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Time schedule and preparations

BEFORE YOU START

•	 Check that the dates for submission, delivery 
and public defence are correct on your booking 
confirmation. 

•	 Download the correct Word template from our 
website:  
https://www.mediatryck.lu.se/en/phd-students

HELP WITH TYPESETTING

We can help you typeset your doctoral thesis. You 
submit your Word document to us, and after 10 
working days we deliver a PDF-file ready to be printed. 
Please let us know if you would like help typeset-
ting your doctoral thesis when you book a time for 
printing.

SPIKNING  
(NOTIFICATION OF THESIS DEFENCE) 

Physical books have to be delivered to Lund University 
Library by the date of your spikning. The spikning 
will take place at least three weeks before the public 
defence.
   Electronic spikning means making the date of your 
defence public. Make sure to register well in advance 
of the defence. Please register here:  
https://www.ub.lu.se/en/publish/doctoral-theses

ISBN & ISSN

Before you send your doctoral thesis to be printed, 
it needs a unique ID number. This is called an ISBN 
(International Standard Book Number) and is printed 
on the flyleaf of the doctoral thesis. If your book is 
part of a series, it might also need an ISSN-number, 
ISRN-number, Coden, or serial number. Check with 
your supervisor. You can easily get an ISBN number 
here: https://www.ub.lu.se/en/publish/doctoral-
theses

TRAIL COPY 

The trail copy is made available to make sure that 
nothing in your doctoral thesis is printed incorrectly. It is 
not meant to be used for proofreading. Check special 
signs, images and graphs.

      SUBMISSION

Print your thesis on 
your own printer before 
submission and proof 
read it carefully. On the 
submission day we make 
a cover layout, put your 
thesis together and make a 
trail copy.

      TRAIL COPY

Normally we have the trail 
copy ready on the submission 
day or the day after.

      PRODUCTION

When you have 
approved your trail copy 
we start the production 
of your thesi

      DELIVERY

Your books are ready 
for delivery at the latest 
one day before your 
“spikning” (notice of 
defence).

1 2 3 4

Submission

2 weeks

Delivery/Notice of Defence

1 2 3 4

Production

Make sure to get the ISBN-number before  
your printing deadline!

TIME SCHEDULE

Trail Copy



4 CREATING A DOCTORAL THESIS IN MICROSOFT WORD | 2022

Download the template

You find the doctoral thesis template at www.mediatryck.lu.se/en/phd-students
Click Download the doctoral thesis template here. Choose between a G5 format (169x239 mm) and an E5 
format (155x220 mm)

Page 1. Half title page
To make sure the book does 
not start with the “spik” page, 
you can fill in the title of your 
doctoral thesis here. You can 
also remove this page if you do 
not want to include it.

Page 3. “Spik” page 
On the spik page you list where 
and when your public defense 
will take place. You also fill 
in the name of your faculty 
opponent.

Page 4. Document data sheet
Fill in all the information. You 
can write your signature on a 
blank paper and take a picture  
with your cell phone. Attach 
the photo at submission and 
we will insert the signature.

Page 5. Title page 
Fill in the title and subtitle of 
your doctoral thesis as well as 
your name on this page.

Page 6. Imprint page
Fill in the ISBN- and ISSN 
numbers, copyright, and the 
copyright to the cover image 
and your affiliation etc.

Page 7. Dedication 
If you would like, you can fill 
in a dedication here. If not, 
just remove the page. 

Page 8. Table of Contents 
When you have finished writing, 
you right click in the existing 
table of contents and choose 
“Update field”, and then 
“Update the entire table”

Page 9. Formatting
This page lists most of the 
formats which you might need in 
your doctoral thesis.

Page 10. Insert an image 
Instructions for how to insert an 
image.

Page 11. Tables 
Instructions for how to create 
a table.

Page 12. Numbered headings
Instructions for how to easily 
number your headings.

Page 13 LU colours
Lund University colours accord-
ing to the graphic profile with 
RGB values.

1 

 

 

 
Titel (without subtitle) 

(Remove page 1 and 2 if you don´t want it) 
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Titel 
Subtitel 

 

 
Author 

 

 

 
 

 

 

 

DOCTORAL DISSERTATION 

by due permission of the Faculty xxxxxxxxx, Lund University, Sweden. 
To be defended at xxxxxx xxxx. Date xxxxx and time xxxx. 

 

Faculty opponent 
Xxxxxx xxxxxxx 
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Titel 
Subtitel 

 

 
Author 
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Organization 
LUND UNIVERSITY 

Document name 

 Date of issue 

Author(s) Sponsoring organization 

Title and subtitle 

Abstract 

Key words 

Classification system and/or index terms (if any) 

Supplementary bibliographical information Language 

ISSN and key title ISBN 

Recipient’s notes Number of pages Price 

 Security classification 

 
I, the undersigned, being the copyright owner of the abstract of the above-mentioned dissertation, hereby grant to all 
reference sources permission to publish and disseminate the abstract of the above-mentioned dissertation. 
 
Signature    Date 2019-xx-xx  

  

6 

 

 

 

  

Coverphoto by 

 

Copyright pp x-xx (your name) 

Paper 1 © Publisher  

Paper 2 © Publisher  

Paper 3 © Publisher  

Paper 4 © by the Authors (Manuscript unpublished)  

 
 
Faculty  
Department 
 
ISBN xxx-xx-xx-x 
ISSN xxx-xx-xx- 
 
Printed in Sweden by Media-Tryck, Lund University 
Lund 2020  
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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  

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 by a little space vertically  

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.  

Headline 3 

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 

Equations 

𝑓𝑓�𝑥𝑥� � 𝑎𝑎� �� �𝑎𝑎� cos ���� � �� sin ���� �
�

���
 (1) 
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Table of Contents 

Introduction (chapter headline) ............................................................................ 9 
Headline 2 ...................................................................................................... 9 

Headline 3 .............................................................................................. 9 
Equations ............................................................................................... 9 

Insert picture/figure ...................................................................................... 10 
Tables ........................................................................................................... 11 
Shortcuts in Word ........................................................................................ 11 
How to make an Index in Word ................................................................... 11 
Numbered headlines ..................................................................................... 12 

References ............................................................................................................. 13 
Permission .................................................................................................... 13 
Colours from Lund University graphic profile............................................. 14 
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Dedication (remove if you don´t want it) 

10 

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 figure text headings and figure text under the picture 

.

 

Figure 1 Picturetext headline (the width of the picture above is 12,9 cm, the sprace between the margins)) 
Picture text is better placed under the picture 

  

12 

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 

 

  

14 

Colours from Lund University graphic profile 
 

RGB: 191, 184, 175 RGB: 198,194, 189 

RGB: 233, 229, 214 RGB: 214, 210, 196 

RGB: 197, 217, 201 RGB: 173, 202, 184 

RGB: 185, 211, 220 RGB: 207, 224, 233 

RGB: 245, 228, 232 RGB: 233, 196, 199 

50 % 100 % 

RGB: 40, 53, 115 

RGB: 156, 97, 20 

11 

Tables  
Tables are easily created in the Word file. To make tables consistent, use the 
following formats: 

1. Table text headings  

2. Table text  

3. Table text in table 

Table text in tablesTabel 1. Tabeltext headline 
Tabeltext is better placed above the table. 

OBJECT  NEED 
Format:Tabletext in table 1 
Newsapaper 3 
Notebooks 1 
Penn 3 
Scissor 1 st. 

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 

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” 

  

http://www.mediatryck.lu.se/en/phd-students
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How to work in the doctoral thesis template

1.	 Download the template: You will find the 
template at https://www.mediatryck.lu.se/en/
phd-students

2.	 Table of contents: Please don’t remove the 
inserted table of contents. To update, you right 
click in it, choose “update field” and then you 
choose “update the entire table”.

3.	 Format: Select the text that you would like 
to format. Tip: By placing the cursor in a 
paragraph, the format will be applied to the 
entire paragraph. On the Start tab, hover the 
cursor over a format to get a preview. Choose 
a format. Now the selected text will have the 
correct size, the correct font and the correct 
distance before and after the selected text/
paragraph.

4.	 Body text: If you would like to use indents, 
choose “bodytext 1” and “bodytext 2”. If you 
prefer a space between paragraphs instead, just 
use the format “bodytext”.

5.	 Images: Use the format “insert picture” to 
easily place an image correctly. The images 
need to have a final format of 300 ppi. Please 
send us the image by email if you are unsure, 
and we will check if it is suitable to be printed. 
If you write in a G5 template, a suitable width 
of the image is 12.9 cm, and if you write in an 
E5 template a suitable width is 11.9 cm. Don’t 
forget to include information about the sources 
and copyrights of the images.

6.	 Graphs: If you have created graphs in 
PowerPoint you need to save them as PNG. It 
can then be placed into the Word document by 
using the “insert picture” function. If you have 
graphs from Excel, you copy and paste these 
into the Word document. 
   If you have graphs built by vectors, please 
save them as flat images such as PNG. The 
vectors can cause problems in the printing. Here 
you can convert vector graphics to flat images 
https://convertio.co/vector-converter/

7.	 Tables: Tables are preferably made in the 
Word document. Make sure to use the formats 
“tabletext” and “tabletext in table”.

8.	 Document data sheet: Please fill out the 
document data page. We will help you add the 
signature at the submission.

9.	 Cover: Please send the image for the front 
cover, including any text and/or image for the 
back cover. We will make a cover when you 
turn in your doctoral thesis to be printed.

10.	 Papers: We prepare your papers and make them 
ready to be printed. Please number them.

TIPS AND REMINDERS!

•	 Pages on the right side of a book have odd 
page numbers. Spreads go from even page 
numbers on the left to odd page numbers 
on the right.

•	 Use section breaks very carefully. If you are 
not consistent, page numbers, margins 
and page size might change after you have 
entered a section break.

•	 It is recommended to place chapter titles on 
odd numbered pages. They will then appear 
on the right side of a spread which looks 
good in the printed book.

•	 Write with hidden characters activated (a ¶ 
sign in the menu).

•	 Save all your files as PDFs and put them in 
a folder which you compress and send to 
your contact person by email. If your files are 
big, you can share them with your contact 
person in LU Box.

CHECKLIST BEFORE SUBMISSION

•	 Print out your PDF files and make sure there 
are no errors.

•	 All documents need to be submitted as PDF 
files, preferably by email to the person you 
were assigned at the booking. Articles/papers 
should be named paper 1, paper 2 etc.

•	 Include a signature for the Document data 
sheet. You can write it on a blank piece of 
paper and take a picture of it with your cell 
phone.

•	 Don’t forget to include an image for the 
front page.

•	 Prepare any back cover text and any image 
for the back cover.

•	 Check that you have the correct ISBN 
number.

•	 How would you prefer to get your doctoral 
theses delivered? Will you pick them up 
yourself or should we send them by courier?

•	 How many books would you like?

•	 Do you have the correct cost center?

•	 Who will pay the invocie?
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Table of contents

If possible, use the existing inserted table of contents. Right click in the table of content to update it, 
choose “update field”, and then choose “update entire table”.

1.	 If you would like to exchange the table of contents, put the cursor on the page where you would like to 
place it.

2.	 Click on REFERENCES in the top panel. Then click the small triangle under the table of contents and 
choose Custom table of contents. 

3.	 In the window that pops up you can format your table of contents by choosing the items included under 
Options. You can also change how the table of contents will appear by clicking Modify and change the 
formatting of your items. 

Insert text from another Word document (copy/paste)

The easiest way is to copy all text from your other Word 
document and paste it into your doctoral thesis template 
as unformatted text. To do so, right click and choose 
Keep text only. When the text has been entered into 
the doctoral thesis template you can choose the correct 
format of body text, headings, quotes etc. If you have 

several footnotes and tables you can try to paste the text 
formatted, but please remember that Word will add all 
formats used in the other Word document. When you 
have pasted the text you should use the formats in the 
doctoral thesis template to format your text.
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Doctoral candidates are special to us. Our mission is that no one who is writing 
their doctoral thesis should get stuck in the technical details of printing, problems 
with Word, images that will not be placed correctly, or right pages ending up as 
left pages. You focus on your research, and we will make sure your book will look 
great in print.

Page numbers

When you submit your work we will remove all page numbers before the table of contents in the 
PDF. To change the page numbers, for example after a section break, do the following:

1.	 Mark the page number you would like to 
change.

2.	 Click Page number and then choose  
Format page number. 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
Automatic Chapter Header

To make an automatic chapter header:
Choose: Insert - header - edit header - quick parts - field - StyleRef -  Header 1.

3.	 Here you can change the format of 
the numbers, for example to roman 
numerals.

4.	 Here you can change your page 
numbers.



8 CREATING A DOCTORAL THESIS IN MICROSOFT WORD | 2022

TEXT FORMAT

To find the format click Home in the top menu.

The template you have downloaded has preset formats 
for body text, headings 1-4, insert image, table text, 
figure text, quotes etc. If you carefully format your 
thesis, it’s easy to make a good looking layout when 
you have completed your writing. To indicate a format 
for heading 1, for example: Click on or mark a heading 
in your text, go to the format templates and click on 
heading 1. Now heading 1 has the correct size, the cor-
rect font, and the correct spacing before and the correct 
spacing after.

BODY TEXT

There are two ways to format body text. One is to 
separate paragraphs with a vertical space. (bodytext) 
The other is to separate paragraphs with an indent 
(bodytext 1 and bodytext 2). Please keep in mind that 
the first paragraph of body text after a heading does 
not have an indent (bodytext 1) whereas all following 
body text will have indents (bodytext 2).

NUMBER THE HEADINGS

The formats for headings 1-3 are preset to be included 
in the table of contents. Heading 4 will not be included.

To number the headings:

1.	 Click the heading you would like to number.

2.	 Click the multiple level list.

3.	 In the pop-up window, choose the following list..

Format
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Insert images and figures in Word

Use the format “insert picture” for the easiest way to place images correctly. The images must have a 
resolution of 300 ppi in their final format and be saved as JPG. If you are unsure whether your pictures 
have a high enough resolution, please send them to us by email so that we can check if they are suita-
ble for printing. If you are writing in a G5 template an image width of 12.9 cm is fine. If you are writing 
in an E5 template 11.9 cm is fine. Who has copyright to the image?

1.	 Press the Enter key three times where you would like to place the image.

2.	 Use hidden symbols (¶) to mark the line breaks.

3.	 Click the format insert picture. 

4.	 Mark the middle line break symbol.

5.	 Go to Insert –> Pictures Find the image on your computer and double click on it.

6.	 When the image has been added to Word you remove the top line break symbol.

7.	 The format insert picture will give you exact spacing before and after the image, and it will scale down 
proportionally to the area as well.

8.	 Don’t forget to use the correct format for the figure legend under the image.

FIGURES

Please insert figures with object graphics as PNG files. Save figures made in PowerPoint as PNG, and then use 
Insert –> Pictures. to add them to the Word file. Images from Excel should be cut and pasted into the Word file. 
If you have created vector figures please save these as flat images, for example PNG, as the vectors could create 
problems at printing. Here you can convert vector graphics: http://convertio.co/vector-converter/

IMAGE RESOURCES

https://lu-mediaportal.qbank.se 
https://pixabay.com
https://medpix.nlm.nih.gov

http://convertio.co/vector-converter/
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INSERT TABLE FROM ANOTHER WORD FILE

1.	 Mark the entire table in your other Word file by 
clicking the small box that shows up at the left 
corner when you hover the cursor over the table.

2.	 Copy the table.
3.	 Put the cursor where you would like to put your 

table in the thesis template and choose Paste.
4.	 Format the table with the formats tabletext 

and tabletext in table.

CREATE A TABLE IN THE THESIS TEMPLATE

1.	 Click INSERT in the menu.
2.	 Click Table.
3.	 Choose Insert table.
4.	 In the pop-up window you choose how many 

columns and rows you would like to have.
5.	 Under autofit behaviour you choose autopassa 

autofit to window to make sure all tables are 
adjusted for margins.

HORIZONTAL TABLES IN WORD

Sometimes you have to put in a table horizontally, as it 
may not fit vertically. Unfortunately it is not possible to 
turn the table 90 degrees but instead the page has to 
be turned horizontally. To do this you have to use a sec-
tion break which should be used with great caution.
From vertical/portrait to horizontal/landscape 
orientation:

1.	 Place the cursor just before your table starts in 
the template.

2.	 Click Layout in the menu.
3.	 Click Breaks.
4.	 In the pop-up menu choose Next page.
5.	 Click on the page you would like to place 

horizontally.
6.	 Click on Orientation and choose landscape.
7.	 Now click on a place just after the table, and 

add a new section break.
8.	 Place the cursor after the last section break and 

choose portrait in Orientation.

Tables
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List of figures, index and shortcuts

CREATING A LIST OF FIGURES OR TABLES IN WORD

1.	 Mark the place in the document where you would like to insert the table of figures by clicking on it.

2.	 Click on References and then on Insert table of figures.

3.	 Deselect Use hyperlinks instead of page numbers

4.	 Click on Options and then mark the box Style.

5.	 In the pop-up menu Format you click the format used for picturetext and then press OK.

CREATING AN INDEX IN WORD

1.	 Click on References – Mark entry – a new window will now open.

2.	 Now mark the words in your text. Later you can choose Mark all. Repeat until all words are marked.

3.	 Mark the place in the document where you would like to place your index and choose Insert index.

SHORT CUTS IN WORD

1.	 Insert a soft line break		  Shift + Enter

2.	 Insert a page break			  Ctrl + Enter

3.	 Insert an em dash			   Ctrl + Alt + Minus sign (numerical keyboard)

4.	 Insert an en dash			   Ctrl + Minus sign (numerical keyboard)

5.	 Insert a soft hyphen		  Ctrl + Hyphen

6.	 Insert a hard hyphen		  Ctrl + Shift + Hyphen

7.	 Insert a hard space			   Ctrl + Shift + Space

8.	 Insert a copyright symbol		  Ctrl + Alt + C
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Infographics

Most of us use tables when it’s time to explain statistics and research results. Why not explain with 
images instead? Infographics illuminate and illustrate your results and numbers.

Graphics, illustrations and images

Images and illustrations should strengthen, deepen and complement your text. The image and text can 
also operate in opposing directions, which can create exciting and interesting effects. There are many 
ways to use graphics and images, and we are here for you if you need help.

ILLUSTRATION 

When it’s not possible to take a picture of something, or 

when you want to describe something that doesn’t exist yet, 

or just exists in your imagination, illustrations might be a 

good alternative. Our illustrator can help you with different 

kinds of illustrations, scientific as well as stylized, depending 

on what you would like to describe. Please remember to 

contact our illustrator well in advance, preferably at the 

beginning of the work with your doctoral thesis.

Illustration of a process. For an application of research funding.
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Rhetorical business 
A study of marketing work  
in the spirit of contradiction

TOMAS NILSSON 

DEPARTMENT OF SERVICE MANAGEMENT AND SERVICE STUDIES | LUND UNIVERSITY

 LUND UNIVERSITY 
Department of Service Management

and Service Studies
ISBN 978-91-7623-563-8
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Printed by M
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ork in the spirit of contradiction                                               2015

Tomas Nilsson has been teaching marketing, 
sales, communication and rhetoric – most often in 
combination – at several universities since 2000. 
He also has over 20 years practical experience in 
marketing of professional services. 

This book is his doctoral thesis. It was produced at 
the Department of Service Management and Service 
Studies, Lund University.

This book investigates marketing work in professional service organizations 
from a rhetorical perspective. It comes to the conclusion that this work is 
accomplished by self-reflexive marketers who are reminiscent of the ancient 
sophists – a diverse group of itinerant advisors whom came to Athens around 
the fourth century BCE for business reasons. Marketers travel – as did the 
sophists – from place to place, from idea to idea, much like a nomad who never 
moves into a territory but passes through it. Employing this perspective denies 
marketing work a fixed context, time and place. Marketing work is driven by 
occasionality, carried out by a marketer who is both a hunter and a maker of 
business opportunities. Marketers also share with sophists a playful attitude to 
language as they accumulate words and ideas, and then twist and bend them 
beyond recognition when arguing for business purposes. Overall this book 
contributes a multifaceted account of marketing work beyond the framework 
of conventional marketing ideas. It also shows how rhetorical theory can be 
used in marketing research to analyse aspects of marketing practice that would 
otherwise have been poorly accounted for. 

Rhetorical business
A STUDY OF MARKETING WORK IN THE SPIRIT OF CONTRADICTION

Maternal smoking 
during pregnancy 
Long-term health effects in the offspring

KRISTINA MATTSSON  

FACULTY OF MEDICINE | LUND UNIVERSITY 2015

Lund University, Faculty of Medicine 
Doctoral Dissertation Series 2015:110

ISBN 978-91-7619-189-7
ISSN 1652-8220

Many believe that women who smoke during 
pregnancy is a thing of the past. That is not 
true. Around 6 % of today’s pregnant women 
in Sweden smoke. Among young women the 
numbers are higher: almost one in five expecting 
mothers smoke during their pregnancy. 

This thesis explores what happens to their 
children – in childhood, when they grow up and 
when they become pregnant themselves. 

Printed by M
edia-Tryck, Lund U

niversity 2015

9
78
91
76

19
18
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N 
 

M
aternal sm

oking during pregnancy  - Long-term
 health effects in the offspring

110

Cover inspiration

Send in an image for the front cover by email, as well as any text and image for the back cover, and we 
will create a cover when you submit your thesis to be printed.
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Create a scientific poster

TEMPLATE IN POWERPOINT

Using our PowerPoint templates helps you create a nice-looking scientific poster. The template includes 
the profile fonts and colours of Lund University.

BEFORE YOU START

1.	 Please remember that Media-Tryck always will 
help you find a professional layout in InDesign. 
Send a PowerPoint sketch to us and within two 
days we will have a pdf ready to be printed for 
you.

2.	 Download the correct template from our 
website www.mediatryck.lu.se. Choose the 
template that best fits the instructions of 
your conference. The standard format is A0 
(841x1189 mm).

3.	 	You can choose between an English or Swedish 
version, and whether you would like your 
poster to have a landscape or portrait orienta-
tion. Before you start you can find inspiration in 
a pdf that can be downloaded from the same 
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These	blue	rectangles	should	be	used	for	images	or	graphs,	

just	drop	the	objects	inside	a	rectangle	and	then	change	the	

rectangle	colour	to	white	or	none.	Use	the	white	arrow	tool	

to	change	the	size	of	your	image	inside	the	rectangle.

TIP OF THE DAY!

•	 Keep your title short
•	 Try to use more images and less text
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Environmental Policy
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climate compensated paper.

Media-Tryck is a internal press within Lund University. We produce all kinds and formats of  printed 
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