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[bookmark: _Toc173940269]Introduction
Two styles are prepared for the basic text in the template: Paragraph 1 and Thesis Text. The "Paragraph 1" style is without a paragraph break and is used for the first paragraph under a heading (set automatically as soon as you end the heading with the Enter key), image, table, or quote. The style is set as the following paragraph style after the heading styles. The following paragraphs are formatted using the "Thesis Text" style, marked with a paragraph break, and intended for paragraphs other than the first. It is set as the following paragraph style after the Paragraph 1 style.
The template is designed to print the work on both sides: it has mirrored edges and a mirrored header. The template uses sections to set the introductory pages (statement, statement, abstract, table of contents, and introduction) always to be odd so that an odd page may follow an odd page. It is not a mistake. Word (or its alternative) automatically sends a blank page between the odd pages to the printer when printing. The same applies when exporting to PDF. If some introductory parts are being edited, viewing all characters in the document (the ¶ key or Ctrl + Shift + 8) is recommended to avoid throwing other pages.
The templates were updated in September 2024.
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In this chapter, there is an example of headings for different levels.
[bookmark: _Toc173940272]Subheading A
Subchapter text.
[bookmark: _Toc173940273]Subheading B
Subchapter text.
[bookmark: _Toc173940274]Sub-subheading alfa 
Subsection text.
[bookmark: _Toc173940275]Sub-subheading beta
Subsection text. 
[bookmark: _Toc173940276]Subheading C
Subchapter text.


[bookmark: _Toc173940277]Heading
The text of the second main chapter.
[bookmark: _Toc173940278]Subheading A
Subchapter text.
[bookmark: _Toc173940279]Subheading B
Subchapter text. Subchapter text. Subchapter text. Subchapter text. Subchapter text. Subchapter text. Subchapter text. Subchapter text. Subchapter text. Subchapter text.
Subchapter text. Subchapter text. Subchapter text. Subchapter text. Subchapter text. Subchapter text. Subchapter text. Subchapter text.
Blockquote section with “Blockquote” style. Block quote is typically used to set off a section of text that is a quotation or excerpt from another source. Block quotes are usually longer than the shorter quotes that you might put in quotation marks. 
Subchapter text. Subchapter text. Subchapter text. Subchapter text. Subchapter text. Subchapter text. Subchapter text. Subchapter text. Subchapter text. Subchapter text. Subchapter text. Subchapter text. Subchapter text. Subchapter text. Subchapter text. Subchapter text.
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[bookmark: _Ref172644133][bookmark: _Toc173940281][bookmark: Kapitola_3]Figures, Tables, Equations and Source code
To avoid problems with inserting images and tables in MS Word or its alternatives, we recommend that you follow the following recommendations:
place images and tables in a new separate paragraph,
apply the Image style to the paragraph with the image, which is set as a new paragraph with center alignment,
after inserting an image or table and setting their appropriate size, right-click on them and select Insert caption (the caption of images and tables is also prepared in the appropriate style with alignment to the center),
images and tables must be cited (they are cited in the same way as, for example, a text borrowed from a book): if it is the author's creation or elaboration, use the label (source: own elaboration),
the Source style is used to format the source (this prepared style is appropriate to use if the author of the work cites e.g., the ISO 690:2022 standard and uses the Harvard system or the numeric method in the work; for the running notes method, the number is given in the superscript immediately after the label),
where the nature of the text allows, it is advisable to provide a text reference to all inserted images and tables.
[bookmark: _Toc173940282]Figures
When inserting images (Figure 1), ensuring they do not contain an alpha channel (transparency) is crucial. Since it is necessary to convert the final work to PDF in the required PDF/A standard, it is necessary to follow this, i.e., to insert images, e.g., as JPG or PNG without a transparent background.
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[bookmark: _Toc173857204]Figure 1 Figure caption
(source: own elaboration)
The image must not exceed the set margins. Image captions appear below the image and are centered just like images. The source is indicated on the following line below the label.
The list of figures is given at the end of the work as a List of Figures; it only needs to be updated after the thesis is completed.
[bookmark: _Toc173940283]Tables
The table must not exceed the set borders. Table labels appear above the table and are centered. A possible source is indicated on a new line below the table.
[bookmark: _Toc173857201]Table 1 Table caption
	Table header 1
	Table header 2
	Table header 3
	Table header 4

	First line
	0,98
	123,97
	1258,58

	Second line
	1,5875
	11,0334
	251,005


(source: own elaboration)
From the point of view of visual editing, we recommend that if the source is indicated below the table (see the reference to the source in Table 1), we still manually increase the space before the paragraph to 12 points. This procedure is also suitable if the author of the thesis does not indicate the source and continues below the table with the basic text of the paragraph. Just click in the row with the table's source or in the paragraph's row and choose the option Paragraph – Spacing before).
The list of tables is given at the end of the work as a List of Tables; it only needs to be updated after the thesis is completed.
[bookmark: _Toc173940284]Equations
Example of inserted equations using automatic text (Insert – Equation).
		(1)
		(2)
[bookmark: _Toc173940285]Source Code
An example of writing source code is for which it is possible to use the prepared style Program code.
# Function to calculate the factorial
def factorial(n):
if n == 0:
return 1
else:
return n * factorial(n - 1)

# Getting input from the user
number = int(input("Enter a number: "))

# Factorial calculation
result = factorial(number)

# Result statement
print(f" Factorial of a number {number} is {result}")

[bookmark: _Toc173940286]Saving the final thesis as a PDF/A document
According to the currently valid rector's directive on final theses, students must submit electronic versions of their qualifying texts (bachelor's, master's, dissertation, and rigorous) theses in PDF/A format (standard PDF/A-1b).

Microsoft Word (Windows)
In the MS Word program, select the File – Export option and select the Create PDF/XPS Document button in the menu. Find the PDF options at the bottom. Tick the first offer ISO 19005-1 compliant (PDF/A).

Microsoft Word (macOS)
Microsoft Office for macOS cannot create PDF/A files. It is, therefore, necessary to export the document to PDF and then convert this file to PDF/A.
Conversion using the Preview application: Open the PDF document in the Preview application and choose File – Export. In the format type menu, select PDF and check the PDF/A item.
Conversion using Adobe Acrobat Pro: Open the PDF document in Adobe Acrobat Pro and choose File – Save As. In the format type menu, select PDF/A. Use the Options/Settings button to display the menu and check the Save as PDF/A-1b item.

Instructions are also available on the library's website https://iva.k.utb.cz/wp-content/uploads/i_want_to_safe_my_final_thesis_as_a_PDF-A_document_web.pdf. 
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Conclusion text.
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[bookmark: _Hlk184672885]The bibliography must always be drawn up according to the citation standard used in the final thesis.
Surname, First Name. Title of the Book: Subtitle of the Book. Place of Publication: Publisher, Year.
Surname, First Name. Title of the Book: Subtitle of the Book. Place of Publication: Publisher, Year.
Surname, First Name. Title of the Book: Subtitle of the Book. Place of Publication: Publisher, Year.
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Content of first appendix.
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