USING SHAREPOINT/
TEMPLATE SETUP
All on-site NPS students must use SharePoint

Upload File to SharePoint

· Open your SharePoint site (link assigned by Rhoda Lynch)

· Select Upload.

· Select Browse, and locate your thesis file (from your hard drive/disc)

· Select OK

· In the Thesis Library screen, select Check In

· The Word file is now on SharePoint, and is available to be checked out and edited. 
Checking File Out of SharePoint and Editing in Word

*Note: If you are using the Firefox or Safari browsers (Macs), you cannot check your file out of SharePoint. It is suggested that you open the file from SharePoint, save it to your hard drive, edit the file from your hard drive, then upload the edited file back into SharePoint.
From Internet Explorer:

· Open your SharePoint site
· Place your cursor over the document you want to check out

· On the right side of the document name, select the down arrow

· From the drop-down, select Check Out

· You may get the following prompt. If so, verify that “Use my local drafts folder” is NOT selected, select OK.
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· Again, place your cursor over the Word document, and select the down arrow

· From the drop-down, select Edit in Microsoft Office Word

· The Word document opens and is available for editing

· When you are finished editing the document, select the X in the upper right corner of the document (close the file)
· When prompted, select Save Changes and Check In (optional > add a Comment)
· The file has been checked back into SharePoint, and Version History has been updated to include any changes applied to the file
Word 2007 Options & Settings:
Download Word 2007 Service Pack 2
 MANDATORY
· There have been issues reported with Word 2007 (prior to upgrading to Service Pack 2) that involved words/sentences running together without spaces (often an entire document may be affected); to avoid this problem, you must upgrade to Word 2007 Service Pack 2
· Use the following link to download Word 2007 Service Pack 2
http://www.microsoft.com/downloads/en/details.aspx?FamilyID=b444bf18-79ea-46c6-8a81-9db49b4ab6e5&displaylang=en
Turn Off Keep Track of Formatting
MANDATORY
· Select the Office radio button 

· In the dialog, select the Word Options button

· From the left column, select Advanced

· De-select Keep Track of Formatting and Prompt to Update Style

· Select OK
Turn Off Auto Formatting Options MANDATORY
· Select the Office radio button

· From the dialog, select the Word Options button

· From the dialog, select Proofing

· In the dialog, select the AutoCorrect button

· Select the AutoFormat As You Type tab

· Under Apply as you Type and Automatically as you Type, de-select all options

· Under Automatically as you Type, de-select all options

· Select AutoFormat

· Under Apply, de-select all options

· Click OK 

Using Track Changes
· From the Main menu bar, select the Review tab

· Select the Track Changes option 

· To turn Track Changes on, select the down arrow, then select Track Changes (alternatively, you can select Ctrl/Shift/E from the keyboard to toggle Track Changes On/Off)

· From the Accept option, use the Previous and Next arrows to view each track change that has been applied; and select Accept to accept those applicable

Adding Back and Forward Buttons to the Toolbar

· Select the MS Radio button 

· In the dialog, select the Word Options button

· From the left column, select Customize

· At Commands from, select Commands Not in the Ribbon (from the drop-down)

· From the left column, select Back and Forward (icons with arrows)

· Select Add to (to add selections to right column)

· Select OK

NOTE: Back and Forward button icons are added to the upper-left corner display; use these to maneuver between the TOC and the document

Displaying the Template Style List

· Select the Home tab

· Under the Change Styles icon (far right of display), select the small arrow (bottom-right corner)

· The Template Style list will be displayed on the right side of the document

Word 2010 Options & Settings: 
NOTE: By default, the Keep Track of Formatting option is turned off in Word 2010; use the following procedure to verify that this setting is turned off

Turning Off Keep Track of Formatting MANDATORY

· From the File menu, select Options

· From the left column, select Advanced

· In the dialog, turn OFF Keep Track of Formatting

· Select OK

Turning Off AutoNumbering MANDATORY
· From the File menu, select Options

· From the left column, select Proofing

· In the dialog, select the AutoCorrect button

· Select the AutoFormat As You Type tab

· Under Apply as you Type, de-select all options

· Select the AutoFormat tab

· Under Apply, de-select all options

· Click OK 

Adding Back and Forward Buttons

· From the File menu, select Options

· From the left column, select Quick Access Toolbar
· At Commands from, select Commands Not in the Ribbon (from the drop-down)

· From the left column, select Back, and then select Forward

· Select Add to (to add each to right column)

· Select OK

Forward and Back button icons are added to the upper-left corner toolbar display; use these to maneuver between TOC (or Figure Lists) and document

Displaying the Template Style List

· Select the Home tab

· Under the Change Styles icon (far right of display), select the small arrow (bottom-right corner)

· The Template Style list will be displayed on the right side of the document

· To display the current style (when selecting a section of the document), select the Style Inspector icon (middle icon at bottom of style sheet display). 

Word 2003 Options & Settings:

Turning Off Keep Track of Formatting MANDATORY

· From the Tools menu, select Options

· In the dialog, select the Edit tab

· De-select Keep Track of Formatting and Prompt to Update Style

· Select OK

Turning Off Auto Formatting Options
· From the Format menu, select AutoFormat

· In the AutoFormat dialog, select Options

· Select the AutoFormat As You Type tab

· Under Apply as you Type and Automatically as you Type, de-select all options

· Select the AutoFormat tab

· Under Apply, de-select all options

· Click OK 

Mac Options & Settings:

Turning Off Keep Track of Formatting MANDATORY

· From the Word menu, select Preferences

· Select the Edit icon

· De-select Keep Track of Formatting

· Select OK

Setting Compatibility to Previous Versions of Word (prior to Word 2008)

· From the Word menu, select Preferences

· Select the Compatibility icon

· From the drop-down, select Word 2000-2004 and X 

· Select OK

Turning Off Auto Formatting Options

· From the Word menu, select Preferences

· Select the AutoCorrect icon

· Select the AutoFormat as you Type tab

· Under Apply as you type, and Automatically as you type, de-select all options

· Select OK  (disables all autocorrect features in Word)

Displaying the Style List
· Click the Toolbox icon or the Formatting Palette
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