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A.
(U) STARTING UP

(U) The style used for the title of the chapter is Heading 1.  The style used for text under Heading 1 is 2nd Order Para.  Heading 1 titles are automatically made all caps, bold and centered.

B.
(U) samples of sections

(U) The style used for the 2nd level heading is Heading 2 and the style used for text under Heading 2 is 2nd Order Para.  Heading 2 titles are automatically made all caps and bold.

1.
(U) This Is a Third Order Heading

(U) The style used for the 3rd heading is Heading 3 and the style used for text under Heading 3 is 3rd Order Para.  Heading 3s are to be upper-lower case and bold.

a.
(U) Really Long Fourth Order Heading, Showing That Word Handles the Second Line Correctly (indented 1.5)

(U) The style used for the 4th level heading is Heading 4 and the style used for text under Heading 4 is 4th Order Para.  Heading 4s are to be upper-lower case, italics and bold.

(1)  (U) Fifth Order Heading and Fifth Order Paragraph.  The title appears first and then the text follows on the same line as the heading.  The style used for the heading and the paragraph is 5 th Order Para.

C.
(U) Table of contents

(U) Put your cursor in the Table of Contents and right click.  The text will turn gray, right click and select Update Field and then select Update Entire Table.  Do the same for the List of Figures and Tables.  The Table of Contents will only go to Fourth Order Heading.
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Apply Figure 1. Figure Caption Style to figure captions, and Table Caption Style to table captions. As described for the Table of Contents in part C above, if you have used the Template, Word will automatically generate and update the List of Figures and the List of Tables on command. Captions may be typed either in upper and lower case, or in sentence case, with only the first word having an initial capital; please be consistent with your choice. Each figure or table must be referred to, by number, in the text before it occurs. Do not use “above” or “below” when referring to figures or tables.

For any figure or table that is not your original work, you must note the source either in the caption or underneath.  If the content is reproduced intact from a reference, use From _______.  If you have made changes from the original, use After _______. 
Note: Follow the same Reference/Citation style you use elsewhere in your thesis.   

Table 1.
Caption(From Author, 2009)
(APA)

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

E.
(U) fonts

(U) This document and these styles are set to use Courier. There are templates available in Arial and Times New Roman.

f.
(U) FOOtNOTES

(U) All footnotes must be sequential throughout the document.  In the footnote, it is not necessary to tab the second line of the footnote.  The text should wrap to the margin.

g.
(U) cover page, report documentation page, etc.

(U) These pages are located at the beginning of this document.  The heading style used is called Cover Page Heading.  This is because they are not to appear in the Table of Contents but are formatted the same.

h.
(U) ACKNOWLEDGEMENTS

(U) Not required but generally included.

i.
(U) EXECUTIVE SUMMARY

(U) This is in addition to the abstract and requires much more detail:  Mandatory for OPERATIONS RESEARCH and ELECTRICAL AND COMPUTER ENGINEERING.  Optional for the rest of the curricula.

j.
(U) INITIAL DISTRIBUTION LIST

(U) This title is a Heading 1 and the first line with the number use the style called List Number, Dist List. The lines following are style List Number 2-Dist List.  
Figure 1.   (U) Title of Figure.

Figure 2.   (U) Title of Figure.

Table 1.   (U) Title of Table.
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If your department does not have a mandatory citation style, you must select one and learn it.  There are examples on the ETD website.  
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