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Introduction
Print out the instructions and read them through at the same time as you look at the document model (“Start using the document model”).
The aim of the document model’s different styles is to ensure that all Hanken master theses look the same. 
Structure and brief information concerning the pages (also see “Information on Hanken styles”).
The template contains of five pages:
1)   The first page is a title page. Write and replace the grey fields on the page with a) the title of the thesis, b) your name as the author, c) name of the Department, d) write Helsinki or Vaasa depending on where you are situated and finally e) the year. 
Hanken's logo is appearing on the first page header in the upper right. You may not alter the placement or size of the logo. You may not place anything in the direct vicinity of the logo. If you do not want to include Hanken's logo in your thesis, you can delete it from the header.
2) The abstract of thesis starts on page two. Fill in all the fields. 
3) The table of contents starts on page three and finishes with lists of appendices, tables and pictures. Update the contents by using the keyboard shortcut Ctrl + A (select all) and press F9.
4) The real text of the master thesis starts on page four. Write in your first main heading after number 1. Start writing/paste the text in the grey field. This page will, of course, include many pages. 
After the text follows appendices. Each appendix should have a heading, and in order for you to place the appendices in the right place in the contents list, you must use the H_Appendix style here.
5) The model for sources is found on page five in the template. Write or paste in your first reference in the Reference list field. When you are using the style H_Ref_Body in your source list, the references you put in after this will have the correct format.



 


Start using the document model 
Use Hanken’s own styles in headings, tables, pictures and appendices. This way you will make sure that all page numbers, headings, table- and picture titles are in accordance with the contents list in your master thesis.
If your thesis is written in Word 97-2003 document you must convert your file to Word 2007. Open your thesis and click the Office Button and choose Convert.
· Create a file folder that you name Master thesis, for example: 
Save the Hanken_thesismodel.dotx file there.
· When you double click the dotx-file, a Word 2007 document will open (*.docx) based on the Template.
· [image: ]Open your master thesis document and Apply Styles using Ctrl+Shift+S.
[image: ]   and choose Styles. 

Information on the Hanken Styles
The Hanken styles are so called Paragraph Styles and begin with H_. These will affect the entire section where the cursor is when clicking some of the styles in the style menu. Below you will find more information about the different styles and their functions.
If you do some special formatting within one chosen style, for example italic, the change will remain if you change the style. You can remove the special formatting by, for example, activating (highlighting) respective area and by clicking the special formatting again (for example italic).
The numbered heading styles H_Head1 - H_Head4 function according to the following:
H_Head1 states the main numbering. If you, for example, already have four main chapters and you click the style H_Head1 (the cursor is in an “empty” place), the page will automatically change and the new main chapter, i.e. number 5, will be written at the beginning of the page. Your task is now to simply write a heading for the chapter after the number.
H_Head2–H_Head4 are connected to H_Head1, so if you click on the style H_Head2, for example after Chapter 5, the following chapters will be numbered 5.1, 5.2, 5.3, etc. If you remove a heading, for example 5.2, the headings after will be renumbered after the removed heading automatically (5.3 will be 5.2 etc.).
The picture heading H_Figure and the table heading H_Table work the same way as H_Head1–H_Head4 concerning automatic numbering.
H_Appendix, that concerns appendices, works the same way as H_Head1. The page will change automatically and the new heading for each appendix, i.e. APPENDIX 1, APPENDIX 2, APPENDIX 3, etc. will be written at the beginning of the page. Your task is then to write the name on each appendix after Enter.
H_Body_TextList_Nr makes a numbered list of the chosen chapters 1) Xxx, 2) Xxx, 3) Xxx etc. If you, for example, want new numbering from Chapter 3) Xxx, you must place the cursor on the number, right click and choose restart numbering, and then 3) Xxx will change to 1) Xxx.

To create text directly in the document with Hanken fonts:
Place the cursor where you want the text, choose the font and start writing.
To place/copy text into the document with the right fonts:
NOTE! First, make a back-up copy of your source document.
Check that the source document doesn’t have the automatic Spelling & Grammar activated (press F7 and deselect check grammar). If the alternatives are activated, the automatic syllabification can follow the text but changes to manual. This could cause problems.
Highlight, select all (Ctrl+A) your source document and copy the text. Go into your master thesis document and insert the text, for example in a place with the font H_Body_Text in the following way: Home/Paste/Paste Special/Unformatted Text.
If the copied text contains much text in italic, underlined or similar, you should use the following commands: Home/Paste/Paste Special/Formatted text (rtf). After this, Highlight, select all (Ctrl+A) the text in the master thesis document and click, for example, the font H_Body_Text. The text will then be the same as the body text and your own formatting will remain.
To create and paste pictures (graphs) and tables
Note especially that you should not use a smaller font than 8 in diagrams and tables. This means that graphs and tables made in Excel or other programmes should be planned so that they don't become too small when they are moved into the thesis manuscript. Always use a line around your tables and pictures.
When importing a picture (or graph), first click the H_Figure font. Where the cursor is activated the text “Figure 1” will be seen, and you can name it by writing in the heading of your figure. When pressing enter, the picture will be placed in the middle of the page. If you want to move the picture to the left, choose the formatting that places the text to the left, and vice versa if you want to move the picture to the right. Then click enter, and a new text after the picture will get the H_Body_Text font again.
When importing a table, first click the H_Table font. Where the cursor is activated the text “Table 1” will be seen, and you can name it by writing in the heading of your table. When pressing enter, the cursor will be placed to the left of the page. Then import the table.
If you create a picture (graph) or a table directly in the document, you do the same procedure as when pasting it.
Table of Contents
When you use the H_Head1-H_Head4 fonts in the headings of your thesis, the H_Figure in your picture headings, the H_Table in the tables and the H_Appendix font in the appendixes, your table of contents will also be correct since the information simultaneously goes there.
Update the contents using Ctrl + A (select all) and press F9. 
Choose the Update the entire table alternative, and the entire table will be easily and conveniently updated (i.e. chapter number, headings and page numbers). Never write numbers in the headings, just let the Word 2007 Styles take care of this. Remember to update the table of contents when the entire work is ready.


Styles
[image: Valikko]
 (
= Main heading that cannot be seen in the table of contents (used on the first pages)
)
[bookmark: _Toc163893343] (
= Heading fon
t
 1, can be seen in the table of contents, starts a new page (after Enter two line space + H_Body_Text)
) (
= Creates a footnote and moves the cursor to the footnote
) (
= Appendix heading sub-heading (after Enter comes H_Body_Text)
) (
= Appendix heading, can be seen in the table of contents (after Enter comes H_Body_Text)
) (
= Sources (after Enter one line space + the same font)
) (
= Table heading, can be seen in the table of contents (after Enter see “To create and import pictures and tables”)
) (
= Picture heading, can be seen in the table of contents (after Enter see “To create and import pictures and tables”)
) (
= Quotation (after Enter one line space + the same font)
) (
= Bullet list (after Enter one line space + the same font)
) (
= Numbered list (after Enter one line space + the same font)
) (
= Body text (after Enter one line space + the same font)
) (
= Heading font 1.1.1.1, can be seen in the table of contents (after Enter one line space + H_Body_Text)
) (
= Heading font 1.1.1, can be seen in the table of contents (after Enter one line space + H_Body_Text)
) (
= Heading font 1.1, can be seen in the table of contents (after Enter one line space + H_Body_Text)
)
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Start using the document model

1) Createa file folderthat you name master thesis, for example. Save the Ha
th

When you double click the dotx-file, a Word 20
based on the document model

07 document will open (*.docx)

Open your master thesis document and Apply Styles by using Ctrl + Shift +

2) Home/Tool and

7 s and search for Hanken_thesismodel.dotx
through the 4dd button and in the hicrarchy that opens when you press the button
Click OK. Then thelink is restored.

3) Whenmoving your doctoral thesis document somewhere else, you must also copy
the document model and place both in the same file folder. Ifneeded, createa new
link according to the instructions in Section 3

Information on the Hanken stvles
The Hanken styles are so called paragraph styles. These will affect the entire section

where the cursor is when clicking some of the styles in the style menu. Below you will
find more information about the different styles and their functions

If you do some special formatting within one chosen style, for example iralic, the
change will remain if you change the style. You can remove the special formatting by
for example, activating (i.c. highlighting) respective area and by clicking the special
formatting again (for example italic)

The numbered heading styles H_Headl - H_Headd function according to the
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