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DESIGNING THE TEMPLATE
OF A DISSERTATION



Starting Microsoft Word
 Double click on the MS WORD icon (if you have it on your desktop).
e Alternatively, click the start button and then select:

All programs > Microsoft Office > Microsoft Word 2010

A new empty document (Documentl-Microsoft Word) will be
displayed on your screen (as shown on the next slide).
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Name and save your
document:

* Click on the Office button [1]
in the top left-hand corner and
then choose Save As [2]

(A new dialog box will appear
as shown on the next slide)

As [F12)

re » Other Formats
Opeén the Save As dialog box to select from
all possible file types.
»
, 2

Save a copy of the document '

E’ Word Document
= | Save the document in the default file
format.

." Word Template
_ | Save the document as a template that can
be used to mmum documents.

. Word 97-2003 Document
Save a copy of the document that is fully
compatible with Word 97-2003.
POF or XPS
Publish a copy of the document as 3 POF or
XPS file.

{ 23 word Options || X mwmj
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Name and save your document contd.

Type the name you want to give your document in the File name box, there is no
need to clear what is inside the box before typing the name, whatever you type will
replace what is already there [1].

Select the location where you want to save your document (the desktop) [2].

Select the folder (if you have already opened a folder for the document) or click on
New Folder, and give it a name, then click open [3].

Finally click Save [4]. Your document now has a name as shown on the next slide
6
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Name and save your document contd.

* The file name (My MPH dissertation Telemedicine Study) is displayed in the Title
bar.

 The type of document is also displayed in front of the name (docx-Microscoft
Word).

e Letters and numbers should be used for file names (spaces, hyphens and

underscores are also permitted); but the program will not accept any other
punctuation marks.
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Document area

Features of MS Word working environment contd.
Some of the important features of Microsoft Word working environment include:

* Title bar: Appears at the top of the program window and displays the name of the document and program. The buttons
on the right side of the Title bar are used to minimize, restore and close the program window.

*  Quick Access tool bar: Appears on the left side of the Title bar and contains frequently used commands that are
independent of the tabs displayed on the Ribbon.

*  Ribbon: Extends across the top of the program window, directly below the Title bar, and consists of a set of tabs, each
of which contains groups of related commands.

*  Document area: This is the white environment where the processing of the document is done.

*  Scroll bars: Appear along the right side and bottom of the document area and enable you to scroll through the
document.

*  Status bar: Appears at the bottom of the program window and displays various messages (including the opened flles
and folders).
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The Quick Access toolbar provides one-click access to commonly
used command and options.
* By default, it is located on the left side of the Title bar and displays
the Save, Undo, and Redo buttons.
* To add a command to the Quick Access toolbar:
On the Ribbon, right-click the command that you want to add,
and then click Add to Quick Access toolbar on the shortcut menu.
 To remove a command from the Quick Access toolbar:

Customize Quick Access Toolbar
Mew
Open
|T| Save
E-mail
Quick Print
Print Preview

Spelling & Grammar

=)=

Undo

Redo

Draw Table

More Commands...

Show Below the Ribbaon

Minimize the Ribbaon

On the Quick Access toolbar, right-click the command that you want to remove,

and then click Remove from Quick Access toolbar on the shortcut menu.

 To customize the Quick Access toolbar:

On the arrow on the right side of the Quick Access toolbar, a menu which

Includes additional commands and options that can be used to customize the

toolbar is displayed. Select the item(s) of your choice.
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The Rlbbon is designed to help you qwckly find the commands that you need to
complete a task.

It consists of a set of task-specific tabs. The main tabs are visible at all times; other
tabs, known as contextual tabs, appear only when you create or select certain
types of objects (e.g., images, tables, charts). These tabs are indicated by colored
headers and contain commands that are specific to working with the selected
object.

Clicking a tab displays a set of related commands that are organized into logical
groups.

A dialog box launcher appears in the lower-right corner of most groups on the
Ribbon. Clicking it opens a related dialog box or task pane which offers additional
options or more precise control than the commands available on the Ribbon.

If a command on the Ribbon appears dimmed, it is unavailable.
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Ribbon tabs

* File tab: This tab displays the backstage view which contains commands
related to managing files and customizing the program. The File tab
replaces the Microsoft Office button and File menu used in earlier

releases of Microsoft office.

Clicking on the File tab displays a dialog box which contains options such
as Save, Save As, Open, Close, Info, Recent, New, Print, Save & Send etc.

e Home tab: This is the most used tab;
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=l save
Save As
.= Open
[ Close

Home Insert

Info

New

Print

Save & Send

Help
Add-Ins ~
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it incorporates all text and cell formatting

features such as font and paragraph changes.
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* Insert tab: This tab allows you to insert a variety of items into a document from
pictures, clip art, shapes, charts, and headers and footers.
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Ribbon tabs contd.

* Page Layout tab: This tab has commands to adjust page elements such as margins,
orientation, inserting columns, breaks, line numbers, page background and themes.
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* References tab: This tab has commands to use when creating a table of Contents and
citation page for a paper.
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* Mailings tab: This tab allows you to create documents to help when sending out
mailings such as printing envelopes, labels and processing mail merges.
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Ribbon tabs contd.

Review tab: This tab allows you to correct spelling and grammar issues as well as set up
security protections. It also hold the track changes feature which provides people with the

ability to make notes and chanﬁes to a document of another person.
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* View tab: This tab allows you to change the view of your document to a different
two page document or zoom.
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Designing the template of your dissertation

* The first thing to be done before designing the template of your
dissertation is to obtain the guideline of the institution (i.e.,
university or postgraduate medical college) concerned.

 The information contained in such guidelines includes (but not

limited to):
1. The font to be used BROAD GUIDELINES FOR PROPOSALS AND DISSERTATIONS,
2. The font size 1. Times New Roman Font
3. The spacing 2. FoutSize 12
4. The page set up (margins and 3. Double Spacing.
gutter) 4. 25cm (linch) Margin on Fach Side of Paper.
5. The paper size > A4 Faper e
6 The Order Of arrangement 6. IMRAD Format for Dissertation (Infroduction, Materials & Methods, Results,

Analvsis of Data, Discusston, Conclusion, Recommendation. References).

7. Numbering of the sections of

. . 1. Page numbering up to Table of Confents should be in Roman Numeral while it should
the dissertation

be in Arabic Numeral from the Summary to List of References.

For publication in journals, authors are expected to prepare their manuscripts based on the
Guideline for Authors, and in some cases using the Manuscripts templates designed by the
journals concerned. 14



Designing the template of your dissertation contd.
To design the dissertation template:

* Open the folder in which the Home | st iew

document was saved. B O F wroeo xower T [F 3
» Double click on the file toopen | . ® 7 T el e
|t ) Tl v My MPH dissertati... v €& | Search My MPH dissert.. 0
* The next thlng to do iS to set *;mandrﬁﬁ. |;mlu:_.'MPHdinmﬁnn_Telu'naﬁcineitud_ ::::mn::::a
the margins and spacing o
(based on the guideline of the EHHL double click

institution concerned).
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Designing the template of your dissertation contd.

Margins and Line spacing:

Marglns

Margins are the space between the
edge of the paper and the text.

You can adjust the left, right, top and
bottom margins of your document.
By default, Word sets all margins left,

right, top and bottom to one inch.

Line spacing:

Line spacing determines the amount
of vertical space between the lines of
the text in a paragraph.

By default, lines are single-spaced,
meaning that the spacing
accommodates the largest font in
that line, plus a small amount of

extra space.

ANOWLIDGE AND PRACTICES REGARDING TELDMEDICINTG AMONG
MTALTH WOSAXXS IN 30OR0TO. NIGTRIA

A DISSIRTATION SUBMITTED TO TME POSTORADUATE SCHOOL

USMANT DANTODIYO UNIVERSTY 50K0TO, Xiceriy

W IX PAXTIAL FULFILMENT OF THE REQUIRTMENTS FOR TEE AWAKD Ofyf il
Left DEGREE OF MASTER OF FUBLIC MEALTH (M0 Right

DANMAKARANTA OMOILEINE XWAKUXO
ADM NO: XX218734001

DEPARTMENT OF COMMUNITY MEALTH

16



Designing the template of your dissertation contd.

To set the margins:

e Openthe document

* Click the Page Layout tab [1],

and click the draw down arrow —
below the Margins button [2] L R
in the Page Setup group. [L] =" e
| | L =5 i
* Alot of options will appear, go oo
Left: 2 Right: 2

down and click on Custom —
Margins [3]. . LJ inside: 125"  Outside:1"

* A Page Setup dialog box will
appear as shown on the next
slide. 17



Designing the template of your dissertation contd.

To set the margins contd.:

e By default all the margins are set to one
inch [1], set the margins in the text boxes
for the respective margins inline with
your institution’s guideline if it is
different from the default settings. If you
are adopting an existing template, the
dimensions of the margins will also
appear.

e |fyou are going to bind the document
and want to add an extra amount of
space on one edge for the binding, enter
that amount in the Gutter text box [2],
and select the side for the gutter using
the drop-down arrow in the Gutter
position text box [3].

* By default the setting is applied to Whole
document.

* Click the OK button [4]to apply the
margins




Designing the template of your dissertation contd.

Creating the sections of the dissertation

The next thing to do is to create the
sections of the dissertation.

There are 2 sections in a dissertation,
these include:

a. The preliminary section (which
consists of Title page, Dedication,
Certification, Acknowledgements,
Table of contents, List of tables, List
of figures, List of abbreviations and
Abstract).

b. The body of the dissertation
(which consists of Chapters 1 to 6,
References and Appendices).

A dummy dissertation (using random
words) containing 100 paragraphs,
each with about 10 lines (i.e., about
20 pages or more) can be created by
typing: =rand(100,10) and then press
Enter.

TITLE PAGE

DEDICATION

CERTIFICATION

ACKNOWLEDGEMENTS

TABLE OF CONTENTS

LIST OF TABLES

LIST OF FIGURES

LIST OF ABBREVIATIONS

ABSTRACT

CHAPTER ONE: INTRODUCTION

CHAPTER TWO: LITERATURE REVIEW
CHAPTER THREE: MATERIALS AND METHODS
CHAPTER FOUR: RESULTS

CHAPTER FIVE: DISCUSSION

CHAPTER SIX: CONCLUSION AND RECOMMENDATIONS
REFERENCES

APPENDICES

Allocate a page to each of the
components of the preliminary
section (i.e., from Title page to
Abstract) and 2 pages to each of the
components of the body of the
dissertation. o



Designing the template of your dissertation contd.
Creating the sections of the dissertation contd.

 Open the dummy dissertation you have
created and set the line spacing.

To set the line spacing:

* Press Ctrl + A to highlight the whole
document.

* Onthe Home tab [1], find the Paragraph
group, and click on the drop-down arrow next
it [2].

* In the Paragraph dialog box that appears, find
Spacing, click on the drop down arrow in the
Line spacing box [3]and select the desired
spacing (UDUS recommends double spacing
[4] for all dissertations).

e Click OK [5].

Extra spaces can be inserted between paragraphs
by entering the dimensions in the Before and After
boxes under Spacing

1
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Designing the template of your dissertation contd.

Creating the sections of the dissertation contd.
1

e Also set the font and font size .
To set the font: !%W_. . o T

. Press Ctrl + A to highlight the whole |
document.
* Onthe Home tab [1], find the Font group [2],

oy X cut I OPROSTARS  fore i |1 e
NI |5 e ] =

‘]j -3 Copy Ariney et
nt

B omet Painter | [ B £ U b e ac Aa- (W= A< [E W
e

Clipboard

\ TITLE PAGE

* Click on the drop-down arrow in the font box g
of your docume
[3]. |
* Inthe Themes Fonts dialog box that appears, &) oy 1T T
click on the specified font (Times New Roman) e 2 SN S
P S romatpunter oo s B
4] | o e,
Recently Used Fonts
r Times New Ro

* To set the font size: ,1 2 el pa

* Click on the drop-down arrow in the font size _Zg?f@?ggsme 4
box [5].

» Select the specified size out of the various sizes
that appear in the dialog box (usually 12)[6]; or
enter the specified size directly into the box

and click Enter.




Designing the template of your dissertation contd.

Creating the sections of the dissertation contd.

* Press caps lock (for upper case) and type TITLE PAGE before the words on the
first line of the first page. Highlight it and press Ctrl + B to make it bold.
* Press Enter to shift the other words after it to the next line.

TITLE PAGE
Dn the Insert tab, the galleries include items that are designed to coordinate with the overall look
of wour document. You can use these galleries to insert tables, headers, footers, lists, cover

pages, and other document building blocks. When wvou create pictures, charts, or diagrams_ thew

e Scroll down and type DEDICATION before the words on the third line to the end
of the page. Highlight it and press Ctrl + B to make it bold.

* Press Enter to shift the other words after it to the next line.
document text bv choosing a look for the selected text from the Quick Stvles gallerv on the

DEDICATION
Hnme tab. You can also format text directlv by using the other controls on the Home tab. Most
controls offer a choice of using the look from the current theme or using a format that vou

specify directlv. To change the overall look of vour document, choose new Theme elements on

the Page Lavout tab. To change the looks available in the Quick Stvle gallerv, use the Change
22



Designing the template of your dissertation contd.
Creating the sections of the dissertation contd.

 Repeat the procedure for the other components of the preliminary section
contd. (i.e., from CERTIFICATION to ABSTRACT).

CERTIFICATION
iTn change the overall look of vour document, choose new Theme elements on the Page Lavout

tab. To change the looks available in the Quick Stvle gallerv, use the Change Current Quick

ABSTRACT
II'{: change the overall look of vour document, choose new Theme elements on the Page Lavout

tab. To change the looks awailable in the Quick Stvle gallery, use the Change Current Quick

* Highlight the respective headings and press Ctrl + E to move them to the center
one after the other (as shown below).
ABSTRACT

iIEI change the overall look of vour document, choose new Theme elements on the Page Lavout

tab. To change the looks available in the Quick Style gallery, use the Change Curmrent Quick e



Designing the template of your dissertation contd.

Creating the sections of the dissertation contd.

The next thing to do is to complete the components of the preliminary section
as specified in the guideline of the university (or institution) concerned.
Whereas the headings of the other components are retained, and the
necessary information is typed under them, the title page has no heading.

All you need to do is to highlight the heading for the title page (already moved
to the center) and replace it with in accordance with format specified by the

university (or institution concerned) as follows:

Press caps lock (for upper case) and type USMANU DANFODIYO UNIVERSITY, SOKOTO

Press Enter once (to shift to the next line) and type (POSTGRADUATE SCHOOL)

Press Enter thrice (to create sufficient space) and type the title of your research (e.g., KNOWLEDGE AND
PRACTICES REGARDING TELEMEDICINE AMONG HEALTH WORKERS IN SOKOTO, NIGERIA)

Press Enter thrice and type A DISSERTATION SUBMITTED TO THE POSTGRADUATE SCHOOL

Press Enter once and type USMANU DANFODIYO UNIVERSITY, SOKOTO, NIGERIA

Press Enter thrice and type IN PARTIAL FULFILLMENT OF THE REQUIREMENTS FOR THE AWARD OF
Press Enter once and type DEGREE OF MASTER OF PUBLIC HEALTH (MPH)

Press Enter thrice and type By

Press Enter once and type your name (e.g., DANMAKARANTA OMOILEIWE NWAKUKO)

Press Enter thrice and type DEPARTMENT OF COMMUNITY HEALTH

Press Enter thrice and type the month and year of graduation (usually the date fixed for the external
defense (e.g., June 2019)

The completed title page is shown on the next slide.

24



Designing the template of your dissertation contd.
Creating the sections of the dissertation contd.

TUSMANU DANFODIO UNIVERSITY SOEKOTO

(POSTGRADUATE SCHOOL)

* The completed title YLD XD PRACTICES REGARDING TELEAETICIE AMONG EALTS
page is shown here. woRKERS INSOKOTO

A DISSERTATION SUEMITTED TO THE FOSTGRADUATE SCHOOL
USMANU DANFODIYO UNIVERSITY, SOKOTO, NIGERIA

e Please note that
there is no Sepa rate IN PARTIAL FULFILMENT OF THE REQUIREMENTS FOR THE AWARD OF

h ea d i N g fo r t h e DEGREE OF MASTER OF PUELIC HEALTH (MPH)
T I T L E PAG E ' DANMAKARANTA 0::}EEIH'E NWAKUKO

|
DEPARTMENT OF COMMUNITY HEALTH

AFRIL 1019
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Designing the template of your dissertation contd.

Creating the sections of the dissertation contd.

For the components of the body of the dissertation

Press caps lock (for upper case) and type CHAPTER ONE before the words on
the first line of the first page.

Press Enter to shift the other words after it to the next line.

Type the title of the chapter (INTRODUCTION) before the words on the second
line and press Enter to shift the other words to the next line.

Type 1.1 Background to the Study (with all the main words in capital letters) on
the third line and press Enter to shift the other words to the next line.
Highlight the chapter heading and subheading, and press Ctrl + B to make them
bold.

Highlight only the chapter heading and press Ctrl + E to move it to the center.

CHAPTER ONE
INTRODUCTION
1.1 Background to the Study

iI'n change the overall look of vour document, choose new Theme elements on the Page Lavout

tab. To change the looks awailable in the Quick Stvle gallery, use the Change Current Quick 26



Designing the template of your dissertation contd.
Creating the sections of the dissertation contd.

For the components of the body of the dissertation contd.

 Count three lines under the subheading, place the cursor before the first word
on the fourth line and press Enter twice to create a new paragraph with
adequate space between it and the lines under the subheading earlier created.

* Type 1.2 Problem Statement (with all the main words in capital letters) in the
first line of the new paragraph created and press Enter to shift the other words
to the next line.

* Highlight the newly created subheading, and press Ctrl + B to make it bold.

* Repeat the procedure for the other subheadings in the chapter

CHAPTER ONE
INTRODUCTION
1.1 Background to the Study
To change the owverall look of wour document. choose ew Theme elements on the Page Lawout
tab. To change the looks awvailable in the Quick Stwle gallerv. use the Change Churrent Quick

Stwle Set command .

1.2 Problem Statememnt
Both the Themes gallerv and the Quick Stwvles gallerv provide reset commands so that vou can
alwaws restore the look of vour document to the original contained in

BOLE CUrrernt t emplat =

1.2 Rationale for the Study
On the Insert tab, the galleries include items that are designed to coordinate with the owverall look 27

of wour document. Y ou can use these galleries to insert tables. headers. footers. lists. cowver



Designing the template of your dissertation contd.

Creating the sections of the dissertation contd.

For the components of the body of the dissertation contd.

In situations where there are sub-subheadings:

Count three lines under the last subheading, place the cursor before the
words in the fourth line and press Enter twice to create a space between it
and the lines under the last subheading.

Type 1.4 Aim and Objectives of the Study (with all the main words in capital
letters) in the first line and press Enter to shift the other words to the next
line.

Place the cursor in front of the words in the next line and type 1.4.1 Aim
and press Enter to shift the other words to the next line.

Count two lines under the newly created sub-subheading, place the cursor
in front of the words on the next line and type 1.4.2 Specific objectives
(with only the first word in capital letter) and press Enter to shift the other
words to the next line (as shown on the next slide).

There is no need to create any space between sub-subheadings.

Repeat the procedure for all the chapters of the dissertation.
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* For the components of the body of the dissertation contd.
* Insituations where there are sub-subheadings contd.

1. 3 Faticmale for the Stad-y
Om thes Ies=rt tab, the gallasriss inclasds item s that ars desd snaed o oosoodi mates writh thee onrers]l 1o-ndc
of o doe=mmment. T can s theess malleriss b imxesst tables headosrs foevters, lists, ooesr

pasmss | and oty dosmmm et o ldine blockes . Whan yon oreats pdotheres, charts o diasrams they

1.4 Adim anmd {Fb jectives

1.4 1 Adrm

Hom= tabh. Also coogdinats with yoor orent doesmmmeant ool Yoo can sasily chaness thea
formmaattine of salaectad tewt in the do-mmmeant tet by cheeepsine 8 ook g the =slactad et fToan thea
1 4 2 Specfic ob jectives

Home= 183k, hicst controls offer a chodos of esing the ook fToan the omrent thearms of iesdime a

formmat that von spaecityr dirsctly. To chanes the oversll 1ol of oaer dosciemarnt, cheosmees meams

1 & EFesearch Hypothesis

1.5 1 Mull hypothesis

Th=ms slsmaents on the Pass Layoont tabh To chaness the londkes availakls in the Onnicds Style
Eallersy, wes the Chanes Correant Ohvick: Stls Eat

1.5 2 Altermative hyvpothesis

Ay Fommamnedl. Both the Themeas gallery and the Onmick Steles sallery poovids resat ooammandds: s
that wou can alvways restoars the loendks of oy dosoiment b the oriminal oontainsd in woaer oorrent
te=mplats COn the Tneart tabhy, the malleries incheds items that ar= designad to oooodinats with thea

orarsll ool of o dosremeant. o e mEs thease mallaries tovineart tables haadsrs footers lHet=,



Designing the template of your dissertation contd.
Creating the sections of the dissertation contd.

* Since each of the components is expected to
be on a separate page, the next thing to do is

to create page breaks.

To create page breaks

* Put the cursor directly before DEDICATION.
 On the Page Layout tab [1], find the Page
Setup group [2], and click on the drop-down

arrow next to Breaks [3].

* Inthe dialog box that appears, find Page

Breaks and click on Page [4].

* DEDICATION automatically shifts to the next
page (as another heading). Repeat the
procedure for the remaining components (i.e., |
from Certification to Appendices).

with vour current document Iook. You
document text by choosing a look for
POSition of CUrSOr s PEDICATION
Home tab. You can also format text dis
controls offer a choice of using the ¢
specify directly. To change the overall

the Page Layout tab. To change the lo

Home  Inset | Pagelayout | References  Mailings  Revew  View  EndNoteXs

ﬁ@: I cotors - L:J L} ]'j J%Sﬁ A ) e

5 (AlFonts -

Themes Margins Orientation Size  Columns
. [Oefects~ || e v Ve

[ 2228 e 4
¢ point at which one page ends

L »
Themes tup >| and the next page begins.

n
—|  Indicate that the text following the column
=| break will begin in the next column,

L TextWrapping
{35' Separate text around objects on web

= pages, such as caption text from body text.
Section Breaks

I Next Page
" Insert 3 section break and start the new
f‘_ﬁ section on the next page.

Short cut: Put the cursor directly before the next component to be moved to a new page and press Ctrl + Enté&r




Designing the template of your dissertation contd.
Creating the sections of the dissertation contd.

 The next thing to do is to divide the ecitionof cureor
dissertation into 2 sections (i.e., preliminary \
section and body of dissertation) since they Koot Knoviedse, pacices idemedicine, hesth workerd
have different numbering formats by creating
section breaks. 1

To create section breaks & poctoos | Neles_Matons bV _tnt3

* Putthe cursor immediately after the last Key QME?” L:' c;_Jﬂ e O
word under ABSTRACT. s _J, st n e

 On the Page Layout tab [1], find the Page |
Setup group [2], and click on the drop-down
arrow next to Breaks [3].

* Inthe dialog box that appears, find Section

Breaks and click on Next Page [4].

2 Column
Indicate that the text following the column
== break will begin in the next column,

Text Wrapping
mm=| Separate text around objects on web
pages, such as caption text from body text,

Section Breaks

| Next Page
- reak and start the new
?_ﬁ section on the next page.

4

’

Continuous

| == Insert & section break and start the new

— section on the same page.
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Designing the template of your dissertation contd.

Creating the sections of the dissertation contd.

1
* Finally, the sections are numbered.

% Inset | Pagelayout  References  Madings  Redew  View  EndNoteXs .3
To number the preliminary section: ReliEl L VRN m%@“-.lﬂm "gj A3 4
 Go to the first page of the preliminary section: we s e

* Onthelnsert tab [1], find the Header and
Footer group [2], and click on the drop-down
arrow next to Page Number [3].

* Inthe dialog box that appears, click on Format
Page Numbers [4].

e Click on the drop-down arrow in the Number
format box [5]of the Page Number Format
dialog box that appears, go down and select
the Roman Numeral format (i.e., i, ii, iii) [6].

* Find Page numbering and use the drop-down
arrow in the Start at box [7]to indicate that
the numbering should start at i.

* Click OK [8].

cela e i eI CFORNTRINTR 7 '
choose new Theme elements on the Page Layouttab, | & Eottomof Page :
To change the looks available in the Quick Style galler &) = Page Margins 4
command. Both the Themes gallery and the Quick Styles| ) = current Position / )
can always restore the look of your document tothe origing

Insert tab, the galleries include items that are designed (5 Comat o mber..
document, You can use these galleries o insert tables, h{ =k  Bemore Pge Numbers
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Creating the sections of the dissertation contd.

To number the preliminary section contd.:
Click again on the drop-down arrow next to
Page Number [3].

In the dialog box that appears, click on
Bottom of page [9].

In the Simple options that appear, select Plain
Number 2 [10].

Finally, click on Close Header and Footer [11],
or press Escape.

9 Afy ZM

Heade Fote Tot Mwmom
'lwm © Cagr ' Objet*

MC:J I”MM =0 0-‘ Tt
wouttsh, | etiomet Fage )

| Plain Number |

Ll

k Style gatert =] Bage Margrs '
VUS| ) Gtboimon b |
ttothe B e |

are desgned|
S0t tabies, oK BewonePogeNumbers |

AZ BSonatweioe - n 0

== ) oute e

Imboli

¢ pktures, charts, or diagrams, they also ¢
hange the formatting of selected text in m;
mhooudsm;mtyonwmu
rols on the Home tab. Most controls oﬁeu|
format that you specy directly, Yo change {
Hnts 0n the Page Layout tab, To change the.
rrant Quick Style Set command, ‘
o5 gallery provide reset commands so that|
{inal contained in your current template, o«
wm«ummmmmum
s, footers, lists, cover pages, and other doc

faracns. thav alka enardinate with vour mr!

| Plain Number 2

10

Plain Number )

E=)»

Header & Footer

¢ 3, Previous Section
; A 3, Next Section

" Different First Page

" Different Odd & Even Pages

Quick Picture
Vv Show Document Text

==/ Home Inset  Pagelaout  References  Maiings  Review  View  EndNote)s | Design

BEE 55

Heodcr Footer Page Date
Number~ & Time Parts~

Options

Ejs HeaderfromTop: 0.5

iz Footer from Bottom: 0.5"
3 Insert Agnment Tab

Potition

Close Header
and Footer

Close
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* Finally, the body of dissertation section is :
numbered.
To number the body of dissertation section: | et | hlot R Wi Reior Ve ot ety
*  Go to the first page of the body of dissertation [~ ] W AW @ 4 & _;j 3 4
section (i.e., the first page of CHAPTER ONE). e oSt e s (om0 ot
* Onthelnserttab [1], find the Header and Footer: ™ Mo mp"l“wimmjju Ipolhge
group [2], and click on the drop-down arrow next chose e e cknentsonthe e aoutt, | Btomothae
To change the looks avallable In the Quick Style gallen =)  Eage Margns
to Page Number [3] command. Both the Themes galery and the Quick Stles| o) cunentdostion / »
* In the dialog box that appears, click on Format ot 5 e e s ot o e
Page Numbers [4]. documen, Youcanus tesegallries t et ales, S Benre e e
: 1
* Click on the drop-down arrow in the Number
format box of the Page Number Format dialog box : 5
. Mumber formal: v
that appears, and select the Arabic Numeral format R
(i.e.,1,2,3) [12] Chapter starts with style: [Headng 1 ~ |
* Find Page numbering and use the drop-down o T 7]
arrow in the Start at box [7]to indicate that the Poge rambeing
numbering should start at 1. o T i
* Click OK [8]. _
8] 8 i x| [ coneel

* Finally, save and close.
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AND PICTURES



Moving to a specific page (Go To)

This function enables you to move from a particular page to any specific

page directly instead of using the cursor movement keys or scroll bar.

To move from a particular page to a specific page:

e Press Ctrl + G

 Type the page number you want to go to (e.g., 15 [1]) in the

Enter page number box of the Find and Replace dialog box that

appears.
 Click Go To [2], and then click Close [3].

Fimd and Replace

P Hepdaere =0 To
o B whads Ervher pesecps FasTiee

Page [N 1S ffp— L

Sechon

Ll Enter + amd — to moss relatheds ho B ooerent location. Examnpls: -5 wailll
[T —— v fosrward fower ibems.,

Cosrararyt =

| Fooirote il |

4

o To

3
==

To go directly to the end of a file from any location in the file:
Press Ctrl + End

To go directly to the beginning of a file from any location in the file:
Press Ctrl + Home
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Copy Function

This function enables you to create a duplicate copy of the same
text for the purpose of reproducing it as much as possible.

To copy a text:

* Highlight the text you want to copy 3 2 1
[1].

* Onthe Home tab, in the Clipboard
group, click copy [2].

* Position the cursor where youwant ) & S Lt T e
to paste the copied text, and click =l o IR T

paste [3].

O 100 AT LRE, 1 e i (el
YOUE AOCUMent Yo Gan uie 1hese
Ui oursant Busding bdehs, Wi
WA YOUF Eur i Bocument ok, Y
Td ey o ing o Mook for 1he anlect
farmat teat diredtly by uang the ot
The a0k From the cument theme or
OF your document, chpose new Thet
I the Qusck Styde gallery, use the O
and the Cuick Styles galery provide
document o the ongingl contaned
Hema thst are devgnoed 1o coordnat
YOU Can use thews gaderiens to maen
butdng Blocks. When you croate g
Aoy ook, You can sasdy chang
# Jook Tor the selected text from u

Alternatively (Shortcut):
* Highlight the text you want to copy.
* Press Ctrl + C to copy.

e Position the cursor where you want
to paste the copied text.

* Press Ctrl + V to paste.

37



Cut Function

This function enables you to remove a text, or an object from
its original location, and transfer it to another location.

To cut a text or object: ; ; 1

Alternatively (Shortcut):

Highlight the text or object you want
to cut [1]. |
On the Home tab, in the Clipboard " } — .
group, CliCk cut [2] : | Home ' inset  Pogelayout  References  Mallings  Reew Vi mcfa
Position the cursor where you want || :zm wrgon) -1+ (K] R |,
to paste the text or object and click
paste [3].

Clipboord s Font g Palagraph f

Highlight the text or object you want

On the Insettab the galeis incude tems tha
to cut. | you G, o s these gl o'
| other document buiding blocks, When you tres

Press Ctrl + X to cut. ikt b

You can easlly change the formatting of selected
selected text from the Quick Styles gallery on th
the other controls on the Home tab. Most conts
theme or using a format that you specify directly.

Position the cursor where you want
to paste the text or object.

Press Ctrl + V to paste.
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Case conversion

This function enables you to change the text from one case to

another. 2
To convert text from one case to g
another: P ——
 Highlight the text you want to bt ot it o e
s a

convert to another case [1].

* Onthe Home tab [2], in the Font
group [3], click on the drop down
arrow next to the Change case

° < , me ert erences Er
ICO n (Aa) [4] . iy _:z:, Calibri (Body) - - (A (=i -
I e F Form

ot Paintee (B4 L= he X, X' Aav|®7- A - EE¥ EWN =

* In the dialog box that appears
select the case you want.

* For the main headings of the
preliminary section, Chapters 1 to
6, References and Appendices
(Heading 1) select UPPER CASE
[5] 39




Case conversion contd.

To convert from one case to

another contd.: ‘?3 T -
B :2‘“" Caiibri Body ALY P TECES Sl X
* For the sub-headings (Heading 2) e — - —
select Capitalize Each Word [6]. e
* For the sub-sub-headings (Heading e

3) select Sentence case [7]

1.1. Background Information
1.1.1. Historical background
You can easily change the formy
selected text from the Quick St
the other controls on the Hom
theme or using a format that you

490

Alternatively (Short cut): oy :;t R

* Highlight the text that you wantto ™ c.;':::“"‘"'r. e
convert to another case, and press = :
Shift + F3. xs;::u:::mww

e Each time you press Shift + F3, the cuApTERONE

1.1. Background Information
111

You can easlly change the formi
selected text from the Quick St
the other controls on the Hom:
theme or using a format that yot

text changes from one case to
another (i.e., UPPER CASE to
lower case and Capitalize Each
Word). 40




Creating columns

This function enables you to divide the text into columns, this
can be useful where you wish to make illustrations on page.

To create columns: 2

 Highlight the text you want to —

o P Lyt Petepenry Ve y Levern rw fnete

I N ) —L.::.;m -‘— A ::n o :;:--e- g
format in columns [1]. | e e e o
* On the Page Layout tab [2], in the

e 2 Mhﬂp--n qu
Ome St wnand - — . .
-taumemmm!wqquumm*nwomnnn'n
chaosing 8 look 100 the Selected text from The Qruick Soyles galiery on the Home tad,

Page Set Up group [3], click on the M S R I T

(Tochange the oversl look of your JOCument, chiose few Theme slemests on the
Page Layowt tad. To change the looks nealabie 0 the Quick Style galiery, use the

drop down arrow below Columns

iy - Preon Quack S7vie So1 comenand. Somh the Themes gaiery and the Cuick Styles galery provae
[4] DAt 30 That YOu Can Mwiys fe51000 the 0ok of your document 12 ™e coginal contared
terplate

* Inthe dialog box that appears, click
the number of columns that you
want (e.g., Two) [5].

TOCHANGE THE OVERALLLOOK OF YOUR DOCUMENT, CA00t8 new Therme elements on the Page Layost
1k To change the ook avadadie n ™e Guick Style gallery, use the Change Cument Quick Style Set
command. Soth the Themes gallery and the Quick Styies gallery prowide neset Commands 50 ™t you
€00 alwirys 1estone The looi of your docement 10 the Sogeal CORtaNed I your Cument template
On the lecert tab, the galienes ndude Dens Tt ine Sesgned 10 coordinte with t™he overall ook of
YOUr GoCunmanl. YOu LI wse TS galleres 10 Foar tabins, headers, foctery, I5ts, ZOve! Dages, and
. . . athar document Bulding BIocks. When you Credte SICtered. Charts. of daETans thiy AM0 Coordnane
| To change the cverall look of your document, choose new Thaeme elements on the
FPage Layout tab. To change the looks awvailable in the CQuick Style gallery, use the
Change Current Quick Style Set command. Both the Themes gallerny and the Quick Styles gallery prowvide
reset commands so that yowu can abhways restore the look of your document to the original contaimed in
your current template.

O the Insert tab, the galleries include items o can easily change the formatting of
thatare designed to coordinate with the owerall selected text in the document text by choosing

look of wyowur docurment. Yowu camn use these a look for the selected text from the Cwuick
galleries to insert tables, headers, footers, lists, Styles gallery on the Home tab. Yowu can also
cowver pages, and other docurmemnt building format text directlhy by using the other contrals
blocks. “Whemn wyowu create pictures, charts, or aomnm the Home tabh. Mlost conmntrols offer a choice
diagrams, theywy also coordinate wwith @yowur of wusing the look from the current theme or
current docurment look. using a format that you specify direcithy.

TOCHAMGE THE OWERALL LOOK OF YOUR DOCUMENT, choose new Theme elemeaents on the Page Layouwut

takbh. To change the looks awvailable in the Quick Style gallery, use the Change Current Quick Style Set 41

commmand. Both the Themes gallery and the Quick Styles gallery provide reset commands so that yvou

ram ahaaws recstore theae ool afF wvrone AdAocnimmeaemd $o0 the miricimal coamfaimeaed ;s woaaere cnrrre st femmilata



Adding borders to text
This function enables you to add borders to a selected range of text in your

To add borders to text:

document in order to highlight it.

Highlight the text you want to add borders to [1].
On the Home tab [2], in the Paragraph group [3],

-

o

References

Mailings  Review

1~ ARl ==

= i Rll gt 1 g‘ lAaBchOtlAaBchD(
xx‘thA "’.I'I| | | 7 Normat 11 No Spaci

nt e

View EndiNote X3

_ ! Theme Colors

click on the drop down arrow next to Borders icon

‘ 2 IIIIIII:

[4].

In the dialog box that appears, select the border
you want (e.g., Outside) [5].

To add color to the background, click on the drop
down arrow next to Color text background icon
[6] and select the color you want in the dialog box
that appears [7]

Cn ™ D
~ e Page Layeus eterarery Mareg Bewew  View Enatiote K3
Ca e = =
-:hu Caton @oan S SN AL E-E- e a!.‘x@ AaBbC Aasbee Ad
Y vt B LUk VA EEEEWIE] S O tvem (thesm Heasnet  Heses:  te
S anadd . et = I ottom Sorder b
- *_:z. B = ton socser |
3 I ion Bosce
3 | Bombsser
% Bonder
B 2eesen / 5
On the Imsert 1ot 3 Outwee Bauzen, are dergred 1o coordnate

the overall ook | e Bercen je these gaberies 5o insert tabl
headers, footers, = e acontsl Baede: buidng biocks. When )
CrOME DETUNSS. | [ e yement Serer coocdmate with your com
document oot

You can easty of jed text i the docament test

Page
Change Current Quick Style Set command. Both the Themes gallery and the Quick Stytes gallery provide
reset COmMands 50 That yOu Can akways restore the ook of your Socument 10 the orgnal conzaned n
YOur ourtent template.

You can easly change the formatting of selected text i the document text By Chooling & ok for the
selected text from the Quick Styles galiery 0n the Home tab. You can aho format text directly by usng
The other controls Om the Mome t3b. Most controls offer & choce of using the ook from the current

i

Onthe Ins€ ' o, color ems th
the overall can ut
headers, 10;‘ i More Colors.., Mtherdo

create pictures, charts, or diagrams, they al
document look.

You can easlly change the formatting of select
choosing a look for the selected text fromthe Qu
You can also format text directly by using the oth
controls offer a choice of using the look from tt
that you specify directly,

iTochange the overall look of your document, ch
Page Layout tab. To change the looks available

Change Current Quick Style Set command, Both the Themes gallery a
reset commands so that you can always restore the look of your dot
your current template,

On the Insert tab, the galleries include items that are designed to ¢
your document. You can use these galeries to insert tables, heade
other document building blocks. When you create pictures, charts,
with your current document look.

You can easily change the formatting of selected text in the docum
selected text from the Quick Styles galiery on the Home tab, You ca
the other controls on the Home tab. Most controls offer a cholce ¢
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Adding bullets to text

To add bullets to text:

Place the cursor before the first
letter on the line where you want
to add a bullet [1].

On the Home tab [2], in the
Paragraph group [3], click on the
drop down arrow next to Bullets
icon [4].

In the Bullet Library dialog box
that appears, click on the type of
bullet you want [5].

Place your cursor in front of the
next line you want to add a bullet
and press Enter.

Repeat the procedure for the
other lines that require bullets.

This function enables you to highlight some key points.

document. You can use these galieries to insert tables, hea
document building blocks. When you create pictures, char
your current document look.

1 ______)Pou can easlly change the formatting of selected text In the
selected text from the Quick Styles gallery on the Home tat
the other controls on the Home tab, Most controls offer a

theme or using a format that you specify directly. To change
new Theme elements on the Page Layout tab. To change tk
use the Chanee Current Quick Stvle Set command.

Page Layout References Maings View EndNote X3

b= \ . - A \i
B g Lt Calibri (Body) -1 - PAVAT) s - Nl R ‘
223 Copy : ==
rs 7 Format Painter | | B A T abe et A -Ac EE AW [E| O D
Clipboard - @n{ Pacagraph

the galleries include items that a1
document. You can use these galleries to ins
document bullding blocks. When you create
your current document look.

Pou can easlly change the formatting of selec
selected text from the Quick Styles gallery or

Insert Page Layout R View EndNote X3
—T n - faal[ @) (=eis = Sl U5 [aopnceod
| = L|sr. A -| | Bubetlib -

¢ Painter || [B=LaeTl sbe=stsvoett-Anr|{ 2o A I >
Font Sl wooe ||| @ ') = < e
Insert tab,
document .
document v 5
your curre __
e YYo=

fol Define New Bullet...

dir.

ey =
look from the current theme or using a format that
look of your document, choose new Theme eleme
looks avallable in the Quick Style gallery, use the Ch:
Both the Themes gallery and the Quick Styles gallery provic
restore the look of your document to the original contained |
- oK v e

hn mallncins inckida #amee Shat nen docimnnd to canedion



Numbering items in a text

This function enables you to number the items in a text,
rather than just using bullets to highlight them.

To number the items in a text:
e Place the cursor before the first e ukingHocks, Wnen you et pes,

1 _____;Pou can easlly change the formatting of selected text In the

Ietter On the Iine you Wa nt to selected text from the Quick Styles gallery on the Home tat

the other controls on the Home tab. Most controls offer a
number [1]. it e et o e e,

o On the Home tab [2]’ in the . use the Chanee Current Quick Stvle Set command.
Paragraph group [3], click on the |
drop down arrow next to the D ene e e o

4

References Malings

Numbering icon [4]. e e e e

Review View EnoNote X3

[ s Calibri (Body) -in -JAR u»,q [iI= - 1= = m:azmnqn

* In the Numbering Library dialog Ire— e

=
3 / change Current Quncks

Styles gallery provide r
your document to the original lcon ained i ny«

Pn the insert tab, the galleries dude lllll
your document. You can use h e galler |e
other document building blocks. Wh n you
with your current document look.

You can easily change the formatting of sele

box that appears, click on the
numbering format you want [5]. e ey

Place your cursor in front of the s ———————

next line you want to number and = .. S o cot 0 Coemmmns
press Enter. —

Repeat the procedure for the
other lines you want to number.




Indenting text

This involves shifting your text either right or left, starting from the
end or beginning of a line or range of lines.

To indent text:

e Highlight the text you want to indent [1].

* Onthe Home tab [2], in the Paragraph group [3], click the Increase indent [4] or Decrease
indent [5] icons (to indent inwards, or reverse the indentation ).

Alternatively (Shortcut):
« Highlight the text you want to indent and press Ctrl + M

* If you don’t want the first line of each paragraph to be indented press Ctrl + T; or Ctrl + Y

* Another option is to click on the drop down arrow [6] next to the Paragraph group and set
the Rt and Lt indentations [7] in the Indentation boxes of the dialog box that appears, and
then click OK [8].

Indents and Specng | Line and Bage Bresks
General

Agrment:  ETTITEE - |
Qutine level: BodyText ||

Indentaton 7
Left: 0" Specal: ey:
P’ = (rooe) red

Right: 0 vl
[[] Meror ndents

WIS | sasnceoc] assocee AaBbC: Aasbce AADB esse
BJZ U-dex; XA ¥-A- EEXAWE S D | troma [TNoSpad. Heasingl  Heading2 Titse Subtithe

Caten Booy) -n - ARt e

Spaong
Before: ok 4 Loe spacng: At:
After: opt - Single vl

[7] Don't add spage between paragraphs of the same ;ﬂe

Fa

Qistowd g Fent '/.E'" ;\ Stytes
other document buliding blocks. When you create pictures, charts, or dagrams, they also cocrdingte
with your current document look.

1 ~—p

e a g e ey ¥ . o Sy § - ———’

Tochange the overall ook of your document, choose new Theme elements on the Page Layout tab. To
change the looks avalable in the Quick Style gallery, use the Change Current Quick Style Set command.
Both the Themes galiery and the Quick Styles galiery provide reset commands $0 that you can always
restore the look of your document 10 the original contained in your current template.
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Adjusting line spacing

The line spacing of your text can be increased or decreased if necessary.

To increase or decrease line spacing:
* Highlight the text you want to adjust the line spacing [1].

e On the Home tab [2], in the Paragraph group [3], click on
the arrow next to the Line spacing icon [4].

* |In the dialog box that appears, click on the line spacing
you want (e.g., 2.0) [5].

" Home | wset  Pagelnet  Refeesces  Maings  Rewew  View  Enoletes

% cut ‘ B8 PPN < 07 73 || {2 o s ‘ >
-_j B QWi oy n IR WY E e E e lumlmm AaBbC: aasbce AAB aasbec
[| e f Farmat Puit B U-bexx A ¥ A EERWIEL0- 0 | tnomst [TNoSpec. Hessngl Meading? T Subtitie
( Tobows o Foat s ICARLY 4 ey
3 /é_'l" s

15

—

other document buikding 10 charts, or dagrams, they a0 coordinate
with your current docume

Line Spacng Options..
B Add Space Betore Puagraph
B 400 Space Mter Paragragh

Tochange the overall look of your document, choose new Theme elements on the Page Layout tab. To 46
change the looks avalable in the Quick Style galiery, use the Change Current Quick Style Set command.
Both the Themes gallerv and the Quick Stvies ealierv orovide reset commands so that vou can alwavs



Aligning and justifying text

This function enables you to align your text to the left, right,
and centre, or justify it (i.e., aligned to both sides).

To align or justify text:

* Highlight the text you want to align or justify [1].

* On the Home tab [2], in the Paragraph group [3],
click on the one you want among Align left [4],
Centralize [5], Align right [6], or Justify [7] icons.

Alternatively (Shortcut):
Highlight the text you want to align or justify

press Ctrl +Lto align to the left
Press Ctrl + R to align to the right
Press Ctrl+ E to centralize
Press Ctrl +J to justify

' IR : : j“""” ssocede) assocee AaBbC: AaBbee AQD 4ozice
WL LY Urbex XA YA EEAM = 00 ".uom'lmosm, Medng! Meadng? Tt Subttle

. gos d Fort i 0 Shies
3 . /Jmﬂ

other document bulding blacks, When you create pictures, charts, or diagrams, they aso coordinate
with your current document look.

Tochange the overal look of r document, choose new Theme elements on the Page Layout tab, To
change the iboks avadable i the Quick Style galiery, use the Change Current Quick Style Set command,
Anth the Thame< eallary and the Nuick Stvie< sallsry nenwide recat rmmands < that woe fan alwas



Sorting text

This function enables you to arrange the lines of text alphabetically (in
ascending or descending order based on the first letter on the respective
lines). This function is used in arranging the LIST OF ABBREVIATIONS

alphabetically. :

w0 ument! - Mirosoft Woed
To sort text: &) i T I i

3 :‘z:" Calda Do) T A‘ ‘.",J E- |§.'.'-._- ,,Q‘ | ’MBD(ID( A385CclX AaBbC-

* Highlight the text you wantto w37 . sivcacnva enama s e o

sort [1]. m— 3 //"“’"

e Onthe Home tab [2], in the
Paragraph group [3], click on the »

Sort (A to Z) icon [4]. 1—4%’” — =

* Since the dialog box that appears
already shows sorting by
paragraph and in ascending
order, just click OK [5].

 The text automatically becomes amo African Regional Offce
arranged in ascending order Bl Body Mass Index

a|phabetical|y from A to Z. LGAs Local Government Area
UDUTH Usmanu Danfodiyo University Teaching Hospital

WHO World Heafth Organization 48




Subscripting, superscripting and making spike through

Subscript refers to lowering a character or number to the base of a neighboring number or
character, while superscript refers to raising the power of the character. Spike through refers to
the act of cancelling a text. Double spike through enables you to create currency symbols.

To subscripts, superscripts and make spike through:

* Highlight the letter you wish to subscript [1], superscript

[2], or make a spike through [3], one at a time.

* Onthe Home tab [4], go to the Font group and cli
the drop down arrow next to it [5].

* Inthe dialog box that appears, go to Effects and select the

action you want [6], and then click OK [7].

OR:
* Highlight the letter, and click on the subscript

ck on

[8],superscript [9], or spike through [10] icons directly.

Alternatively (Shortcut):
* Highlight the letter,

e press Ctrl ++1o subscript
.« press Shift + Ctrl + + superscript
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Bolding, italicizing, and underlining text

This function enables you to highlight words, headings or
portions of text by bolding, italicizing or underlining them.

To bold, italicize or underline text: o .
* Highlight the text you want to bold [1], it 2
italicize [2] or underline [3]. Underine ths 3

* Onthe Home tab [4], in the Font group 4
[5], click on Bold [6], Italicize [7], or .
Underline [8] icons as applicable,
one at a time.

Alternatively (Shortcut): ,
* Highlight the text, 6 8

. press Ctrl + B tobold it Make this bold

. press Ctrl + 1 toitalicize it Italicize this

* Press CtrI + U to underline it Underline this




Finding and replacing text

This function enables you to search for a particular word or phrase in a
document, and when found , replace it with another word or phrase. For
instance searching for Community Medicine and replacing it with

Community Health.
To find and replace text: T C

*  Position the cursor at the beginning of the document I — ‘f;::‘j o 2
* Onthe Home tab, in the Editing group [1], click Replace [2]. 2 ngo l
1

* Inthe Find and Replace dialog box that appears, type what you want to find in the Find what box (e.g.,
COMMUNITY MEDICINE)[3], and what you want to replace it with in the Replace with box (e.g.,
COMMUNITY HEALTH)[4], and click Replace All [5].

On the Insert tab, the galleries include items COMMUNINITY HEALTH that are designed to coordinate
COMBAURINITY MEAITH witth tha sisrall sal af usiee daroamant Ve s CORIRALTRITMITY UEALTH ijga

thesa Find and Replace ? ling
COMI ate
withy | Fnd | Reglae | GoTo ent

texth
farmi
the le

af you

ko
Frdwhat: | COMMUNITY MEDICINE

[<]

ing
30k
.To

chan, Rl nd.
Bnth!' 0 Word has completed its search of the document and has made 3 replacements. ays
restol ab,
the g | [ g [ e 6 fou
canue and
other —]

*  Finally click OK [6] in the dialogue box that appears.

Alternatively (shortcut): Press Ctrl + F, click Replace in the dialog
box that appears, and perform steps 3 to 6 as described above.
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Finding and replacing text contd.

The find and replace text function can also be used to search for
a particular word or phrase within a document, and when

found, delete it completely.

To find and delete a text: 88 -
AaBbCcDi AaBbCcD : A

*  Position the cursor at the beginning of the document I — *:;’:‘ o 2
* Onthe Home tab, in the Editing group [1], click Replace [2]. 2 ?-w l
1

* Inthe Find and Replace dialog box that appears, type what you want to find in the Find what box (e.g.,
COMMUNITY MEDICINE)[3], leave the Replace with box with blank field and click Replace All [5].

On the Insert tab, COMMUNITY MEDICINE the galleries include items that COMMUNITY MEDICINE are ~ On the Insert tab, the galleries include items that are designedto coordinate with the overall lnok o
designed to COMMUNITY MEDICINE coordinate with the overall look of your COMMUNITY MEDICINE  your document. You can use these galleries to insert tables, headers, footers, lists, cover pages, am
document. You can use these galleries to insert tables, headers, footers, lists, cover pages, and other  other document building blocks. When you create pictures, charts, or diagrams, they also coordinat

3 0 ag withyour current document loak. Yaucan easily change the formatting of selected textin the documen

text b Find and Replace T e
also i

Most Frd | Regsce | GoTo | cif
direct ou
tab. 1 | Fodwhat | COMMUNITY MEDICHE [v] se
commn » jai
canal . th
Inserl | g [ ou
docur o Word has complated s search of the document and has made & replacements.

You € en
buildi | . I en
docur = i
a lool ex

* Finally click OK [6] in the dialogue box that appears.
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Delete Function

This function enables you to remove a text completely.
To delete a text:

e Highlight the text you want to delete [1].
1

On the Insert tab, the galleries include items that are designed to coordinate with the overall look of
your document. You can use these galleries to insert tables, headers, footers, lists, cover pages, and
other document bullding blocks. When you create pictures, charts, or diagrams, they also coordinate
with your current document look. You can easily change the formatting of selected text in the document

also format text directly by using the other controls on the Home tab.

* Press delete on the keyboard [2].




Delete Function contd. :

To delete a letter at a time:

2
° Place the cursor before the IEI-n the Insert tab, the galleries incl
your document, You can use these
|€tter yOU want to delete [1] other document building blocks, W
° PreSS delete [Z]On the with your current document look,
keyboard.

4

OR: 3

* Place the cursor after the letter
you want to delete [3].
Or{the Insert tab, the galleries incluc

* Press backspace [4] on the Jour Gocument, You s tese
keyboa rd. other document bullding blocks. Wh

with your current document look,

To delete a word:
OR:

 Place the cursor after the word
you want to delete.

e Place the cursor before the word
you want to delete.

* Press Ctrl + delete on the e Press Ctrl + backspace on the
keyboard. keyboard. h



Undoing a command

This command is used to reverse the last (or most recent) action
or operation on a document.

1

To undo an action:

e Click on the undo icon [1] on
the Quick Access Toolbar.

A TFLED

ol
: Home | Insert Desigr

Shortcut: Press Ctrl + Z ‘] A Cut J 1

- A Cany

To reverse the undo
action:

e Click on the redo icon [2] on ~— | Home | inset  Desigr
the Quick Access Toolbar. —] & cut _] i

- 3 Cony
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Inserting text boxes

This function enables you to type and make designs anywhere
in your document. 1

To insert a text box:
. Ko et | hglpd Reos  Moleg  Beien  Vee [kt

 Onthe Insert tab [1], in the Text e
group [2], click Text Box [3]. J10oB0BNR A 8 @,;1;2 /w:‘mm

* In the text box dialog box that
. . 0n the Insert tab, the gallerses inchude items that are designed 1o coordinate with thi overal bk of
appea rS, CI|Ck On the dESlgn you youdowmt.Youwusethesegaemslommsbles.hudm,fmmk&wverm%\
. other document bulding blocks. When you create pictures, charts, or dagrams, they also coordnate 2
want (e.g., Simple Text Box) [4]. J g
e Click inside the text box and type or

paste text [5]. ClE A4 &= guins T 2
o | s WO S sadomea - | Souton vl
bn the Insert tab, the galleries Include items that are designed to coordin: — —
=R

your document, You can use these galleries to insert tables, headers, foot
other document buliding blocks. When you create pictures, charts, ordiag 4 |

with yourcurr'ent document oy Hello, 1 am using a text box gof sel Simpie T 5o T Guete
text by choosing a look for the e . lery on
format text directly by using the other cantrols on the Home tab, Most con 2

the look from the current theme or using a format that you specify directly, e
of your document, choose new Theme erments on the Page Layout tab.

5

Annual Quote Annual Sidebar Austere Quote
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Inserting text boxes contd.

Changing the direction of textbox and text
This function enables you to change the direction of the textbox from
horizontal to vertical (and with the text facing up or down) as you want.

To change the direction of textbox and text:
e Click on the margin of the textbox to highlight it.
 Onthe Format tab [1], in the Text group [2], click Text Direction [3].

* The direction of the text box changes following the first click, while the
direction of the text inside the box changes following the second click on
Text Direction.

- Home  Inset  Fagelayout  References  Mallings  Review  View  EndNote B Format
J A3 Telt Direction . S shape Fill -
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Inserting text boxes contd.
Adjusting the size of a textbox, moving and duplicating it
This function enables you to adjust the size of your textbox, move it from

one location to another, and make duplicates. This operation is very useful

in designing the conceptual framework of your study.
To adjust the size of the textbox:

Click on the margin of the textbox to highlight it.

Move the mouse over the margin of the text box in the
direction in which you wish to adjust the textbox until
the arrow with two heads appears.

Hold down the Left mouse button and drag the margin
of textbox as necessary, and then release the button.

To move the text box from one location to another:

Click on the margin of the textbox to highlight it.

Move the textbox vertically (i.e., up or down) using the
Pg up and Pg Dn arrow keys, and horizontally (i.e., left
or right) using the Home or End arrow keys on the
keyboard.

For precise movement hold down the Ctrl button
while moving the textbox with the arrow keys.

To duplicate a textbox:

Click on the margin of the textbox to highlight it.

On the Insert tab, the giﬂeries include items that are des
youi Hello, | am using afext bo| Eo i
oth s $ . .eate picture
with your current document look,

You can easily change the formatting of selected text in tl
selected text from the Quick Styles gallery on the Home t;
the other controls on the Home tab. Most controls offer

Press Ctrl + D to duplicate it, click on the margin of the new textbox and move it to the

desired location as indicated above.
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Inserting text boxes contd.
Changing the shape of the textbox

To change the shape of the textbox:
* Click on the margin of the textbox to highlight it.

* Onthe Format tab [1], in the Text Box Styles group [2], click on the drop
down arrow next to Change Shape [3].

* Inthe dialogue box that appears click on the shape you want [4].
* The shape of text box automatically changes to the selected shape [5]

On the Insert tab, the ftalleries Include items that

he Insert tab, the glnnn M e
W"n Hello, | am using & text box w

{ o c 7
Wt your Current document look. | — 1Cl;xath\/ 1|
You meuw change the formatt
selected text from the Quick Style Jf ( @)
MtMcon ols on the Home £ Callouts b
theme or using a format that you s L 0 0 £0 0.0 A0 00 40 o
To change the overall ook of your { 0 .00
change the looks avalable in the QO Stars and Banmery
Both the Themes gallery and the (o 3 & v () @ G @ 2 22 Q20

restore the ook of your document 13 ) Qi 4
On the Insert 1ab, the galeros ing W
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Inserting text boxes contd.
Adjusting the thickness of the textbox margin

To adjust the thickness of the textbox margin :
* Click on the margin of the textbox to highlight it.

* Onthe Format tab [1], in the Text Box Styles group [2], click on the drop
down arrow next to Shape Outline [3].

* Inthe dialogue box that appears, click on Weight [4].
* Click on the thickness you want from the next dialog box that appears [5]

ERas 2 §

mwmm—.‘*y“ e sl Style s ‘*vm*

O LLOre THhe ok Of Yous OO Nt 10 The Orgetel COMNVLalrwe < an y A e
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Loy Blascion. WHa s yOwu re ate Dhcturea, o

60



Inserting text boxes contd.
Changing the color of the textbox margin

To change the color of the textbox margin:

Click on the margin of the textbox to highlight it.

On the Format tab [1], in the Text Box Styles group [2], click on the drop down
arrow next to Shape Outline [3].

In the Themes Color dialog box that appears, select the color you want [4].

If you want a color that is not in the options displayed , click on More Outline
Colors [5], select from the colors displayed in the dialog box that appears [6], and
then click OK [7].
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Inserting text boxes contd.
Deleting the textbox margin

To delete the textbox margin:
* Click on the margin of the textbox to highlight it.

* On the Format tab [1], in the Text Box Styles group [2], click on
the drop down arrow next to Shape Outline [3].

* Inthe Themes Color dialog box that appears ,click on
No outline [8].
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Inserting text boxes contd.
Adding color to the textbox background

To add color to the textbox background:

Click on the margin of the textbox to highlight it.

On the Format tab [1], in the Text Box Styles group [2], click on the drop down
arrow next to Shape Fill [3].

In the Themes Color dialog box that appears select the color you want [4].

If you want a color that is not in the options displayed, click on More Fill Colors
[5], select from the colors displayed in the dialog box that appears [6], and then
click OK [7].

Home Insert Page Layout References Mailings Review View EndNote X8 Format
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Inserting shapes

This function enables you to make designs (illustrations or

diagrams)in your document.

To insert a shape:
e On thelnsert tab [1], in the

lllustrations group [2], click on

the drop-down arrow under
Shapes [3].

e Select the shape you want
from the shapes in the dialog
box that appears [4].

e Use the cursor to drag the
cross sign -+ that appears
to where you want the shape
to be in your document and
click on the Left button.
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Inserting shapes contd.

Changing the direction of shapes
In designing diagrams you may need to change the direction
of some of the shapes . it yourfament dogumen
To change the direction of a shape:
* Click on the shape to highlight it.  Youcaneasiy change the f

 Onthe Format tab [1], in the Arrange group [2], click on the drop down
arrow next to Rotate [3].

e Click on the rotation you want in the dialog box that appears (e.g., Rotate
Left 90°) [4].

* The direction of the shape changes, depending on the rotation selected.

OnIhe 19+ ¢ taly, The galenes nchade Heme Thet re designed 10 coordinate with Ihe oversl look of your

m‘] [muu thetse gallerws 20 et tabies, headers, Tooters, Ints, cover pages, and other

Botwd. ARBg BROCKE. Whan you Creste Deluces, Charts, O Gugrami, They Mso coordinete wah
Nour Curves [

Other modifications (including éhanging the size, moving it, and adding background

65
color) are as described for textboxes in the preceding slides .




Inserting symbols

This function enables you to insert symbols that are not seen
on the computer keyboard.

To insert a symbol:

 Onthelnsert tab [1], in the Symbols group [2], click on the drop-down
arrow under Symbols [3].

e Click on the symbol you want from the symbols in the dialog box that
appears [4].
* If the symbol you want is not available in the box, click on More Symbols

[5]
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ot Keade: & Focter Test

e m—————r— t[ <[z 8la[ \zlﬁlfl o] ¢|™[#]+]

selected text from the Quick Styles galiery 0 the Home tab. You can ako format text directly by using GREBX SHAL LETTER IOTA WITHDIA... Characer ude: 0980 o P :l

futoCorrect... | ShortcutKey.. | Shortouthey: 0390, Alt+Y

the other controis 0n the Home tab. Most controls offer a choice of using the look from the current
theme or using 2 format that you specify directy,

{Tochange the overal ook of your document, choose new Theme elements on the Page Layout ta0. To
change the looks avadable in the Quick Style gallery, use the Change Current Quick Style Set command.
Both the Themes gallery and the Quick Styles gallery provide reset commands 50 that you can dhways

* Use the drop-down arrows in the dialog box that appears to search for
the symbol you want, click on it [6], click insert [7], and then click close.

MERad 7 vy st || o |
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Inserting equations
This function enables you to insert equations (e.g., the formula for

sample size estimation) in your document.

To insert an equation:
* Place the cursor where you want to insert the equation.

* Onthe Insert tab [1], in the Symbols group [2], click on the drop-

down arrow under Equation [3]. - -e®

In the dialog box that appears [4] scroll down ===
and click on the equation you want.

If the equation you want is not available in
the box, click on Insert New Equation [5]and

Pt fetvuti

1 flal rn.lE[:.m;? & !|‘¢|?|
wel

- = o |
i

o4

type the equation in the text box that appears ;... «
[6]. :
ﬂwmmlf———-——— S 67




Inserting equations contd.

Alternatively (shortcut):
* Place the cursor where you want to insert the equation. EﬁpeethonhEMB
 Press Alt + = to generate the equation box.

Z°pq I
n =
To build the equation: d?

X X 5 :
. .. X L2 {()} sinb
* C(lick inside the box and type n = Hﬂ. sem nm,..-nL,.Glﬁ, ot i &
r-y - " *  Opeislars ¢ -
e Since the equation is in the form of a fraction = VL
* On the Design tab [1], in the Structures group o /, oo || 8
[2], click on the drop down arrow under Fraction ‘ '
[3]. e
* In thg dialog box that appears, click on the ol S (e
fraction format you want [4]. a || B kx| &
’ .
l_ R
7/ Weme bt Paelgsd  Releenes  Maiop  Reew Ve Indlleteld | Ceupn ]
Mo ELLLLDETTIB PRI R 4 ¢ [ & s gl AN |||
R G0 H000000aUE 00000000 et Rkt
9 J Spodon 1 S:-.mm\ 2
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Inserting equations contd.

Click on the upper box in the

=1s Summmmpu

equation box [5]to highlight it.

Click on the drop down arrow below
Script [6], and click on the
superscript box [7] in the dialog box
that appears (to insert and make it
replace the upper box).

I
g
<

Then type pq after the superscript
symbol already inserted.

Click on the lower rectangle in the ¢
equation box [8] to highlight it.

L

Repeat steps 6 and 7 (to also replace *

the lower box with a superscript
box).

Type Z in the upper box, and 2 inits ¢

superscript box.

Finally, type d in the lower box and 2 1 7%

in its superscript box.

»e\/‘f.\ §{<» ea

3 H |~ Fraction S(Hpt Radical Integral  Large  Beacket Function Accent
R . - Cn .
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Inserting SmartArts

This function enables you to insert different SmartArt templates
(used in constructing organograms and flow charts).

To insert a Smart Art: %
e Place the cursor where you want to - “:{" z‘@:ﬁ};‘"ﬂ g ”_1,]” S —
insert the SmartArt. i | e | D »«:‘-.,( o= s s e | 5, v ¢

* Onthelnsert tab [1], in the lllustrations
group [2], click on SmartArt [3].

 Use the drop down arrow in the dialog
box that appears to scroll down and
select the design you want, click on it [4],
and then click OK [5].

* On the SmartArt design that is
automatically inserted into your file, type
the relevant information in the boxes
marked [Text] [6].

* If thereis need for additional boxes,
click on the drop down arrow next to
the Add Shape box [7] and select where
the additional boxes should be (i.e.,
before or after, above or below) [8] in | cicee cree g e
the dialog box that appears. &W? -

e Finally, press Esc Bk

Type your text here

* Hello, I am using Smart At
* [Text] ]
« [Tex] Hello lam |

* fTex] usingSmart

Page Layout

Add Shape After
"] Add Shape Befor
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Inserting pictures

On the Insert tab, the galleries include items that are designed to coordinate with the overall look of J Documents ] l ;
your document. You can use these galleries to insert tables, headers, footers, lists, cover pages, and s Downloads 4 ' ‘ ‘i . ‘ . i
other document building blocks. When you create pictures, charts, or diagrams, they also coordinate )

with your current document look. 3 Music 21 DM pictures - 21 DMpictures - 21 OMpictures- 21 OM pictures -

You can easily change the formatting of selected text in the document text by choosing a look for the

This function enables you to insert pictures of clinical conditions,
equipment, logos of institutions etc).

To insert a picture:
* Place the cursor where you want to

Ho-c‘ InSert Page layout References Madlings

: : K = hal B8 (P 1™
insert the picture. a7 j ?J?:;’ s?)ﬁ s

Page~ Page Break
Paget Tables

On the Insert tab [1], in the L
lllustrations group [2], click on
Picture [3]. b« Users v USER » Pictures v G| SeachPictures p

In the Pictures folder [4]of your PC e e B B

that opens, select the picture you i | T T Mmoo

Copy(3IONG  Copy(M)PNG  Copy(1IPNG  Copy (16)9NG

want, click on it [5], and then click ] ey B B B
on Insert [6]. e [ R A e R

5 Pictures CopyRIPNG  CopyUPNG  CopyQPNG  CopyPNG
o T
' i Local Disk (C) — 6
b ; 21.0M

File name: | 21 DM pictures.PNG v AllPichures ("emk" wmf'jpg:' v

Took v | It [y Conce
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selected text from the Quick Styles gallery on the Home tab. You can also format text directly by using



Inserting pictures contd.

Changing the position of your picture

This function enables you to move your picture to where you want
it to be, and also wrap the text round it, if that is how you want it.

To change the position of a picture: :
* Click on the picture to highlight it. P
e On the Format tab [1], in the wmE— ; :
2 . B Jff Pcture Shape * 4qu|olrom .Abgn
Arrange group [2], click on the | n n D E G

oy e o & Acture Border W Sendtoback + 1 Grouy
drop down arrow below Position P
[3].

¢ o Pcture Eects » Mlm\wappmo ik Rotate *
* |n the dialog box that appears,
click on the position you want [4].

e Styles

Rtaisaeigs Mavieve

s s — o — = — WP Mmcture Shape - e s U@ to Fromt = 3 AN
- Mcture Boraes - - s SONG 1o Back ~ TET G
= = o == = el o G = e e | =
_ - e EFTeeEs - ' - Vel Tewt Wrapming < Sl e
Prataew Stytes L l B e et T et
l
Wt W -
4 | J = l ..ul
O the Insert tabh, the galle rie s Inciude -
are designed O COoOordinatae wWwith the o
Of your docurment. YO can use these s L i L
ane et !-bl- o adors, 'oot- ra, Bats, con _— -

cre ate p-ic(ur-t. ch.r's, ©or <Silagr .ms,

Bl mrere Lavoun Ootions

Yo can easity change thoe formatting o

Tt s The JOCument tText by Choosinmg & ISaN Yor
the selected text from the Quick Styles gallerny on
the Mome tabh, Youw can alzo fTormat toxt dracthy
Dy USME The OTNer COMirods O The Home Laly,
72

Mostcontrols offer & cholce of UsINEg The ook From The Current Theme O GSIng & TOrMat That Yyou specify
dwecthy.




Inserting pictures contd.
Trimming your picture

This function enables you to reduce the size of your picture
(to contain only the desired part of the picture).

To trim a picture:
e Click on the picture to highlight it.

* On the Format tab [1], go to the Size group [2]and click on
Crop [3]. 1

iNotexs | Format g
* - 2l & . 1% - ' Z
P L Picture Shape _jJ 3 Bring to Front 'L—,» Align 1) Hesgne (237
.‘ « GZ Picture Border - &), Send to Back 6 H
Posi t lon 0P 4 wadth: 3.
= i Picture Effects = &1 ot Wrapping = SA Rotate toe Whath: 327"
£ Styles fa Armange e <
—~——— -

 Move the cursor over the edge of the picture until the crop signzchanges toa
horizontal T ( — ) sign.

* Hold down the left button of the mouse and move the edge of the horlzontal T
inwards leaving only the desired part of the picture. o tn

The o
heads
* Release the left utton ot the mouse and press Esc. create
docur
nthe Insert tab, the galleries include items that .
f are designed to coordin i e overall loo WoER- T
g, of your document. You ese galleries to choos
. ® | inserttables, headers, , lists, cover pages, =
] v =
\ : and other document buildin, locks. en you You c:
) I create pictures, charts, or diagrams, they also comtTrm
coordinate with your current document look.
4 i g ou orma
text in the en tt xt ychoosin aloo or
the selecte text rom the Quick Styles gallery on
- the Home tab. You can also format text dire
using the other controls on the Home ta
ost controls offera choice of using the look from the current theme or using a format that you speci

That vy

TTo ch

Pace
Change Current Quick Style /3
reset commands so Thhat y
yvour current template.




Inserting pictures contd.

Rotating your picture

This function enables you to change the direction of your picture
depending on how you want it to be.
To rotate a picture:
* Click on the picture to highlight it.

* Onthe Format tab [1], in the Arrange group [2], click on the
drop down arrow next to Rotate [3].

* Click on the rotation you want in the dialog box that appears
[4].

 The direction of the picture changes depending on the rotation
selected.

*  You can copy (Ctrl + C) and paste (Ctrl + V) several copies of
your picture and rotate them in different directions [5].

1
\
1
b
¥
1!
f n :
0
L
U

On the Insert tabpthe galienes mciude Rems that are designed 10 coordnate wih the overal ook of
JMour document. Tachange the overall look of your document, choose new Theme elements on the Page

-

P +To change the looks avafable in the Quick Style gallery, use the
Choﬂg.cw ent O\n( Style Set ocrwna:\d Both the mms Salery and the Quick Styles galery provide
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CREATING AND
FORMATTING TABLES



Creating and Formatting Tables

Tables are lines that are arranged in rows and columns, a common way of presenting data is

by use of Frequency Distribution Tables. Whereas, different journals have different designs
(as shown below), the first one (i.e., A: GMI) is preferred in a dissertation.

A: GMJ B: AAM C: PAMI

Table 1 Socio-demographic characteristies of Table 1: Soco-demagraphic profile of respondents
participants Table 1: Sociodemographic profile of respondents Variables Frequency (%), n =
Variables Frequency (n=472) 39
(%) Variables Freguency (%) Age groups (in years)
n=320 Azz zroups (years) 20 -39 73 (30.5)
:;jge l%;unp (in vears) 65 01%) 20-29 145 (30.7) 05 T [35.5]
_ _ 30-39 11 (47.00
30-39 144 (45.0) 4049 80 (169) w-= 39 (163)
40 - 49 74 (23.1) 50-30 21 (4.4 80 and abave 11 [45]
50- 59 34 (10.6) o 109 o
R
Sex Male 286 (60.6) Male I 82 (?'3] ]
Femals 136 (39.4) Famale 157 (£5.7
Male 126 (39.4) Marital statiss T p—
Female 194 (60.6) singl 104 @20) e T
Cadre ?i:fm ! {E,'j:;] Married 179 (74.3)
Medical doctor £2(25.6) Widowed 3 (0.8 Saparated 401.7)
Nurse 149 (46.6) Religion Divorced 12 (5.0)
Medical laboratery scientist 31097 Telam MT(735) -
Physiotherapist 6(19) Christianity 125 (25.3) Widowed 3(13.8)
: Cader Religion
Pharmacist 7(2.2) Dactar 130 204
Cleaner/Ward attendant 42(13.1) N‘;“EE o :ia' ; Islam 174 (72.8)
Optometrist 1(0.3) Laboratory scientisttech 32(68) Chnstanty 65 (27.2)
CH:E“ 2 {D'ﬁ} A dmim staff 14 |:3-':|] Education level
Leneth of D COrhers 57(113) Nonie and Qurranic school onhy 63 (28.5)
.[:l;g_].lgg practice (in years) Formal  (primary, secondary and 171 (71.5)
1-9 189 (59.2) ] tertiary)
10.19 69 (21.6) GMJ: Ghana Medical Journal Gccupation
- . . . Bi i
e oD AAM: Annals of African Medicine | [J= 0ES)
- 4.4) i ) Artisan 17 (7.1)
PAMIJ: Pan African Medical Journal | [&=me= % (T74)
Civil servant 44 (18.4]
Professional 32(13.4)




Creating and Formatting Tables contd.

To create a table:

* The first thing to do is to draw a rough
sketch of the table you want to create CHAFTRR FOUR
on a piece of paper in order to know the
number of columns and rows the table
should have. RESULTS

* However, additional columns or rows

ifi 4.1 Socio-d hic characteristics of respond
can be added if it becomes necessary to HAJEIpRT SHTINNAL U TapC

['able 1: Socio-demographic characteristics of respondents

o+
dO 50. . 1 o » Variables Frequency Percentage
 The number of columns required (n=382) (%)
depends on the information to be 9 ST TR un) s i
presented, and the study design. 3039 156 108
. . . 4049 59 154
 The frequency distribution table of a 50.59 i 29

cross-sectional study in a dissertation

requires at least 3 columns (1 column > or) 24 86
for Variables, 1 column for Frequency, e e 158 314
and one column for Percentage). il saes

* Arow is assigned to the column heading g ¢ 'Single 149 39
[1], while a row is assigned to each of éﬁf”,,:id = g
the variables (e.g., Age group [2], Sex Widowed 1 03
[3], Marital status [4], etc), while the Avaroe . "

components of the respective variables
are typed under them. -



Creating and Formatting Tables contd.

To create a table contd.: 1 2 3 4

 The frequency distribution l
table of a comparative cross-

T!fﬂn:Somdemgmphc uo{bo(respamms

sectional study in a Variables Rural group n = 202 Urbanfroupnﬂ% Testof

dissertation requires at least 4 e Frequency (%) Frequency (%) Significance
. columns: . 15-‘1';:”“,s " 32(158) 20(10.1) 1 =17782,
o 1 column for Variables [1]; -2 10(149) %(231) 0= 0007
X 1 column for the Rural 5-2 46 (228) 65(327)

group’s Frequency and Tt 46 (228) “@21)

Percentage merged together, m|m 820 24(120)

and with the percentage sign Singe

(05 6(30 2

(%) in round brackets [2]; Mariod 1&9((90):3; ,87({94)0, ‘p:ﬁfﬁﬁ'
X 1 column for the Urban Divorced 6(30) 3(15)

group’s Frequency and Widowed 6(30) 3(13)

Percentage merged together, Religion ,

and with the percentage sign 'C'S’:“gm 2020(:;00) ’972({39;5’ "f;f)of'

(%) in round brackets [3]. =2 Ve ik
o 1 column for the result of None 7(35) 0(0) £=718%,

the Statistical Test done to Quranic only 173 (85.6) 100 (50.3) p<0.001

check for any significant Primary 14(69) 16(8.0)

Cunsadan. cmey 24 A

difference between the groups
[4].
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Creating and Formatting Tables contd.

To create a table contd.: . . % a

 The frequency distribution table of
the pre-intervention results section |

of an experimental study in a Tape L Secie dumagraphic dfljmm of wﬁ@ﬂ{lfi

+

dissertation requires at least 4 \';ﬁables Intervention group C;ltrol group Test of
columns: n=108 n=108 significance

X8 1 column for Variables [1]; Frequency (%) Frequency (%)

o 1 column for the Intervention Agegroup (years) o o L
group’s Frequency and Percentage ;g::g 4f Egb’; :';((3; :)) "':'00'9‘713
merged together, and with the ;0,’49 24(222) 1 30'4) s
percentage sign (%) in round 50-59 765) §(74)
brackets [2];

> 1 column for the Control group’s Sex .
Frequency and Percentage merged M 63(583) GoLeel) L eenl
together, and with the percentage Female 2L Qe P
sign (%) in round brackets [3]. Maskal ctates

X 1 column for the result of the Single 32(29.6) 44(40.7) ¥’=2923
Statistical Test done to check for any Married 76(70.4) 64(593) p=0.058
significant difference between the
groups [4].

Table 6. Knowledge of the risk factors of coronary heart disease among participants
J Variables Intervention group Contrel group Test of
n=108 n=108 significance
Frequency (%) Frequency (%)
Knowledge grade
Adequate 36(33.3) 35 (32.4) x2=0.215
Inadequate 41(38.0) 43 (39.8) p=0.975
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Creating and Formatting Tables contd.
To create a table contd.:

X/
0’0

4

)

D)

The frequency distribution table of the post-intervention results section of an experimental
study in a dissertation requires at least 5 columns:

1 column for Variables [1];

2 columns for the Intervention group’s results (i.e., a column each for the pre-
intervention and post-intervention Frequency and Percentage merged together, and with the
percentage sign (%) in round brackets [2 and 3];

2 columns for the Control group’s results (i.e., a column each for the pre-intervention and
post-intervention Frequency and Percentage merged together, and with the percentage sign
(%) in round brackets [4 and 5].

The result of the Statistical Test done to check for any significant difference between the pre-
and post-intervention results is placed in a row below the results [6].

The cells in the two columns under each group are merged for the respective group heading
and the result of the test of significance done to compare the pre- and post-intervention
results (highlighted in yellow background).

If it is necessary to add additional rows for the other variables, do so before merging the cells
for the results of the test of significance.

L : 3 4 :
Tahle 14, Knowledge of the fisk factors of coronary Beart disease among participants at post-
inte rvention
_'|.

Variables Intervention growp Control group

Pre-intervention | Post-intervention | Beginning of study End of study
n = 108 n =101 n = 108 n= 99
Fregquency (%) Frequency (%) Frequency (%) Fregueancy (%)

Knowlisdge grade
Adequate 34 (31.5) 81 (80.2) 28 (25.9) 28(28.3)
Inadequate 74 (66.5) 20 (19.8) 80 (74.1) 71 (71.7)
6 = 50,05, p < 0.001 yi= 0.145, p = 0.0703 80




Creating and Formatting Tables contd.

To create a table contd.:

* To create the frequency distribution table of a cross-sectional study in a
dissertation:

* Press Enter twice to create a space between the text and the title of the table.

* Type the title of the table [1], and press Enter to create a space between it and
the table.

* Onthe Insert tab [2], in the Tables group [3], click on the drop down arrow next
to Table icon [4].

* Inthe Insert Table dialog box that appears, you either block the range of cells
and columns that you want [5], or click Insert Table [6].

Insert '_ Page Layout References Maifings Review View EndNote X3

galis

Cover Blank Pooe Ym Picture  Clip Shapessmm Chart  Hyperfink Bookmark Cross-reference muﬂfooc Paoe
Page- Page Bresk

IRustrations Lnks Header & FM

CHAPTIR FOUR
RISATS

41 300k0 demographic (har actedtioy of respondenty

Tabie 1 3000 demogr MG A Kterntr of respondenty S ]
BD1e. . rm— 6 l

2 s
33 Excel Spreadsheet 81
[ Quick Tables »



Creating and Formatting Tables contd.

To create a table contd.:

* |n the new Insert Table dialog box
that appears, enter the number or

columns you want (e.g., 3) [1], T
and the number of rows you want urberof gohrr: 3
(e.g., 4) [2] in the respective Momber ofeows: 4
boxes, and click OK [3]. pop oy

* The table is automatically (@) Faed ok i A
inserted. | | O kBt o

* Enter the column headings in the O kit owidn
first row of the respective
columns. || Remeber dinengars for e taies

* Enter the variables in each of the |
. . 0K Caneel
rows (with their components 3 mit_o_|
under them in the respective
rows).
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Creating and Formatting Tables contd.

To create a table contd.:
To add additional rows and columns:

e Click the cursor outside the last row [1] and press Enter (an additional row is added
each time you click the cursor outside the last row and press Enter).

) +
Alternatively: 1
e Click the cursor inside the last row (or
the row you want to add additional -
rows above or below). & o
. 7 Wome met Pelaodt  Refeewss Mo Rolew  Vies  balisted  Desgn e
* On the Layout tab [2], in the Rows and B AEERT STZ B e D 105
. W iE e E = & =3 =3 || 59 : ' = =
Columns group [3], click on the Insert st ou Pt Do |ttt ot % e T osewam 5 g3
Ticde Rows 3 Cotumng . Serge et Sy " Ngnare

Above [4] or Insert Below [5] icon as
applicable (an additional row is inserted
each time you click on any of the icons).

e Similarly, to insert additional columns,
place the cursor in the column you want

4.1 Sodie-demographic characteristis of respondests

Table 1. Soco-demagraphic chasacterstics of respondents

to add additional columns before or

after, repeat steps [2] and [3] and click

on Insert Left [6]or Insert Right [7] icon
as applicable (an additional column is
inserted each time you click on any of

the icons). .



Creating and Formatting Tables contd.

To create a table contd.:
To delete rows and columns:

Click inside the row or column you want to delete [1].
I

1

mim|o| O

On the Layout tab [2], in the 2
Rows and Columns group

[3], click on the drop down i
arrow next to Table icon [4]. i i e o

= R SR8 N e e (588 A2
In the dialog box that 125 2 J9Ed S5 § e 2 g =
appears, click on Delete S g e e "
Columns [5], or Delete * el | 3F\e, ” |
Rows [6] to delete a column | teetommms | - |
or row as applicable. ¥ Oeetefows 6 ;
And, if you want to delete o begene 7 E
the whole table, click on —

Delete Table [7]. y



Creating and Formatting Tables contd.

To Format a table:
To adjust the width of a column:

* Gently move the cursor over the border of the column you want
to adjust the width until the cursor changes to a cross sign with
the horizontal bar as a double edged arrow [1].

1

 Hold down the left button of the mouse and drag the line to the
side you want (i.e., to reduce or increase the width of the column
as application), and then release the button. The width of the
column becomes adjust depending on how you want it.
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Creating and Formatting Tables

Variables Intervention group Control group

Pre-intervention | Post-intervention | Beginning of study | End of study
n=108 n=101 n=108 n=199
contd. Frequency (%) | Frequency (%) | Frequency (%) | Frequency (%)
Knowledge grade
R Adequate 34 (3L.5) 81(80.2) 28 (25.9) 28(28.3)
To format a table contd.: stsou T ar(6E) g —taoi or

72=50.05, p = 0.001 72= 0.145, p = 0.0703

To merge cells across rows or columns:

Highlight the cells you want to merge (i.e, across the first and
second rows of the first column [1], the second and third columns
of the first [2] and sixth [3] rows, and the fourth and fifth columns
of the first [4] and sixth [5] rows) one at a time.

—— i i

On the Layout tab [6], in
the Merge group [7], click  ©
on Merge Cells [8]. Repeat 2.2 22282 000 Jims (s 2
the procedure for the other = — '—i “‘\ﬂ. e
cells to be merged, and :
then type your text inside
the merged cells.




Creating and Formatting Tables contd.
To format a table contd.:

To split a cell into rows or columns:

e C(Click inside the cell you want to split into rows and columns [1].
u

1

s
L=
[
 Onthe Layout tab [2], in the 2
Merge group [3]1 CIICk On Split Microsoft Word Table Tools
Ce"s [4]. s Review View EncNote X3 Design Layout
. . ﬂ E’ :J 3| Heignt 0.19° S 5T Distoibu
* Inthe Split Cells dialog box that B oo sewm sem | Awors | Ewaem 133 3| U ot
appears, enter the number of e e
columns (e.g., 2) and rows (e.g., 1

2) [5] you want to split the cell
into, and click OK [6].

* The cell becomes divided into 2
rows and two columns [7].

t 6

Number of rows: 2

Merge cells before spit

m|m(g|n| @ o

87



Creating and Formatting Tables contd.

To format a table contd.:
To remove cell borders:

* Gently move the cursor over the left upper edge of the table until
a cross made of two double arrows inside a box [1]appears, click
on it to select the entire table.

Variables Intervention group Contsol
Pre-intervention | Post-intervention | Beginning of study End of study
n= 108 n=101 n=108 n=99
— Frequency (%) Frequency (%) Frequency (%) Frequency (%)
Adequate 34(315) 31 (80.2) 28(25.9) 28(28.3)
Inadequate 74 {68.5) 20 (15.8) 80(74.1) 71(71.7)
= 5005.p <0002 r'=0145. 920703
* Onthe Home tab [2], in the . ,
H n;-ua Pagelupsct  Beferences  Madngs  Revew  View  EndNotext }
Paragraph group [3], click DUAS s | WD) (B E R EIN ec] s Aaoc, namoce AB
on the drop dOwn arrow | ™ semme 328 kx 2 b o4 ExamiE o af] v oo oot oz

\
| Opows % font s Faagragh - b shtes
_ - frotye R
| Do Bavom
o Botder 5

next to Borders icon [4].

* Inthe dialog box that
appears [5], click on the

— e Messonts Soe e
P— - T wvete fotant Sorder —

— £roop

border you want to delete. S~
| Adequate ETEE] L s - 28(283)
ladequate [ 7a(685) | (198 #a) s




Creating and Formatting Tables contd.

To format a table contd.:

To remove cell borders contd.:

Clicking on Left Border [6]
deletes the left border.

Click on the drop down
arrow next to Borders icon
again and click on Right
Border [7] in the dialog box
that appears again. This
action deletes the right
border.

Click on the drop down
arrow next to Borders icon
again and click on Inside
Vertical Border [8] in the
dialog box that appears

again. This action deletes all

the inside vertical border.
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Creating and Formatting
Tables contd.

To format a table contd.:
To remove cell borders contd.:

Click anywhere outside the
table to remove the
complete highlighting of the
table, and now highlight
the rows below the columns

headings

Click on the drop down
arrow next to Borders icon
again and click on Inside
Horizontal Border [9] in the
dialog box that appears
again. This action deletes all
the inside horizontal

borders.

Your table is now fully
formatted.

|

Variables Intervention group Control group
Pre-intervention | Post-intervention | Beginning of study End of study
n=108 n=101 n=108 n=99
Frequency (%) Frequency (%) Frequency (%) Frequency (%)
Knowledge grade
Adequate 34 (31.5) 81(80.2) 28 (25.9) 28(28.3)
Inadequate 74 (68.5) 20(19.8) 80 (74.1) 71({7L.7)
3= 50,05, p < 0.001 72=0.145,p=0.703
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Variables Intervention group Control group
Pre-intervention  Post-intervention Beginning of study End of study
n=108 n=101 n=108 n=99
Frequency (%) Frequency (%) Frequency (%) Frequency (%)
Knowledge grade
Adequate 34 (31.5) 81 (80.2) 28 (25.9) 28 (28.3)
Inadequate 74 (68.5) 20(15.8) 80 (74.1) 71(7L.7)

#7=50.05, p < 0.001

77=0.145,p = 0.703
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Creating List of Tables

To create the List of Tables:

* The first thing to do is caption the
titles of the respective tables.

e Place your cursor before the first
word of the title of the table to be
captioned [1].

* Delete the original number assigned
to the table by you (e.g., Table 1) [2].

 On the References tab [3], in the
Captions group [4], click on the
Insert caption icon [5].

* Inthe Label box of the Caption
dialog box that appears use the drop
down arrow to select Table [6], and
click OK [7].

 The table is automatically labeled as
Table 1 with a change in the font and
color of the title [8].

* Repeat the procedure for all the
other tables sequentially.
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Creating List of Tables contd.

To create the List of Tables contd.:

After all the tables have been
captioned, the next thing to do is
to go to the page for the List of
Tables (in the preliminary section
of the dissertation), and click your
cursor below the heading for the

page (leaving at least a space) [9].

Finally, on the References tab [3],
in the Captions group [4], click on
the Insert Table of Figures icon
[10].

The list of tables becomes
automatically inserted.
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Creating List of Figures 3

l Document3 - Microsoft Word

To create the List of Figures: ot i [ [z) Qe 0
* The first thing to do is caption the & . ==ismesn 20 T" g =

titles of the respective figures. . N
e Place your cursor before the first

word of the title of the figure to be Nl =

captioned [1]. e | e—
 Delete the original number assigned e Pt

to the figure by you (e.g., Figure 1) o = o | coee

[2]. sills -l
 On the References tab [3], in the R essaionct s i

Captions group [4], click on the 2~ 3

Insert caption icon [5]. .
* Inthe Label box of the Caption *

dialog box that appears use the drop

down arrow to select Figure [6], and roprtnct ,, | 194

click OK [7]. . I
* The figure is automatically labeled as m - B

Figure 1 with a change in the font Ooctors  turses Lbscetistdmin sl Others

and color of the title [8]. R

* Repeat the procedure for all the
other figures sequentially. 94



Creating List of Figures contd.

To create the List of Figures contd.:

After all the figures have been
captioned, the next thing to do is
to go to the page for the List of
Figures (in the preliminary section
of the dissertation), and click your
cursor below the heading for the

page (leaving at least a space) [9].

Finally, on the References tab [3],
in the Captions group [4], click on
the Insert Table of Figures icon
[10].
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Creating Table of Contents

To create the Table of Contents:

The first thing to do is caption the main headings of the components of both the
preliminary section (which consists of Title page, Dedication, Certification,
Acknowledgements, Table of contents, List of tables, List of figures, List of
abbreviations and Abstract) and the body of the dissertation (which consists of
Chapters 1 to 6, References and Appendices) as Heading 1.

Place your cursor before the first word of the heading to be captioned [1].
On the Home tab [2], in the Styles group [3], click on Heading 1 icon [4].

The main heading automatically becomes captioned with a change in the font and
color [5].

Repeat the procedure for the main headings of all the other components of the
preliminary section and body of the dissertation sequentially.
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On the Insert tab, the galleries indude Rems that are designed 1o coordinate with the overal look of
your document. You can use these galleries to insert tables, headers, footers, ksts, cover pages, and
other document buliding blocks. When you create pictures, charts, or diagrams, they also coordinate
with your current document look. You can easdy change the formatting of selected text in the document 9 6
text by choosing a look for the selected text from the Quick Styles gallery on the Home tab. You can also



Creating Table of Contents contd.

To create the Table of Contents contd.:

* The next thing to do is caption the sub-headings (humbered 1.1, 1.2, 2.1, 2.2, 3.1,
3.2,4.1,4.2,6.1, 6.2) of Chapters 1 to 4 and Chapter 6 as Heading 2 (please note
that Chapter 5 [i.e., DISCUSSION] has no sub-heading.

* Place your cursor before the first word of the sub-heading to be captioned [1].
* Onthe Home tab [2], in the Styles group [3], click on Heading 2 icon [4].

* The sub-heading automatically becomes captioned with a change in the font and
color [5].

* Repeat the procedure for all the other sub-headings in Chapters 1 to 4 and Chapter
6 of the dissertation sequentially.
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Bblocks. When you create phctures, charts, or diagrams, they abso coordinate with your current document 97




Creating Table of Contents contd.

To create the Table of Contents contd.:

* The next thing to do is caption the sub-sub-headings (e.g numbered 1.5.1, 1.5.2,
2.4.1,2.4.2,3.3.1, 3.3.2 etc) of Chapters 1 to 4 as Heading 3.

* Place your cursor before the first word of the sub sub-heading to be captioned [1].
* Onthe Home tab [2], in the Styles group [3], click on Heading 3 icon [4].

* The sub sub-heading automatically becomes captioned with a change in the font
and color [5].

* Repeat the procedure for all the other sub sub-headings in Chapters 1 to 4 in the
dissertation sequentially.
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Creating Table of Contents contd.

To create the Table of Contents
contd.:

e After all the headings (Heading 1), sub-
headings (Heading 2) and sub sub-
headings (Heading 3) have been
captioned, the next thing to do is to go
to the page for the Table of Contents (in
the preliminary section of the
dissertation), and click your cursor
below the heading for the page (leaving
at least a space) [6].

* On the References tab [7], in the Table
of Contents group [8], click on the drop
down arrow below Table of Contents
icon [9].

* Inthe dialog box that appears, click on
Automatic Table 2 [10].

* The Table of Contents becomes
automatically inserted.
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Creating Table of Contents contd.

To update the Table of Contents:

If there is any modification (such or inserting or deleting text, or moving text from
one page to another) that causes changes in the page numbering of the items in
the dissertation, all you need to do is to update the Table of Contents.

However, if a new sub-heading or sub-sub-heading has been inserted, you need to
caption it before updating the Table of Contents.

Click inside the Table of Contents, and then click Update Table [1] in the highlighted
field code box that appears.

In the Update Table of Contents box that appears, select Update entire table [2]
and click OK [3].

The Table of Contents becomes automatically updated.

TABLEOF CONTENTS
© [~ L3 Update Table... - 1

Table of Contents

Word i updating the table of contents. Selact ore of
the followang opbcns:
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C-International Research Consultancy
Our Services

Design or Review of Protocol / Proposal

We provide technical support in the design of study protocol / proposal. We provide guidance on
formulation of research topic, specific objectives, research questions, and research hypothesis. We
provide technical support regarding choice of appropriate study design, sample size estimation and
sampling technique; as well as choice of appropriate method and instrument of data collection, and data
management. We also review protocol / proposal and provide guidance on how to improve the quality in
compliance with the guidelines of the institution concerned.

Development of Data Collection Instrument

We provide technical support in the development and validation of data collection instrument. We build
questionnaires into the Open Data Kit (ODK) software for data collection with android phones. This saves
the cost of printing questionnaires, makes data collection easier, eliminates non-response, enables the
researcher to monitor the research assistants recruited for data collection (particularly, when and where
each questionnaire was administered, taking pictures of relevant locations, etc), and eliminates the
stressful data entry stage that usually follows completion of data collection.

Design of Database, Data Analysis and Interpretation of Results

We provide technical support in the design of database, data entry, data analysis and interpretation of
results. However, collecting data with the ODK software (instead of printed questionnaires) removes the
need for (and the cost of) designing database and data entry.

Design or Review of Dissertation / Thesis / Project Report

We provide technical support in the design of dissertation / thesis / project report (in compliance with the
guidelines of the institution concerned). We provide guidance on data presentation (including creation and
formatting of tables and charts). We also review dissertation / thesis / project report and provide guidance
on how to improve the quality in compliance with the guidelines of the institution concerned

Manuscript Development

We provide technical support in the development of manuscript (for publicatiomef;
article extracted from completed Dissertation, Thesis and Project report).




