
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Now, go back to the Home tab, and look to the “Styles” section. For each other section heading (Methodology, Results, etc), place the cursor in the word and click the Heading 1 box. If you need to include sub-sections, you can title them using Heading 2, Heading 3 etc. This should have automatically placed the 2, 3, 4 etc in front of each section heading. If it didn’t, you may have selected the wrong style of multi-level list.
If it hasn’t opened automatically on the left hand side, go to View > Show > Navigation Pane and check the box. This will also allow you to scroll at speed through the document by clicking the relevant headings in the sidebar on the left.
Each Section needs its own clean page to start from, so also put the cursor in front of each Heading – in front of the M in Methodology, for example – and then Insert > Pages > Page Break again. 

Discussion
Tables and Figures! Each of these will need captioning. Click the graphic – here, it’s the image of the multi-level list styles -  and go to References > Captions > Insert caption. Go to the drop down menu marked “Label”, and pick whether your graphic is a figure or a table. Now click the box labelled “Numbering…”. Check the box labelled “Include chapter number”. Click okay, and the caption will be inserted, along with the right number. You will then simply need to title the graphic.
Go back to Methodology, click the graphic of the section breaks, and repeat the process (you shouldn’t need to tell it to include the chapter number again).
Every time you add a figure into the document anywhere, as long as you caption it this way, ALL the captions will update numbering automatically as needed.
A WORD OF CAUTION. If you, in your text, have referred to ‘figure 2.1’, if you later add another it may not be the right number anymore. While the captions will update, your text will not. The best advice is to highlight your text in a bright colour, so that when you do a final proofread you can easily spot and check the numbers before submission.
Also, to format tables:
	Effect
	Instruction

	Make a table
	Insert > Table > select rows and columns. To add another row or column, right click in the table and go to Insert

	Prettify the table
	Click into this table. At the top, two new buttons have appeared: Table Design, and Layout.

Click Table Design. The Table Styles box can be scrolled through, and you can select whatever style you wish.

The colour options are set by the overall document palette, which can be changed by going to Design > Document Formatting > Colours



Once you have formatted this table as you wish, click on it and then go to References > Captions > Insert caption. Make sure you change the Label box to “Table” instead of “Figure”, if it hasn’t done it already.

Conclusion
Go back to your (currently empty) contents page. On that page, again place the cursor in the top left. Go to References > Table of Contents, and select a style (the first suggested style is absolutely fine.) This table is automated. Later on, you can update it by right-clicking it, and choosing “update field”.
Under the table of contents you put in, click the cursor onto the page (NOT in the contents field). Press enter once or twice to put some space in. Go to References > Captions > Insert Table of Figures. Just like the table of contents, this will generate it for you – also like the table of contents, the final thing you do before submission should be to right click the field, and select Update Field to make sure your captions and page numbers are correct.
You will need to add a title, so click into the space you created between the contents and the list of figures, and put one there.

References
There are a whole host of reference generators out there – a lot of people use Mendeley or Zotero (I highly recommend Mendeley). 
But Word also offers one. However, it doesn’t offer the correct citation style, which is Harvard 12th ed Cite Them Right. If you use it, you are using the wrong formatting. You may well be pulled on that by a sharp-eyed marker. That’s a frustrating reason to lose marks.
However if you INSIST:
(Although a note of caution though – if you work on the report on multiple computers, if it means switching between different Word programs – Word 2010 and Word 2013, for example – it may change the formatting for some, but not all, leading to inconsistencies. Check that.)
To use the reference generator, it’s best to cite as you go. When you need to include a citation as you write the text, go to References > Citations & Bibliography. The first time, you’ll need to set the style. Under the Style drop-down menu, change it from APA to Harvard – Anglia (this is the closest thing to the right style, but I really cannot stress enough that it’s still wrong.) Now, Insert Citation > Add New Source. Fill out all the fields you can, INCLUDING selecting the source type from the menu. Once you’re done, click OK, and Word will insert the reference for you. If you need to cite it again later, you can simply select it from the drop down menu.
Once you’re done, place the cursor in your References section. Go to References > Citations & Bibliography > Bibliography, and select References. Word will insert a field just like the contents out of everything you’ve cited.

Once you’re done, scan your work for any highlighted text. Double check the writing and de-highlight. 
Finally, UPDATE THE TABLES OF CONTENTS, CAPTIONS AND REFERENCES. Right click each, and select “Update Field.”

image1.png
H o- How to Format with Word [Compatibility Mode] - Word g EanorAlun [

Fle  Home it Degn Lyowt ewencs Mg Redw  View Hep  Acobat  ReWorks
- 5[] [5% Previous Different First Page. 5+ Header from Top: [1.25cm  +
OB B e Eld B - . B
= 155 Next [l Different Odd & Even Pages | =+ Footer from Bottom: |125cm  *
Header Footer Page | Date & Document Quick Pictures Onlne | Goto o' 1y ; Clos Header
o e | Poe Dopament Cunck Picurss Botve | e o BRI | & svow Document Tt | B rsert Algnment b e
Hesder & Foater o Navation optins Fostion dose o
B
Formatting Tricks with
Word
it Page Fogte Sedian - it Page Foste Sedian?. e
[Frtrage hesser sesion’.| s T e | (TSR o o ot v e e v oo v s oy 6 i 50 SO R
‘now), double click it, go to Page Numbers > Remove Page Numbers. Then go to your contents page,
st i’ st Go o th task br and cick nsrt > Pges > CoverPage,and select your preferred o e e o b e e e e e oo e
e Once done, st the e and st oo the cover age.AGd yourrame nd-he hardm e e e e e
e 1fyou want to you can include other detafls too, ke your student number and your course. ‘your report. The numbers you installed previously should now be starting at 1 from the Introduction
If you want to have an abstract, this can also be added to the cover page (some cover page onwards.
emplates willinciud tis automatcall). Akermatly, it can b ncluded on s own pge. A
bstrac should not e o - about 200-300 words s, a5 3 supr cancse summany fthe
Saper.Toget o dea, ot the pragraph sbov the word “ntroducton nf the abtactbox. Resls

Now we want headings! But, for a report, you want your headings to follow a specific format, that

will als0 help your captions in a bit. Put your cursor onto the section heading “Introduction”, and go
Methodology to Home > Paragraph > Multi-Level List. From the drop down menu, select the style that reads “1,
1.1, 1.1.1 etc” in a pyramid, BUT HAS THE WORDS HEADING 1, HEADING 2, HEADING 3 ETC IN GREY
NEXTTO THEM. See Figure 1 for details. Most likely, this will automatically turn the word
Introduction into a heading, but you'l see that it also put the number 1 in front of it

Next, you want a contents page, but this needs to be on a separate page of its own. Place the cursor
on the top left of this page (and then press the “home” button on the keyboard to be sure). Go to

Insert > Pages > Page Break — this will open up a clean new page.

However, DO NOT INSERT YOUR CONTENTS YET. Get page numbers sorted frst.

Page20f6 1482words 3 English (United Kingdom) ] B -— b+ 0%
181
H O Type here to search s BNG oy K





image2.png
Formatting-Ticks-with-ssoic {cornpadbilty Mode] - Word EanorAlun [

Design  Layout  References  Mallings Hep  Acobat  RefWors  Q Tell me what youwant to o

& Cut N s L — P Find -
B B o (Caliri Body) |11 _-| A" A | Aa- | % 209 [ nasbeene assbeene AaBbC: AaBbcel A 4aBbec. acsbceoc acBbcep acsbcep. maBbCeD AaBbecd: AaBbCeD: ABsCeDT | B e (&3 A
Past I U mx x| A-W-A- ALY b Hedngl Heding? | Toe  Subtile  Subtiefm. Emphasis ImemseE.  Swong  Quote  IntenseQ. SubtleRef. - Create and Share_Request

8 FormatPanter et | CEEERER
apora Font 5 suies 5 eating Adone Acotat o

P . S Go to the drop down menu marked “Label”, and pick whether your graphic is a figure or a table.
Navigation &3

Introduction -
scochcocment P =ty
First thing’s first! Go to | age, and select your preferred
ey | Bom | Do style. Once done, transi| ‘1| Addyourname and the hand-in
date. If you want to you number and your course.
Jp—
Create an interactive outline of If you want to have a 1 Hesina 2 g (some cover page
SRR templates will include t |~ | | Attickl o :f:";n: — ledonits own page. An
e Rl abstract should not be |~ Secton | s, irconcise summary of the
whereyou are or quickly move paper. To get an idea, @ T 1o 1into the abstract box.
your content around. TATATA LS esing o=
ERERRRRR
o | oer !
and apply Heading styles to the Methodology
headings in your document. 1.t | | Heaing 3—
Next, you wanta conte age of its own. Place the cursor
onthe top left of this p; >t " Current Documents sure). Go to Insert > Pages >
Page Break — this will of | 1 seuces 1
1 asng 2

Onthat page, againpla | ... > Table of Contents, and select
a style (the first suggest ated. Later on, you can update
it by right-clicking it, an

Define New Multilevel List.

Define New List Sty
Results

Now we want headings! But, for a report, you want your headings to follow a specific format, that
will also help your captions in a bit. Go to Home > Paragraph > Multi-Level List. From the drop down
menu, select the style Go back to the Home tab, and look to the “Styles” section. For each section
heading (Introduction, Methodology, Results, Discussion, Conclusion), place the cursor in the word
and click the Heading 1 box. If you need to include sub-sections, you can title them using Heading 2,
Heading 3 etc.

Page1of2 4s6words [I%  English (United Kingdom) & B -+ 100%

H P Type here to search





