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WARNING:	Use this template as an aid in writing, but remember that you are entirely responsible for meeting the requirements outlined in the Style Manual For Theses, a current edition of which is available at the General Office.  Use this template, not as a substitute but, in conjunction with the Manual.


INSTRUCTIONS:

This template should be used with Microsoft Word version 6.0 and later.
Immediately select File -> Save As and change the file type of this document to Normal or Word Document.  Save.
Make frequent backup copies of your document on different disks.
You will save yourself hours of headache by using the Style feature of Word.  Each line of your document is marked with a style.  You can make changes to your formatting by editing these styles.  For example:
*	All chapter titles are marked with the style Heading 1.  To change the font size of every chapter title in your document, just edit the style Heading 1.  See examples in Chapter 1.
*	All footnotes are marked with the style Footnote Text.  To make every line of footnote text in your document double spaced, just edit the style Footnote Text.
*	By changing the style Normal, you change every style in the document. See example in Chapter 1.

Styles make creating the Table of Contents easy.  The lines that will show in the Table of Contents are marked with the styles Heading 1, Heading 2, Heading 3, etc.  Those lines that will not show in the Table of Contents, but need similar formatting, are marked with the styles Heading 1 won’t show in TOC, Heading 2 won’t show in TOC, Heading 3 won’t show in TOC, etc.  For example:
*	Chapter 1 will show in the Table of Contents because it is marked with the style Heading 1.  The Table of Contents will not show in the Table of Contents because it is marked with the style Heading 1 won’t show in TOC.
*	Sections of Chapter 1 will show as subordinate to Chapter 1 in the Table of Contents because they are marked with Heading 2, Heading 3, and Heading 4.
To update the Table of Contents, the List of Figures, or the List of Tables, on a PC, highlight the whole table or list and press F9.  Click Update Entire Table and click OK.  On a Macintosh, highlight the whole table or list and  press Command-Option-Shift-U.  Click Update Entire Table and click OK.

Use the Caption feature of Word to label all of your figures, tables, graphs, charts, pictures, equations, etc.  Doing this makes updating the List of Figures and List of Tables easy.

In this document there are places to click and type, or insert, information.  You can recognize these places because they are enclosed by brackets.  For example:
	
If you see {MACROBUTTON NoMacro [Click HERE and type “hi!”]} above, then you will need to change your configuration.  From the Tools menu, select Options.  Then select View.  Then uncheck Field Codes.
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Chapter 1: 






This happens to be a minor section, and won’t show in the Table of Contents.  Notice that the style of this subsubsection’s heading is Heading 4 won’t show in TOC.

These lines are marked with the style Normal.  This style is the base for all other styles.  Because of this, you can change all of the styles in your document by changing Normal.  This is useful for changing the font of the entire document, for example.

These lines are marked with the style Body Text, which is based on the style Normal.  See the difference?  Styles are a way of organizing the differences in the formatting of your text.  Use this style for the main text of your document.
These lines are marked with the style Body Text Indent, which is based on the style Body Text.  It’s very similar to Body Text, but has an indent.  If you find that you often use a particular attribute, such as indents, centered text, single spacing, or bold text, you can make your own style that incorporates that attribute. 
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Chapter 2: 















7





Chapter 3: 
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Chapter 4: 



Example:
To make a Figure caption, select the Insert menu, then select Caption.  Type your caption.  Click the Label box and then select Figure.  Click OK.  
Figure 1:  This Is An Example Figure Caption
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Chapter 5: 



Example:
To make a Table caption, select the Insert menu, then select Caption.  Type your caption.  Click the Label box and then select Table.  Click OK.  
Table 1:  This Is An Example Table Caption











10





Chapter 6: 
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Chapter 7: 
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Chapter 8: 
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APPENDIX C: 
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