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Preface
Här kan du tex beskriva var exjobbet har utförts och vem/vilka som varit handledare.
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[bookmark: _Toc29546159]Introduction (chapter headline)
Bodytext where every paragraph is separated by a little space vertically. Bodytext where every paragraph is separated by a little space vertically. Bodytext where every paragraph is separated 
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[bookmark: _Toc29546160]Headline 2 
This is bodytext 1 where every paragraph is separated by a little indent (body text 2). The first paragraph has no indent.
This is bodytext 2 with a little indent. This is bodytext 2 with a little indent. This is bodytext 2 with a little indent. This is bodytext 2 with a little indent. This is bodytext 2 with a little indent. 
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Headline 4 (will not appear in table of contents)
Quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote quote
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[bookmark: _Toc29546163]Insert picture/figure
Figures created in PowerPoint are grouped, copied and then pasted in the Word file. If that doesn’t work, you can try to save the figure as a PNG-file, and then place it in the Word file via insert picture.
1. Press enter 3 times where you want the photo.
2. Select the enter key presses (write with non-printing characters ¶).
3. Click on the format insert pictures.
4. Select the enter key press in the centre.
5. Go to insert/choose picture, find your picture on your computer and double click on it.
6. When the picture is inserted in Word, deselect the upper enter key press.
7. With the formatted picture you have the exact spacing before and after the picture, plus it will scale down proportionally to the type area.
8. Don’t forget to use the right format for the figure text under the picture
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[bookmark: _Toc535585109][bookmark: _Toc529344554]Figure 1 Picturetext (the width of the picture above is 12 cm).
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Tables are most easily created in the Word file. To make tables consistent, use the following formats:
1. Table text 
2. Table text in table

Table 1 Tabeltext is better placed above the table.
	OBJECT 
	NEED

	Format:Tabletext in table
	1

	Newsapaper
	3

	Notebooks
	1

	Penn
	3

	Scissor
	1 st.


[bookmark: _Toc29546165]How to make an Index in Word
1. Klick References – Mark index word –a new window opens
2. Now mark your words in your text, later klick on ”mark all”. Repeat until every word iare marked.
3. When you are done insert your Index by klick ”Insert Index”
[bookmark: _Toc29546166]Shortcuts in Word
1. Ctrl+ Numerically minus	Insert short dashes
2. Ctrl+Shift+ Spacebar		Insert hard space
3. Ctrl+Shift+Hyphen		Insert hard dashes
4. Alt+Ctrl+Numerically minus	Insert long dashes
5. Shift+Enter		Insert soft line break
6. Ctrl+Hyphen		Insert soft dashes
7. Ctrl+Enter		Insert pagebreak
[bookmark: _Toc29546167]Numbered headlines
1. Mark the first headline in your document
2. Click start
3. Click multi-level list
4. Choose the list as picture below
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