TEMPLATE SETUP
Do NOT use “Word Online”/Google Docs/Web Browsers to work on your thesis. Most of these are “lite” versions of the software and will severely change your formatting. 

Word 365, 2019 and 2016 for Windows (PC):
Turn Off AutoFormat MANDATORY
· From the File menu, select Options.
· From the left column, select Proofing.
· Click the AutoCorrect Options button.
· Select the AutoFormat As You Type tab.
· Under Apply as you Type, de-select all options.
· Select the AutoFormat tab.
· Under Apply, uncheck all options. Click OK.
Turn Off Keep Track of Formatting MANDATORY
· Back on the Options menu, select Advanced from the left menu.
· Uncheck Keep track of formatting. Click OK.
Display the Styles List
· Select the Home tab in the Ribbon.
· In the Styles panel, select the small arrow in the bottom-right corner of the panel.
· The template “Styles” list will be displayed on the right side of the document.
· Choose a style from this list to apply that style to a section of the document.
Nice to have: Add Back and Forward Buttons (use to maneuver between TOC [or figure lists] and document)
· From the File menu, select Options.
· From the left column, select Quick Access Toolbar.
· Under Choose commands from dropdown, select Commands Not in the Ribbon.
· From the left column, select Back.
· Click Add >> (to add it to the right column).
· From the left column, select Forward then click Add >>.
· Click OK. The Forward and Back button icons have been added to the upper-left corner of Word’s interface.

Word 2013 and earlier:
Word 2013 and earlier are no longer supported. Download Office 365, or Mac equivalent versions, for free from the NPS Technology Assistance Center.
Word for Mac:
Saving Template for the First Time
· From your Downloads folder, double click the template file.
· In Word, open the File menu and choose Save As.
· Click the arrow next to Where to save the template to your desired location. 
· Uncheck Hide extension (if option is available).
· Checkmark Maintain compatibility (if option is available).
Turn Off Auto Formatting Options MANDATORY
· From the Word menu, select Preferences.
· Select the AutoCorrect icon.
· Select the AutoFormat as You Type tab.
· Uncheck all options under Replace as you type. 
· Uncheck all options under Automatically as You Type, except Straight quotes with smart quotes and Hyphens with dash—keep those checked.
· Select OK.
Turn Off Keep Track of Formatting MANDATORY
· From the Word menu, select Preferences.
· Select the Edit icon.
· Under Editing Options, uncheck Keep track of formatting. 
· Click OK.
Display the Style List
· The template styles are located at the top, in the Home tab, in the Styles pane.
· To float the Styles list over your document:
· Click View, then Styles.
· Under List, select Recommended.
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