Writing Scholarship: Production Tips
“Keep simple things simple, make difficult things possible.”
Introduction

What is academic writing? It is the embodiment of theory and supposition, and your personal expression of the fruits of your research, framed according to the traditions or conventions of your discipline. It is the place where you choose what aspects of the area you are studying will build your argument or narrative and what language will do that most persuasively. The writing is also constrained by the very practical demands of how it will be published: will it be produced for paper or an online venue; will this be an article that needs to fit the format of a specific journal; is it a thesis  that has its own stringent formatting rules?
The Plan for Today

Our session today will be how to simplify the production.  Though you have probably been using a word processor since childhood, we’ll be taking a look at those more sophisticated features in Word that will help you, as scholars, minimize the bother and maximise the flexibility of actually creating your written work. We’ll take a look at some basic tips, but concentrate on understanding how Word, or any other modern word processor, “thinks” so that no matter what version you use you will know what to do to get your particular writing job done.  
How Does Word “Think”?
We can see Word, or any computer program, as a nexus of theory and praxis. Programs are written to achieve specific tasks, but they are reflections of the programmers’ understandings of the algorithms and languages available to them, and the theoretical underpinnings of those programming languages. To use a program well you obviously need to learn the specific steps to accomplishing a given task, the terms for functions in the program, how to navigate the menu structure to find those functions, and how they actually behave once in use. But behind all that is a theoretical framework: how is Word structuring your text? What are the possibilities, what can it actually do, and how does it usually approach a given task?
Styles
In simplest terms, Word sees your text in blocks separated by hard returns. To each one of those blocks it applies a Style. So there’s our most important term: Styles. A Style is a collection of formatting commands. What happens when you start a new document? Do you have to first choose a font, a size, margins, etc. before Word will let you even begin typing?  No, you just start typing. Word has already chosen certain formatting based on a style it calls “Normal.” You can alter the Normal style. You can also create new styles or modify other existing styles and then apply those styles to your text. For example, you can create a style to apply to all section titles of a multi-section document. Once you have applied a Style, you can modify that style if you choose. Your modification will automatically be applied to all text with that style.
A Brief Interlude for Some Basic Tips

Type first, mark as you go, format later.

Spacebar: one space between letters and sentences. Only. Use Paragraph Formatting for any horizontal spacing issues.
Return: break end of paragraph. Only. Use Paragraph Formatting for vertical spacing. Use Page Breaks to move to a new page.
Views: be aware of the different ways you can see your document, and the different functions available in each view. For example, open the Document Map to quickly navigate through your document.
Sections

Word considers paragraphs to be the basic unit for formatting. However, it must also applies settings to larger non-paragraph units. For example, page numbering , columns,  or running headers and footers occur outside, between, or around paragraphs. On occasion, these items may need to be changed throughout a document with no reference to paragraphs, either. For example, the text on a page might need to change from one column to two columns and back again, or page numbering in a document might need to change from roman numerals for prefatory material to standard numbers for the body of the text.
Word accommodates these changes using Sections. You indicate to Word where these changes happen by adding a section break. Try it here by adding a continuous section break, changing the following block of text to 2 columns, then inserting another continuous section break and changing the remaining text back to one column:
Lorem ipsum dolor sit amet, consectetur adipiscing elit. Sed non lacus sed eros interdum tincidunt. In vestibulum dictum tristique. Vestibulum blandit dignissim sodales. Nam eget libero odio. Nullam tincidunt, dui sit amet rutrum rutrum, quam justo varius erat, ac rhoncus nibh dolor sit amet lectus. Aliquam odio diam, ornare et pharetra nec, lacinia vitae est. Donec ut ullamcorper mauris. Sed quis nulla sed massa tristique tincidunt. Ut nec odio arcu. Praesent libero nunc, ornare vel scelerisque a, egestas eget ligula. In non convallis diam. Nullam porta faucibus massa non aliquam. Duis vitae sollicitudin ligula. Quisque placerat, neque ut scelerisque facilisis, nisi lorem dapibus eros, lacinia blandit erat est at magna. In pulvinar congue purus nec dapibus. Sed non semper felis.

Now try adding a footer to this document with the following:

· Add a Section Break/Next Page after the Title
· Add another Section Break/Next Page after the Introduction section.
· Make the Title Page have no page number.
· Make the first page have a roman numeral centered.
· Make the second page of text begin with the standard number 1, right-aligned and your name, left-aligned.
· Make the third page of text have the page number left-aligned and your name right-aligned. One additional tip regarding Footers and Headers: Watch for the “Same as Previous” option. If this is on, Word will duplicate the settings from one section to another.
Table of Contents

Creating a table of contents is a two-step process. First you must mark all the items that should appear in the table of contents. Second, you must generate the table of contents and choose how it will be formatted. You mark the items by assigning a Style. If you have used the Heading styles, Word will do much of the work for you.  Once marked, go to the place where the table of contents should appear and choose Insert: Index and Tables. Choose the format you prefer or use Options or Modify to customize your format. One point of confusion: you will note that Word has several styles named TOC1, TOC2, etc. These are the style settings that apply to how the Table of Contents will itself appear. So, a style like Heading 1 or Heading 2 might make your text appear bold, centered, or larger in the body of the document, but you would probably want the Table of Contents itself to appear left-aligned, normal weight with dot leaders to a right-aligned number. In other words, the Table of Contents text will not look the same as the text in the Headings and so needs its own styles.
Images

Most important things to do:

· Cite you image source and check for copyright or permission to use it.

· Use an image that is a proper size. Most printers will print 300 dpi, so a 3x5picture will be about 1500 dots wide and 900 dots high. If you find a smaller picture and stretch it to fit by clicking on it and dragging the edges, it will look blurry. If you find a larger picture and shrink it to fit, it will make your file very large. Use an image editor to adjust the picture before using it in Word. You can use the free online image editor Picnik (http://www.picnik.com) to do this.

· If you have several images in a document, consider using the “Link to file” option when inserting the picture. Word will store the file separately instead of embedding it in your file, thus keeping your file size reasonable.

· Double-click on an image to use the Format Picture menus to adjust how and where your image will appear on the page. 
