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How to Use the Slovo Template

This manual is created to facilitate your use of the Slovo template.
We recommend the template in order to avoid any manual formatting. In other
words, the purpose of the template is to help you standardize the layout of your
text automatically and consistently.
Below, you will find a few examples of how different parts of your text are
formatted if you use the Slovo style sheet. The style sheet is the most important
function of the template.
Note that the pictures are taken from the latest version of Microsoft Word for
Macbook Pro, so there will be slight differences in relation to older versions of
Microsoft Word designed for PC.
If you have an older version of Word, follow these guidelines.
1. For Word 2007 (Windows), you can open the style sheet options by
clicking “Styles” in the menu and choosing “Apply Styles”. On the left
side you will see a menu for all options.
2. For Word 2003 (Windows) you can open the styles by clicking “View” in
the menu and then choosing “Task Pane”. Then select “Styles and
Formatting” under “Getting Started”.
For referencing, we require Harvard-Anglia style.
1. For Word 2010, go to “References” and then “Styles”.
2. For Mac, go to “Document Elements”, then “References” and “Styles”.
3. For additional guidance on Harvard style, consult:
https://bibword.codeplex.com/releases/view/19783
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How to Use the Slovo Template

First of all, you need to write your text in the Slovo template from the start.
1. Download the template from Slovo’s homepage and save it to your
computer. You can save it in two versions: the one in which you will
write, and the other one that you can go back to for guidance and
instructions.
2. Note the names of the styles in the Slovo template. They are indicated in
red. See below.
3. Delete all the text from the template, so it is left completely blank.
Remember that it is within this template you will compose your text.

	
  
	
  

	
  

So, for instance, when you want to format the title of your abstract, you have to
look for “abstract title” in the style sheet.
Other examples of styles, indicated in the picture above, are:
• Level Heading 1
• Body text with indention
• Author’s name, etc.
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How to Use the Slovo Template

Let us begin with the style sheet.
1. Open the style sheet, or “formatmallar” in “vertkygslådan” in Swedish, in
the Slovo template. The symbol may look like this.

When the window opens, you will find a symbol in the right corner that stands
for styles.
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How to Use the Slovo Template

Formatting title
1. Write your title and select it.
2. Remember that when formatting any part of your text (title, headings, body
text, tables, etc.), you always have to select it first.

3. Choose “Title 1” in the style sheet (take a look at the picture above). When
formatted, your title will look as in the following image.

3. Note also that there is another order in which you may do the formatting.
Click on “Title 1” in the style sheet before you start writing the title. In this way,
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How to Use the Slovo Template

the template will already be adjusted and the title immediately formatted as you
write it.

Formatting abstract
You can format your abstract in two ways.
1. Choose “abstract” in the style sheet and start writing. The text will be
immediately formatted.
2. Write your abstract, select it and then choose “abstract” in the style
sheet.
Here is an example of an abstract that needs to be formatted.

And this is the same abstract after formatting.
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How to Use the Slovo Template

The procedure will be the same for all the other parts of your text. It is important
to have in mind that everything written in the template must be formatted
according to its style sheet.

Making changes to styles
In case you for some reason need to make changes to any styles in the style
sheet, follow these steps.
1. Open the style sheet.
2. Look for the style, e.g. “Level 1 Heading” or “Abstract”. A small arrow
in the right corner will show. When you click on it, a window opens.
3. Choose “Modify Style”.

	
  

7	
  

