I.
FORMATTING INSTRUCTIONS (HEADING 1 STYLE) 

A.
DOCUMENT setup (heading 2 style)

· Download Template from Thesis Processing website
· Configure your  Word settings per Template Setup handout
· Click Page Layout and ensure “Office 2003 Default” is selected
· Line spacing will be 1.5 lines (not double-spaced); body text size is 12 pt
B.
STARTING OUT 
· [image: image1.png]
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Stytes +



Click the Show/Hide button   ( (or press Control + Shift + W) to see all formatting marks
· Click small arrow under the Double A botton to bring up 
the style list. Do not use the styles contained  in the white box.
· Apply Heading styles as shown on this sheet
· Key enter outline numbers and letters in Headings according to the scheme on this sheet; insert a period and a tab after each Heading number or letter
· Do not use auto numbering or lettering. This feature should be turned off per the instructions on your Template Setup handout
1.
This is a Heading 3 (Upper-Lower Case and Boldface)

Apply 2nd/3rd Order Para style after all Heading 1s, Heading 2s, and Heading 3s
a.
This is a Heading 4 (Italics, Upper-Lower Case, and Boldface)
Apply 4th Order Para style after Heading 4s.
(1) Heading 5.  Text follows on the same line as the Heading.  The style used for both the Heading and the paragraph is 5th Order Para.  Style all paragraphs beneath this Heading also as 5th Order Para.

C.
Table of contents

Do not manually type your own Table of Contents.  After styling all Headings in your thesis, right-click on the Table of Contents (text field turns gray). Select Update Field, then select Update Entire Table. Each Heading will appear in proper outline form.

D.
LISTS OF Figures/Tables

Apply FIGURE CAPTION style to figure captions, and TABLE CAPTION style to table captions. Word will automatically update the Lists of Figures and Tables on command, as described for the Table of Contents in section C. Captions may be either title case (all important words capitalized) or sentence case (only the first word and proper nouns capitalized); be consistent with your choice. Each figure or table must be referred to by number in the text prior to displaying the figure or table. Do not use “above” or “below” when referring to figures or tables; just refer to the figure or table by its number.
For any figure or table that is not your original work, you must either note the source in the caption or beneath the caption.  If the content is directly reproduced from a reference, use From ____ .  If you have applied changes to the original, use After ______. NOTE: Follow the Reference/Citation style you use elsewhere in your thesis. 
Table 1.
Caption text information (From Author, 2009)
(APA)

Figure 1.
Caption text here. After [7].
(IEEE)

E.
BULLETED LISTS

Apply List Bullet style; for bullets under a Heading 4, use List Bullet 2. Avoid using a mixture of bullets, numbers, dashes, for different lists in your thesis; bullets are preferred, but whatever you choose, please use one type consistently throughout
F. QUOTES

Quotations of four or more lines are to be styled as Quote style.  No quotation marks are placed around these quoted blocks. Citations go outside the period for block quotes only, like this. [3]
H.
ADDITIONAL NOTES
Use MathType for equations; do not use the Insert(Equation option. MathType can be downloaded, free of charge, from the NPS Technology website.
If you use reference-list generating software, such as RefWorks, ensure that you fill in all fields completely and accurately when creating your citation list. You will still need to edit the list for punctuation and formatting once the footnotes (if you are using Chicago style) and List of References have been generated. To edit the list, you must remove the field code. Do this by pressing Shift + Control + F9 at the same time.
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