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1 INTRODUCTION

There are templates for two purposes:
1. The publicationTutkielma.dotm
2. The abstract:

— tutkielma_abstrakti_fi-sv.dotx
— tutkielma_abstrakti_fi-en.dotx
— tutkielma_abstrakti_fi-ge.dotx

The suffix of the latter is DOTM which signifiesahit consists of macros, that is,
automatic functions. This is why its introductioendands special actions. The
two samples do not necessarily need to be in thee slolder although it is
recommended for clarity.

In order for the sample file to function fully,nieeds to be situated areliable
location There are two ways to ensure that the locatioaliable:

— Copy the fileTutkielma.dotm into the folder, which has been set as default
folder for your sample files. You can check whidh fs set as default by
going to » Office Button - Word Options - Advance@eneral - File
Locations...». The following window will appear:

File Locations
File types: Location:
Documents Wery-man. uwasa. fithame! TIISUC
Clipart pictures
i1, IMicrosoft Templates

‘Workgroup templates
AutoRecover files i VApplication DataiMicrosof Hword
Taols i AMicrosoft Office\Office12
Startup L AMicrosoftword\STARTUP

Modify...
The default location is treated as a trusted source for opening files, IF you
change a lacation, make sure that the new location is secure.

[ Ok ] [ Close ]

The part » User templates» is particularly impadrtan
— Copy the sampl@&utkielma.dotm to any existing folder and set it as default
folder for the samples in the preceding window (thet »User templates»).

When the sample file is situated in an appropriatation, you can draw up a
new document. There are two ways to make this deatrm
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— Double click on th& utkielma.dotm file.
— Create a new document by going to » Office Buttdlew - My templates.»
and set the sample, basing on the sample (for dearugkielma.dotm).

Styles are an essential part of the sample filau ¥an emphasize the using of
styles by clicking on »Styles» task pane:

1

Styles 4

Heading 1

Heading 2

Heading 3

Heading 4
| Leipa

Luettelo numerot
Luettela rv
Taulukon otsikko
Kaava

Kuvio

Marmal

Quote

TOC 1

TOC 2

N R R ] R i

[ show Presview
Disable Linked Styles

Options. ..

This menu can be accessed through the key comtir@hift-Ctrl-Alt+S or by
clicking the »Home» tab »Styles» group dialog bu»

> s == #4 Find -
1 z = | e (== T -
) || s ket txtTeksti (02 =HT| AABB AaBbC 4aBbCo %

2. Peplace
Paste

fiHeading1 7 Heading2 1 Heading3 - Shange

I S Style L select -
Fort i Faragragh i Styles G Editing

& Mormal = 17 pt, Kerr -
Clipboard 3
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2 WORD SETTINGS

In order to work easily, it is recommended that yoake some adjustments.
There are many Word 2007 -related rules so listing setting them one by one
would be laborious. This is why an »Asetukset»-magdfinnish for Settings-

macro) is included in th@&utkielma.dotm sample. The macro will make the
necessary adjustments automatically.

»Asetukset» macro will only work when two requirertseare met:
1. TheTutkielma.dotm sample is situated in a reliable location and
2. adocument has been drawn up, basing on the sample.

MacroAsetuksetcan be started in two ways:
— by the key combinatio8hift-Ctrl-Alt+A .
— by the Command » Developer - Code - Macros - AssukRun».

The following dialog box pops up when the macrmisalized:

Wordin asetukset

Choose "yes” to continue.
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3 ABSTRACT

The abstract is drawn up as its own document. Yaouareate the document by,
for example, double-clicking one of the templates:

— tutkielma_abstrakti_fi-sv.dotx

— tutkielma_abstrakti_fi-en.dotx

— tutkielma_abstrakti_fi-ge.dotx

3.1 T'Page of the Abstract

Abstrakti suomeksi 7

There are two similar, although i
. . Vaasan vl sto
different language tables in the  (Tase-

Julkaisupdivimiiri o

Julkaisun tyyppi o

abstract file. Some borders of oy e ————
these files can, and some cannOt|vaiysiedois BN
be printed out. . SN T

Sivamiirid Kieli o

If you cannot see the borders of |7umsm sk
these cells in the filling stage, it iS/tesims-
recommended that you make e
them visible by clicking on
»Home - VY - Solureuna»

o Solureuna- |,

Another way to show the grid is the »Design - Bosde View gridlines»
command. When using this approach, note that teetskDesign» is only visible
when the cursor is placed on the table.

You are not meant to replace anything with thegablt to fill out each cell
below each title with an appropriate text (or aingtr[any ordered line of
symbols]).

The writer of the study is only supposed to filk the following:
— Author(s)

— Contact information

— Title information

— Abstract

— Keywords

For example, the first section, Author(s), looklthis:

Tekiji(t)
Mikkonen, Fauko =
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Other sections (as the Number of pages or ISBNYiked out by a publication
secretary.

There is a hidden text fbstract in the language of publicatiomr »Abstract in
Finnish») on top of the table, the purpose of which ishow on screen but not to
print out. If you cannot see it, click on »Offic&itBon - Word Options - Display -
Hidden text» If the hidden text prints out remowe ttheckmark from »Print
hidden text».

If your page is irrevocably ruined, follow thesest:

1. Remove the table but do not remove the empty padsagd in the bottom of
the page (If your settings are according to ouomamendations, the passage
is only made vivid by a passage mark 1)).

2. Create a new study (For example double clickinghen
tutkielma_abstrakti_fi-en.dotx file).

3. Copy the table from the first page (e.g. by usimfj@board) to the first page
of your study, and fill the table out again.

3.2 The 2*and 4" Page of the Abstract

is supposed to show on screen but not to printlbybu cannot see it, click on
»Office Button - Word Options - Display — Hiddexte If the hidden text prints
out, remove the checkmark from »Print hidden text».

3.3 The & Page of the Abstract

On this page, there is a table which  keskienganic

Drate- of publication:

is identical to the one the first page, Jussopiied T T
although written in English. o = _
Name and numberof seriesci
i
The writer of the study can now fill ~[5™"* ™" s
out the same spots as on the first Dso
page, but this time it is done in Number of pagess | Languaget
English or any other language of Name of publication
publication (the title of the abstract [Zbsuac
will also be written in the language fiewers:
i

of publication). 1

If your page is damaged beyond repair, do as rea@mded concerning the first
page of the abstract.
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4 FOREWORDS (VII-VIII)

When a new document has been created, the curgsaded before the word
»Esipuhe» (Finnish for Forewords):

VI

L4

T

There are hidden instructions »(ei pakollinen agkajsua)» (Finnish for not a
compulsory part of the publication) after the wa&sipuhe. You can remove the
instructions if they bother you. The possible fooeds are written in theLeipa»
styled passage which begins after the title:

VIIT

Esipuheen ensimméinen kappale. Xooomx X X000y 2000K J000MK XIKMEX XXX
KXKX XK Ko |

Esipuheen toinen kappale. 3o a0 KXKMAK 100K XXONK 000K 1000 XHAXK
KAKK XK. XRKOHK KX JODCKNAKK XNAK MKAMK AMXMKIOOK MO0 XXNK MKXN XXX

TI000 300 MOIOCION0E J00I00 SO00I0E KON MONM00E K 300K KIDH 330K il'
T

At the bottom of the page (after thé.epd> styled passages) there is one
»Normab-styled passage, which, in fact, is a forced pagak. You can see it
clearly when you make all those symbols visiblealihslo not print out by going
to »Home - Paragraph - Show/Hid Y| (or by the key combinatiorShift-
Ctrl+8):

Esipuheen-ensinmmdnen kappale. - oo 500 50000 0K - 300K 200K - KI00 K K-
KKK XX KA

Esipuheen-tomen kappale. - X000 500 XEmm0 3000 XK - 300 X0 1000 KK
KKK AKX, XXI000K- XX S000MMNKR 30000 XO0KNN JOO000 - 200K KMKK XRXK- XK.
K K300 P02 RO PO LK SO0 LKA F0 L FOCK R KIDEK 20K ]

Sivureaibko T
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If you want to, you can remove the forced page lorétais only there to show
you, there are two pages reserved for the forew(@ages VII-VIII).

On the bottom of the latter page (VII), there iseation change. You can see it in
the »Print Layout»-layout if all the symbols whidoe not print out are made
visible. You can also see the section change flfmmDraft»-layout even though
the symbols which do not print out are invisible:

L | Cisan vaihbo (pariton siva)

You have to be careful not to remove the sectiangk because it makes sure
that the following page is odd numbered despitdehgth of the forewords.
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5 INDEX AND OTHER LISTS (I1X-)

The index can look like this at first:

Sisdllys

1 OTSIEKO 1 19
LAHTEET 29
LIITTEET 3q
Kuviot

Kuvio 100. Kuvio 19
Taulukot 7

Taulukko 100. Taulukko 19
Lyhenteetq

YTHS= Ylioppilaiden terveydenhuoltosdatio= el
Kaavat 7

(100) 19
L

In the beginning, the index page may seem somewinabrrect». It includes
ready-made lists: the index and lists for figutesles, and formulas, in addition
to a table for abbreviations.

As long asthe titles of the study are written with appropriate styles, the list can
be updated by placing a cursor on the list and ttlmking on F9 (it is also
possible to click on the quick menu and choose xsitipéield»).

The following window (usually) appears:

Update Table of Contents @E|

Wiord is updating the table of contents, Select one of
the Following options:

) Update page numbers only
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Choose the latter from the appearing alternativegdate entire table».

In case you do not need a specific list style dipgivalent field should be deleted.
This is done by choosing the whole field and pregsin the Delete button. The
table can be removed lolgleting the table and its title.

If you wish to change the styles in the list,

1. place the cursor on the field

2. click on Shift+F9, and the "insides” of the fieldllshow:
|{ TOCHYO "1-4"4T "LAHTEET;1" }

3. write a new style, replacing or adding to the alé®

4. Finally, click onShift+F9. This causes the field to close (you can also @itk
F9 which causes the field to close and updatef)itsel

The syntax inside the field corresponds to theofaihg:

— 0O "1-4" means the title levels 1-4.

— "LAHTEET;1" means that theLahteep styled paragraph is shown with the
style called Sisluet d.

Please note that there are section changes adtdéisth (in order for the next page
number to be 1). You can see the section change klearly in the »Draft»-
layout:

Mormaali Kaa\7at a

Sishuet 7 (LO0) e

Leipd o

Marmaali ] .
Osan vaihbo (seuraava sivu) s

Orstde 1 1 OTSIKKO 19

Taulukon otsikko Taulukko 100. Taulukko ¥

Kuvin Kuvio 100. Kuvio Y

3
9} —
(100) 3

Do not remove this section change.
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6 WRITING (1-)

6.1 Principle for Passage Styles

When applying the publication base, it is essenbalise different styles. As a
general rule, you are expected to make passagpkbing the appropriate style
on each of them. This can be done by followingstieps below:
1. Place your cursor so that it flashes on one passageoose at least parts of
several passages you are editing.
2. Do one of the following:
a. Click on Styles
b. Click on a style name on the list or
C. use an appropriate key combination.

a. You can set on the essential passage styles tlenfeft hand corner of the
»Home» sheet. There are six buttons on the rightl Iszgde of the »VY» group,
found in the »Home» sheet.

[ Solureuna re|01|E| N |
[=sidokpl xl Teksti]| 02 |- | M|
Leipa - |03 |= K|

Wy

b. The Style Names can be found from several ligts example the List for
quick styles in the »Styles» group in the »Homesesh

AABB AaBb( 4aBsCcl 4aBbCcl AaBbCel %
Headingl Heading2 T7Heading3 THeading4 T leipd ;gthalnge
vles ~

Styles 7}
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There are two additional style lists:

The »Home - VY» list (the most  The »Styles» panel (accessed through the
thorough one because it features »Styles» group butta™ or Shift-Ctrl-Alt+S ):
also table styles):

{5 Solureuna re |O1|=| N | Styles v x
[=sido kpl Ixt Teksti |02 |- | oM | Heading 1 1
Leipa [=] |03 |2= | EK | Heading 2 hiE]
= Heading 3 L
HE:@ING 1 T 7] Heading 4 T
| Leina 7|
Headlng 2 T Luettelo numerot T
Luettelo rv T
Heading 3 T Taulukon otsikka T
= Kaava T
Heading 4 T Kuvia T
Mormal T
R Quate T
Lahdetekst T
TOC 1 T
|| TOC 2 T
Taulukko [=2]
Taulukon 1. rivi [=2]
Taulukon vasen [=2]
. [ Shaw Preview
Leipa T Disable Linked Styles
1. Luettelo numerot T CIETEnon
— Luettelo rv T
Tauhikzon otsikko T
L

C. Press a key combination of Alt+button in ordegéb the essential styles into
your passages. More precisely:

Style Key combination
Heading 1 Alt+1
Heading 2 Alt+2
Heading 3 Alt+3
Heading 4 Alt+4

Body Text (Leipa) Alt+L

List (Luettelo RV) Alt+R

List Numbers Alt+N
(Luettelo numerot)
Normal Shift-Ctrl+N (For

tables)
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6.2 Keeping to the Settings of Styles

As was already mentioned, paragraphs should beattech only by placing the
appropriate style on each of them. This princigleednnected to the following
matters:

If text is brought from another document, somehef @riginal formatting like font

and highlighting settings may come with it. Whee clipboard is used to insert

text, it should be made sure that only the texbisied. There are two commands

available:

— »Home - Clipboard - Paste - Paste Special... - tomiitted Text»
(»Unformatted Unicode Text» is also an option)

— »Home - VY - Liita leikepdydalta pelkka teksti» QRish for paste plain text
from the clipboard txt reksti

Texts sometimes contain character formatting yoantwa delete. This is easily
done by selecting the text and using the key coatimin Ctrl+space or the
command »Home - VY - Palauta merkkimuotoilu» (Fgtmfor restore character
formatting) =, This way the character formatting settings camfoto the
paragraph style and all extra formatting (i.e. Idoematting) will disappear.

Some moderate formatting (like indenting etc.) ni@y used in the writing
process. If this paragraph formatting later turasto be unsuitable for the text, it
can be removed by selecting the appropriate pgragrand using the key
combinationCtrl+Q or the command »Home - VY - Palauta kappalemustoil
(Finnish for restore paragraph formattir®|. This way the selected passages will
again conform to the paragraph settings of theipatibn base.

6.3 Spell-check and Hyphenation

Automatic hyphenation is active in the templatecdh be turned off using the
command »Page Layout - Page Setup - Hyphenatianis ladvisable to
hyphenate problematic places of hyphenation maymliplacing discretionary
hyphens to appropriate places using the key cortibm@&trl +hyphen. (It is also
noteworthy that the key combinatio8hift-Ctrl +hyphen produces a non-
breaking hyphen.)

Spell-check and hyphenation work according to theglage set to the
paragraphs. All styles of the template have Finrgshto them, so if another
language is desired in some parts, the text inldrgguage needs to be selected
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and the language setting changed with the comm&=View - Proofing - Set
Language».

The language can be changed for the whole docuthisnivay as well, but when
dealing with the whole document it is more advisatad change the language
setting of each style as follows:

1. Open the »Styles» task pane (either by clickingdiaéog box launche™ in
the lower right-hand corner of the »Styles» grauthe »Home» sheet or by
using the key combinatio®hift-Ctrl-Alt+S ).

Styles v %
Heading 1 ma
Heading 2 na
Heading 3 T
Heading 4 T

[ Leips 7|
Leip& + 14 pt, Bold
Leipé + Bold
Leipé + Bold, Italic
Leipd + Italic
Leipd + Left

Leipd + Lowered by 3pt

Luettelo numerat T v

[ show Preview
[ pisable Linked Styles

Options. ..

2. Open a menu from the right-hand side of each sigiae

Styles v x
Heading 1 T4 ~
Heading 2 Ia
Heading 3 T
Heading 4 T
Leipd =

Update Leipd to Match Selection
4 Modify..

Select Al 106 Instance(s)

Clear Formatting of 10& Instance(s)

Delete Leipa...

Remowe from Quick Style Gallery

and choose the command »Modify». The followingatidbox will appear:
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Modify Style
Properties
[Marre: |Leipé |
Skyle bype: |Paragraph L) |
Style based on: | T Mormal L |
Style For Following paragraph: | T Leipa L |
Formatting
Times MNews Foman i || iz v | B Ir U

=

+
*

]
I
il
It
it

¥
+

Mallizza on valmiina ensitmmiinen pifotsikdeo )i ensimmaiizen tason otsiklco (Heading 1). Numeron ja
varsinaisen otsikkotekstin vilissd kuuluu olla sarkaimmerklki, ja samalla tavalla tulee menetelld
mmidenlkin otsilkotasojen kanssa, estm. neljinnen tason otsik

Justified, Line spacing: Ak lzast 16 pt, Space Before: 12 pt, Based on: MNaormal

[ add to guick Style list [ Automatically update
(%) Only in this docurient () Mew documents Based on this kamplate

Format ~ Ok ] ’ Cancel

Font...

Paragraph...
Tabs...
Border...
Language...
Frame...
HMurmbering...

Shorteut key...

3. Open (as in the picture above) the »Format» medwchaose the command
»Language...». A new dialog box will appear:

Language

Mark selected text as:

o English {U1.5.) ~
N
v Russian

#ek-awedish (Sweden)

Afrikaans

Albanian

Alsatian

Amharic v

The speller and other proofing tools automatically
use dictionaries of the selected language, iF
available,

[ pa ot check spelling or arammar

I Ok l ’ Cancel ]

4. Choose the desired language for the style.
5. Do the same changes for all styles.
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6.4 Titles

A first main title, that is, a first level titleQtsikko J} is ready-made. There should
be a tabulator in between the number and the atitiealand you are supposed to
do the same with other title levels, too. For exema fourth level title may very
well look like this:

[ ]
Gsided ) "3 1.1.1 —+  Perheen-kulttuuri; oma kieli-ja nuuit- idiosynkrasiat-teoveettisesti
tarkasteltuinay

(You can see the »Draft»-layout and Styles in thecgding picture and the
»Show/Hide» button has been pressed on in the giRaia group on the
»Homex»-sheet. This causes the tabulator to beasean arrow.)

6.5 Lists

Lists can be numbered or indicated by hyphens. dfeusupposed to use styles
when making lists. This is why other commands usedVord lists are excluded
and some of the buttons on »Paragraph» group oftfloene»-sheet do not work:

[ =]

[F= R

Paragraph ]

Drawing up numbered lists differs a bit from theypous Word versions. New
numbered lists used to begin from 1 but, in the n@nsion, the numbering
continues from the preceding list and you haveetatgo start from 1 by using a
different command.

After drawing up the second numbered list, it milgiok like this:

Tekstid. 3oooon 10000 XI000H 000NN MHMHK M NN MIOMIOO0 XIO00H XX 00X
HHHIOOK KooK X,
1. Luettelokappale T
2. Luettelokappale. T
3. Luettelokappale 7

Tekstid. 3oooon 10000 XI000H 000NN MHMHK M NN MIOMIOO0 XIO00H XX 00X
HHHIOOK KooK X,
4. Luettelokappale. T
3. Luettelokappale. 7
6. Luettelokappale. T
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By following these steps, the latter list can betsestart from 1:

1. Point to the starting number of the latter list &hdk on the right hand side of
the mouse. A new quick menu will appear:

Paste
Restart at1

Continue Mumbering

»...,H
% 13 171 GE

Set Mumbering Value..,

Addinet lict Tndants

2. Go to »Restart at 1».
You can also combine lists:

1. One
2. Two
- A

- B

- C
3. Three

The preceding list can be drawn out, for exampjeplacing the style buettelo
numerod (Finnish for List Numbers) to all paragraphshe tist. Further, you can
use hyphens to make lists by placing the stylaettelo RV (Finnish for List
Hyphens) on the chosen paragraphs. You can alwaysase indent to the latter
by, for example, clicking on command »Home - Paaphr- Increase Inden[s=].

1. One

2. Two
- A
- B
- C

3. Three

6.6 Tables

If you want to give a title for your table (whicloy can put on the table list),
choose the styleTaulukon otsikke. There should be a tabulator in between the
number and the title.

Tedkon otskka | poylukke-l. » P erheyrittajyytta-hankaloittavat-asiat-(Perheyritysten- a PE-

yritysten-liitto-2003).1]
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(You can see the »Draft»-layout and Styles in thecgding picture and the
»Show/Hide» button has been pressed on in the gRgia group on the
»Homex»-sheet. This causes the tabulator to beasean arrow.)

The table can be drawn up as follows:

1. Make an empty passage and sHorsmab as its style. Make sure that the
cursor is on this passage.

2. Make a table by clicking on »Insert - Tables - Eabl

Insert Page Layout References

=l j | BE ) 3

il a Qo ¥ 4
age Table Picture Clip Shapes Sm:
reak x Art *:

| 3x3 Table

I
I o
I
I O o [
I O
I [ [ [
I O
QooomCoeree]

[ InsertTable.,

j Draw Table

_.?‘J Excel Spreadsheet

M Quick Tables

3. Change the style of the paragraph below theet&idm >Normab to, for
example, a beipd» style paragraph (unless the text is supposed to ditactly
from under the table).

The table might look like this once the columns éndoeen narrowed down in
number.

Otsikko 1 Otsikko 2

Otsikko A | 100 000 200 000

Otsikko B | 300 000 400 000

As usual, you can use bold and other types butcgmualso use the table styles,
seen on the »VY»-group in the »Home»-sheet: plaeectirsor on the table and
choose an appropriate style.

When the style is set a3 aulukon 1. rivd (Finnish for the first row of the table),
the text in the table’s first row cells should lmddo

Otsikko 1 Otsikko 2

Otsikko A | 100 000 200 000

Otsikko B | 300 000 400 000
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When the style is set to b&aulukon vasem(meaning left in the table), the text
in the cells of the first row and column shoulddwodd:

Otsikko 1 Otsikko 2

Otsikko A | 100 000 200 000

Otsikko B | 300 000 400 000

6.7 Pictures

If you find it necessary to draw up pictures (sasharrow figures) and place them
within your text, it is easiest to draw them in #Hm program (such as
PowerPoint) and move the finished pictures intotéx¢ via the clip board.

Click on »Home - Clipboard - Paste - Paste spegcidlor key combinatioCtrl-
Alt+V') when a picture, made with PowerPoint, is moveWtrd via a clipboard.
That way you can choose the shape of the pictii& ©ffice Drawing Object»
Is set as default, and it is quite satisfactory, }Ricture» (Windows Metafile) is
much more recommended. It gives you one solid m¢tand you can change its
size and place (however, change its contents ireFeeint).

If you wish to have a caption (all of which you cgather up in a picture list),
click on >Kuvio» (Finnish for shape) and set that style for youtticapparagraph.
In addition, there should be a tabulator in betwiaemnumber and title:

[ data anormaatioH tieto }—-{osaaminen}
all

Kuvio-3. -+ Data,-informaatio, tieto-ja-osaaminen-seka-niiden-valiset-suhteet-nuoli-
luviona

Leipa

Kuvio

(You can see the »Draft»-layout and Styles in thecgding picture and the
»Show/Hide» button has been pressed on in the gRgi® group on the
»Homex»-sheet. This causes the tabulator to beasean arrow.)

As you can see from the previous picture, it ic@thinside a regular paragraph
(that is, a keipa» styled paragraph).

If the picture does not automatically go inside gagagraph, that is, text level,
you should go to »Office Button - Word Options -vadced - Cut, copy, and
paste - Insert/paste pictures as - In line withxtend readjust your settings.
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If the picture is not in the text level, you caranfye its place afterwards:
1. Choose a picture.

2. Click on »Format - Arrange - Text wrappingndihe with text».

6.8 Formulas

There is one ready-made table element which caoped to new places:

[
i

(100)=

The number of the formula is on the left cell, @sdstyle is Kaava» (in order for
the formula numbers to automatically be on the xngage). On the right hand
cell, there is a ready-made formula and you are tbédit this formula by double
clicking it. You can get back by clicking outsidestformula.

6.9 Footnotes
There is nothing unusual about making footnotes:

1. Place the cursor where you want to put reference.
2. Click on »References - Footnotes - Insert Footnote»
3. Put a tabulator after the number of the footnote:

Alavitteen teksti| I, Taulukon-ulkopuolelle-on-jitetty-yrittijyyden: alueen-akateemiset- opinnéiytteet, joissa- avainsanoina-

ei- ole-mainittu-perheyhtisti-tai-perheyrityksié- (esim. - Ulla- Hytti/ TuKKK - Saija- Katila/ HKEKE). |

(You can see the »Draft»-layout and Styles in tleegding picture and the
»Show/Hide» button has been pressed on in the giRagfa group on the
»Homex»-sheet. This causes the tabulator to beasean arrow.) In addition,
footnotes can be seen by going to »Referencestné@ms - Show Notes».)
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6.10 Quotes

There is a specific style for longer quotes. licadled >ainaus> (Finnish for
quote).

tepa Jaakko on siirtanyt Primulan osakkeita molemmille pojilleen jo ennen johtajuuden

sulupolvenvaihdosta Jaakolta Juhalle, Ormistuksen pirstaleitumisessa hin pitaa
huonona puolena sitd, ettd kenelldkian ei ole vahvaa omistajan sanaa paatoksente-
ossaq

Lainaus "Be [omistus] on jakautunut todella. Be on sellainen paperi ollut, etta aina
lun on lapsi syntynyt, niin sitten on perillisille jaettu ja se on sitd myéten
sitten pilkkoontunut. Se on toisaalta, voi sanoa, ongelmakin, koska kenel-
lakaan el ole sellaista moreeta Aanta, etta voisi sanoa just, miten tehdaan™ v

(You can see the »Draft»-layout and Styles in tleegding picture.)

6.11 References and Appendices

Apply a style called kéahteep (Finnish for references) for the reference It
and a style called bahdeteks# (Finnish for reference text) for the actual
references.

Lahteet Lahte et 1‘[

Lahdekeke Alcorn, Pat B. (1982). Success and Survival in the Family-Owned Business. New

Tork: McGraw-Hill. q
(You can see the »Draft»-layout and Styles in tleegding picture.)

There is no specific style for appendices; instgawl are supposed to apply the
style called kahteeb:

Lahteet L]ltteet 1‘|’

Leing Liite 19

(You can see the »Draft»-layout and Styles in tleegding picture.)

6.12 Page Breaks

The pages can be changed by inserting a new pagactér to appropriate places
using the key combinatio@trl +Enter. Thisforced page break has a downside in
that it can afterwards (when text is either addeddeleted) move to an
inappropriate place, for example, in the middia plage.
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Therefore, it is advisable to usenditional page breaks. This is done as follows:

1. Place the cursor to a paragraph you always wakegep on the same page
with the following one or choose the paragraphswant to keep together on

a same page.

For example, the following picture has three listggraphs and a page break
between them, but the list items would like to betkon the same page:

%

HEER

oo A o X XAX X X XX

DT XXAK X00IKK X000 300K XX X0, X HHK XXX

X XXX KA XXAKK XXX xxxx.

1. X XXX X X AXX HAAX
00O XXX 00 XX 0000 oo I

2K XXX XXX X XXX OO0 XHHA0L
XXX xxax. |

3K XXX 0L b¢ X

X XXX XXX X XAX XXXX
oo A o X XAX X X XX
EHCOONCE NN XHOGUNR X000 000K X0a o, X XXX XXX
X HEX AN OONNH MMM oo OODINRN XX

2. Use the command »Home - VY - Sido kpl» (Finnishidord paragraph)

[Esidekpl . The result is the following:

X XX XXX X XXX XEXX

oo xxax xxax. X XXX AKX X povd

AANHNNAK NN XNEX AN MANK KEXXK XANX XXy X XX HEX

X XXX XXNX XXXXX XXNX Xxxx. |

1K 0L XXX X 0L 0O
AXXAX XAXX XXX KAXAXXXAAKK Xxxx.

"2 K XXX XXX X XHX XA XXAXXK
HHEK xxx.

"3

X AXX XAAX x XXX
XHKOX AXXK XKUNE XK XX

X XX XXX X XXX XEXX
oo xxax xxax. X XXX AKX X povd
RARHOO NN 0N XN KRR 00 oy, X0 XXX XXX
X HHK HEXHH RNENM MMM oot JO0DIMNY M

The paragraph style has been changed to keepstheins all on the same page,
which is indicated with a black square on the hefird side. If you wanted to do
this manually, you could do it in the »Paragraphalod) box by ticking the

following points

—  Widow/Orphan control
— Keep with next and

— Keep lines together:
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Indents and Spacing

Pagination
‘Widow//Crphan control
Keep with next
Keep lines bogether
] Page break before

Formakting exceptions

If the conditional page break would like to be removed afterwards, it can be
deleted in the same manner as any other extra fongrathe paragraphs are
selected and the key combinatiGtrl+Q or the command »Home - VY - Palauta
kappalemuotoilu» (Finnish for restore paragrapmiting)/@| is used. This way
the selected passages will again conform to thegpaph settings of the
publication base.

6.13 Document Map View

The document map viewis a handy tool for moving around and examining th
structure of a long document. The document map viswactivated (and
deactivated) using the command »Home - VY - Asjakirrakenneruutu»
(Finnish for document map viev[y] rr (or the command »View - Show/Hide -
Document Map). For example, the document map viethese guidelines is the
following:

X

Document Map

1 Mallien kayttéénotto
2 Wordin asetuksia
= 3 Abstrakti
3.1 Abstraktin 1. sivu
3.2 Abstraktin 2. ja 4. sivu
3.3 Abstraktin 3. sivu
4 Esipuhe (VII-VIII)
5 Sisallysluettelo ja muut luettelot
= 6 Kirjoittaminen (1-)
6.1 Keskeiset kappaletyylit
6.2 Pitdytyminen tyylin asetuksis:
6.3 Oikeinkirjoituksen tarkistus ji
6.4 Otsikot
6.5 Luettelot
6.6 Taulukot
6.7 Kuvat
6.8 Kaavat
6.9 Alaviitteet
6.10 Lainaukset

6.11 Lahteet ja liitteet
6.12 Sivunvaihdot

6.13 Rakenneruutul
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If the structure would also like to be changed by moving titles (and text that
belong under these titles) from one place to amptheore efficient tool, namely
theoutline view, is needed (e.g. by using the command »View - Da&niriews

- Outline»):

Q1 Mallisn. kivitdanatto T
02 e SRR A5 Sk sia T
© 3 _Abstrakif.
© 3.1 . Absiaktin.l sivu T
@ 32 Abstraktin2. ja 4 sivu: ¥
@ 33 . Abstraktin.3, siva®
© 4 Esipuhe (VILVIIDY
Q5 Sisillyslnentelo ja mums nettelon JX-90
Q6 Kirjoittaminen (17

6.1 ..Keskiset kappaletyylit T

6.2 . Pitavtyminentiylin asetuksissa
63 .Qtsikort....

6.4 .Imettelot ..

6.5 . TanluketT. .

000000000000
E



