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Problems in Writing Your Thi ‘ y
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b
Most thesis writing are written using MS Word but writers
(students, lecturers) are not using 100% of it's functionality.

Instead MS Word is just being an electronic type writer for them
(doing it manually)

Waste money, in buying the software
Waste your time preparing the document according to the formats

Waste your energy, in solving format’s problems in the document



Knowing Your Report

All reports has their own kind of formats ;

Thesis reports (PhD, Master degree, Bachelor
degree etc) has their own formats, based on

Institution reqgulation (please read UTeM's
handbook)

Documents with proper formats are highly
valuable



Knowing MS Word Functiong & y
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Step 1

Understand all the

functions in MS Word

Learn the functionality
of each icons provided







Tips and Tricks 2

Integrate with another software to handle your
references

Better and

Proper
Management

Mendeley




Time saving

Most formats can be generated
automatically

Easy to fix the problems which you had
made



ordered as follows:

Title Page

Copyright (optional)

Dedication (optional)

Acknowledgments (optional)

Table of Contents

List of Tables, List of Figures, List of Abbreviations, List of
Symbols

Abstract (English)

Abstract (Malay)

Main Body

Chapter 1 (which includes an introduction)

Chapter 2 (literature review)

Chapter 3 (research methodology)

Chapter 4 (Analysis and Result)

Chapter 5 (Summary, Conclusions And Recommendations)
Bibliography/References

Appendices
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Template icon(.dotx)

Build your own
template

opened using a given template;’
the pre-set styles associated with
that template are automatically
Incorporated into that document

| HOw? |

Using templates from
other documents






Styles Functionality in MS

Norma|

No Spacing

Hoading 1

Ht'.uim'.‘_'

Emphasis

Intense Emphasis

. Differentiate your chapter title and

the paragraphs.
. Handling your writing easier.
« As alink in document map.

. [Essential to generate Table of

Contents

\/
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1) Handling your
document.
Easily jump to
each section.

2) Asalinkin

styles.

Document Map =

PERMULAAN KATA
Panduan Menulis Tesis Menggunakan M3 Waord,

Fungsi:

Tips: Penyediaan menulis thesis
Tips: Proses penulisan
Chapter 1. PENGEMALAN
=| Chapter 2. CIRI-CIRI UTAMA
2.1 Apa yang penting?
=l 2.2 Rangka
2.2.1Rangka dan Makro: Thesis template.dot’
=l Chapter 3. Menulis tesis anda
=l 3.1Heading styles
3.1.1Menggunakan style Heading untuk kesemua
3.2 Menukar style
3.3 Bab dan pernomboran Heading
3.4 Fields
3.5 Memasukkan nombor kepada rajah dan jadual
3.6 Memasukkan ‘cross-referencng kepada jadual dg
=I 3.7 Pernomboran persamaan secara automatic
3.7.1Menggunakan system ‘Caption’
3.7.2 Menggunakan Fields’
3.8 Jadual
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Page Number
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Pages Tables Illustrations Links Header & F @ Top of Page »
Document Map - X IE © 1 |3 Bottom of Page »
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Eandu?n Menulis Tesis Menggunakan MS Word. bl curvent position R
ungsi:
F t Page Numbers...

Tips # 1: Penyediaan menulis tesis @ DML ISR NUmGes
Tips # 2: Proses penulisan & Remove Page Numbers

PENGENALANM

1) Different numbering system - Roman (front

page), Arabic (thesis contents) and Others
(Appendices - A1)




Multilevel List

1) Set the level of
thesis

2) Using together
with Styles
function
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Inserting a Manual Page Be

. A manual page break is one you insert at a

specific location; it doesn’t matter if the previous
page is full or not

« You insert a manual page break by clicking the

Page Break button on the Insert tab or by holding

down the “Ctrl” key and pressing the “Enter” key



A section is a part of a document that can have
ItS own page orientation, margins, headers,

footers, and so on

To divide a document into sections, you insert a

section break
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Audtt Report - Microsoft Word
Home Inset | Pagelayout | References  Malings  Review  View
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Matk the point at which one page ends .
and the next page begins.
Column !

Indicate that the text following the column
break will begin In the nest column,

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

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

Continuous
Insert 3 section break and start the new
section on the same page.

Even Page
Insert a section break and start the new
section on the next even-numbered page.

Ogd Page
Insert a section break and start the new
section on the next odd-numbered page.
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Equation Editors
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G inea

oMy

Equation

v dbe Normal Text

Tools

fs

it} i
J Home Inset  Pagelayout  References  Mailings  Review  View  Adddns  Design

4
(

mjitxt!?<<_<>;£?¥;w
d Uy U 0% e (e AL T3] 31IE]3
Symbols

[ = || m |

| —- i = |

TR [ 2

v v Opertor

)} sinf é lm

4

Structures

A\

. Frachon Stript Radical Inteqgral large Bracket Function Accent Limit an

Log "

1) Proper equation format

2) Easy to arrange




Captions

. Name the Figure, Table and Equation

* Click ‘References™ ‘Captions’ >Insert Caption’f f‘
OK”. r 'm ™ —

Caption

Caption:

Figure 1

Options

Label: Figure E

Position:

/""”\ | AutoCaption... | ok || cancel

et L\ L AR )
faeost=—
—" . Table _ Title position is TOP
. Figure — Title position is BOTTOM




Cross-reference

Reference type: Insert reference to:
‘ Numbered item E] EParagraph number

Insert as hyperlink || Indude above /below

r——Y

| Separate numbers with | ]
For which numbered item:

1, Rangka bahagian penulisan yang anda akan hasilkan, Tuliskan bab-bab, se...
2, Tetapkan tarikh yang sesuai untuk penulisan setiap bab. Ini akan membuat...
3. Tuliskan segera segala penemuan anda pada bahagian yang sewajarnya.
Chapter 1. Introduction
Chapter 2. Main features
2.1The essentials
2.2 Templates
2.2.1Templates and Macros: The ‘Thesis template.dot’ template document
Chapter 3. Writing your Thesis
3.1Heading styles
3.1.1 Use Heading styles for all section and sub-section headings
3.1.2 Viewing the document in ‘Outline’ view

-
-

Insert Cancel




Generating Table of Conte

1) Table of
Contents can be

generated
automatically
Go to

References tab

and click on
Table of
Contents

Built-In
Automatic Table 1

Conlenls

Chapter 1. Heading 1

L1 BTN it ooy i e i Voo o oo g

Automatic Table 2

Table of Contents
Chapter 1. Heading 1

L1 31T v LI

Manual Table

Table of Contents
Type chapter tithe (bevel 1)

Type chapter tithe (bevel 1),

& | Insert Table of Contents...
\3‘ Remove Table of Contents

G | 2ave Selection to Table of Contents Gallen
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Print Preview | Web Preview

Rajah 1: Text.............. 1|# | [Rajah 1: Text o

1) Goto

References tab

d I- k T W 3 [~ | [Rajah2: Text
and click on TR - AR 5 Rajah 3: Text
Rajah 4: Text............................ 7 Rajah 4: Text

T Ry T N Rajah 5: Text

Table of Figures

Show page numbers
Right align page numbers
Tab leader: |.......

Use hyperlinks instead of page numbers

You need to include Caption
on your figure first!!

ME CIRCULA
_ General

Formats: From template
Caption label: |Rajah

Indude label and number

(. | [ ot |

[ OK ][ Cancel ]

JA TECIRCULEI

Rajah 1



References & Bibliograph¥y |
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1) Display the list of your source
2) Go to References tab and click on
Manage Source
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CITATION in MS WORD

. Install Ms Word Plugin
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want to msert citation,

1) Click ‘References’

2) Click icon ‘Insert Citation’
3) Automatically open dialogue box appeared
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1.2 Problem Statement

A lot of developments and research are aiming at providing more efficient means foz
alarming and guiding people Good exampies are fire alarming svstems Many buildings are
currently equipped with modem fire detection systems and it is possible 1o alert people to a

firte. However, this gives no clues as to how to escape Cumently, although most all the

b cations (at the
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since the evacuees most of the times do not know or do not follow the optimal evacuation

This situation setting worse durineg an oneoine hazards present in the building Most of the




References & Bibliograg
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‘Send Citation to Word Processor’ icon

Fle EdR View Tocls Heb

T ——
B 5 W, e oW 2 @ \x
Add am,.w:m Croste «r-rv E-rmad Sy Servd Clatxon to Cancel CRation
Documents M Tolecton Folder  Folder Documents  Libr Wadmtma/
My tteary B Gattng ated wethM_ [ N~
My Library .
& 2 S All Documents
“ Recently Added * O U Asthos Tl Yo Publshec ©  Added
i Fareiekes . 9 Tabrca, Tatisna: A Dynansc Model for Frre Emergency
& tmeds Roview Evacustion Based on Wedloss Sersor N
A
¥, My Publications . @ Rabewn, Aef; M Sendatien Human Cogrtive Bahanions mcm 12:280m
Urscrtad ' Pro-Evacustion Manveng
Creste Folder... . @ Shams, Sharad Sendation and Modelr of Group 2009 12:28am

Behavior during Emergency Evacuation

Groups




References & Bibliograg

CHANGE CITATION FORMAT

* Click ‘Reference’ > ‘Style’ > Choose University
format

roposal - Development of Evacuation Algonthm for Crttical Inodent v2 [Compabibility Mode] -~ Microsoft Word
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1.2 Problem Statement

Nature jourmasl
More Shyles

A lot of developments and research are aiming at providing more efficient means for
alarming and guiding people Good examples are five alarming svstems. Manyv buildings are
currently equipped with modem fire detection systems and it is possible 10 alernt people 1o 2
fire However, this gives no clues as to how to escape Currently, although most all the
buildings have lighted exit signs and cvacuation maps at specific locations (at the
intersections or near doors), unfortunately these are unable to provide information such as
whether the exit is imaccessible or ovaaowded which can lead to disorganized and
potentially dangerous evacuations. The evacuation of a building is a challenging probign,
since the evacuees most of the times do not know or do not follow the optimal ev.tcu:tio:ﬁ‘:] |\

This situation getting worse dunng an ongoing hazards present in the building. Most of ther
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BIBLIOGRAPHY in MS WORD

* Click ‘Insert Bibliography’

Proposal »~ Developmant of Evacuation Algorthm for Crtical Inadent v2 [Compatitiiny Mode] - Microsoft Wared

Page Layour Reterenies Matngt Review View
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Many buildings are curvently equipped with modem fire detection systems and it is possible
1o alent people 1o a five. However, this gives no clues as 1o how 1o escape. Cwrently,
although most all the buildings have lighted exit signs and evacuation maps at specific
locatrions (ar the intersections or near doors), unfortunately these are unable to provide
information such as whether the exit is inaccessible or overcrowded which can lead o
disorganized and potentially dangerous evacuations The evacuation of a building is a
challenging problem, since the evacuees most of the times do not know or do not follow the
optimal evacuation (Tabirca et al 2009) This situation getting worse during an ongoing
hazards present in the building. Most of the times, they do not know which is the best path
that they should follow ins order 1o reach an exit (Tabirca ¢t al, 2009)
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