Formatting Guide for Theses and
Dissertations

This guide is intended for use with MS Word 2007.

What the template can do

With the thesis and dissertation template provided on the Graduate Studies Office website you can
quickly format your thesis or dissertation the correct way. Chapter headings, titles and sections need
certain font style and spacing. The styles in the template automatically fulfill most of the formatting
requirements for thesis and dissertations. There are only a few things left to do manually which are
explained in the second chapter of this guide.

The very first step is to download the thesis and dissertation template from the website. The .dot file
can be found on http://www.njit.edu/graduatestudies/thesis.php.

There are two situations for which you can use the template:

I.  You have not started writing the thesis or dissertation yet and want to use the template from the
beginning to format headings, titles, sections, and lists for your thesis or dissertation.

II. You have started writing your thesis or dissertation already and want to use the template
afterwards to take care of the formatting.

It is a lot easier if you use the template from the beginning but you can also benefit from it after you
started writing up your thesis.
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Situation I: You have not started your document and want to use the template from
the beginning to format headings, titles, sections, and lists.

A. Open the .dot file which you downloaded from the website.
Expand your list of styles to see the predefined styles of the template.
You will see a sample text which is formatted according to prescribed university format.
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Now you see a full list of styles available from the template:
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To understand the basic structure of a thesis or dissertation, look at the following example:
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EChapterHeading ;
CHAPTER 1
W INTRODUCTION

aSection
1.1 Objective
The objective of this dissertation is to present applications of space-time processing for
aBodyFirst
multiple-Access (TDMA) and code division multiple-access (CDMA)
. For the TDMA system, the following spatial processing techniques: optimum
aBodyFirst
combining and direct matrix inverse (DMI) were reviewed; and eigenanalysis-based

processing, or the eigencanceler was proposed. An analysis of svstem performance shows

the following multiple-access, wireless communication systems: time-division division

A thesis or dissertation generally consists of chapters (aChapterHeadingyvith titles (aTitle) which are
divided into sections (aSection

B. After reviewing the sample you downloaded, it is recommended that you delete the entire sample
text and start from scratch. Save the newly started document as .docor .docxfile. Every time you open
this file you will automatically have the styles from the template available.

C. Getting started with the template styles:

Step 1 Place the cursor where you want to start with Chapter 1 and click on the style aChapterHeading
Immediately CHAPTER 1 will appear on this line.

Step 2 Insert two blank spaces and press ENTER. The style in the next line will automatically be aTitle

Step 3 Type the title of the chapter and press ENTER again. The style in the next line will automatically
be aSectionThe template will take care of the numbering and the correct spacing between the

title and the section.

Step 4 Type the heading of this section and press ENTER. The style in the next line will automatically be
aBodyFirstThe difference between aBodyFirstnd aBodyis because the first paragraph of each
chapter needs to be justified to the left. All the following paragraphs will be aBodywith a % inch
indentation on the first line.
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Situation II: You started writing your thesis or dissertation already and want to use the

template afterwards to take care of the formatting.

If your thesisordA & a SNI | G A 2y A awb@drecoindedded tiayyal startG el doduthenth &
and follow the steps explained in situation 1. Then you need to copy and paste chapter by chapter of
your already written thesis or dissertation into the new document which works with the template.

If you decide to work with your old document you need to attach the template to it. You can do that the
following way:
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F. Now you have to go through your whole document and do the following:

1. setthe cursor in an empty line at the beginning of each chapter and click aChapterHeading

insert two blank spaces after the automatically generated text CHAPTER 1

set the cursor to the existing title and highlight title and then click on aTitle

set the cursor to the section heading and highlight it and then click on aSection

set the cursor to the first paragraph of the section and highlight it and then click on aBodyFirst

set the cursor to the remaining paragraphs of the section and highlight it and then click on

aBody

set the cursor to the subsection headings and hightlight it and then click on aSubsection

7. set the cursor to the lists (numbered or bulleted) and highlight it and then click on
aListNumberedr aListBullet
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[l How to continue (both situations)
When you want to start a new section, click on aSectionin the Style panel on the right. Type the
@ heading of this section and press ENTER.

When you want to insert a subsection (level-3 heading, e.g., 1.2.1), click on aSubSectiomn the
Style panel on the right. Type the heading of this section and press ENTER.

The new chapter will automatically start on a new page. Continue with Step 2 from here.

@ When you want to start a new chapter, click on aChapterHeadingn the Style panel on the right.
@ When you want to insert a numbered list, click on aListNumberedn the Style panel on the right.
The numbered list will have single line spacing between lines of a point in the list and double line
spacing between two different points in the list. Do the same for a bulleted list (style

alListBullet).

IV Appendix

When you reach the end of your last chapter, you can select aAppendixHeadintp start an appendix. To

start a new appendix click on aAppendixHeadinglt will be automatically lettered as W! LILISY RA E
Wi LIISY RAE . QF if Wi hadkJswirll Appendice® ¥ yoSHhave sbsingle appendix then type
Appendix, highlight it and then select the style aAppendixHeadingand then remove the automatically
generated Appendix A and center the Appendix. After entering two blanks spaces (as for each chapter
heading) you press ENTER and enter your appendix title (automatic style aAppendixTitlg After pressing

ENTER, you can insert the text, tables or figures belonging in this appendix.



V References

Use the style aTitlefor the Reference Heading and aReferencéor your references.

EndNote software is used for organizing references. If you use EndNote to organize your references you
can import the references to EndNote and select the specific style and insert the references in to the
word document by a single click. You can download the EndNote software from
http://ist.njit.edu/software/display.php?id=338

Example:

REFERENCES

Bork, B.E., Cook, T.M., & Rosencrance, J.C. (1996). Waillkted musculoskeletal disorders
among physical therapist8hysical Therapy, 7,827%835.

Chaffin, D. & Andersson, G.B,& Marrtin, B.J. (1993)Occupational Biomechani¢8™ ed.).
New York: John Wiley and Sons, Inc. (pp.1322).

Note: This is only one style of writing references; there are many other possible styles.

After writing the references, highlight the text, and right click on the mouse. You can see a drop down
list where you can click Paragraph and then a Paragraph tab appears on the screen as shown below.
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In both situations there are things you still need to format manually which are explained in the following
section:

1. Tables
You need to manually format table title, so that the label (e.g., Table 5.6) is bold and the title is not bold:

Table 5.6 Diffusion Coefficients and Molecular Diameters of Nelectrolytes

t

Bold 2 Spaces not bold No periods on Table Titles

Table Titles appear in the header above.

Molecular Weight Diffusivity in Solution Molecular Diameter
g/g-mol cnY /st 10° cnr 108
10 2.20 2.9
100 0.70 6.2
1,000 0.25 13.2
10,0® 0.11 28.5
100,000 0.05 62.0
Source:[1]

|

Source can be written in different formats based on the discipline or program.



2. Figures
You need to manually format figure descriptions so that the caption is bold and the title is not bold:

Figure descriptions appear in the caption underneath.

File Edit ©Objects Help
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Figure 5.1 Specification of a simple slider, running in the VRED editor, to illustrate our
graphical notation. The upper half bktscreen shows the continuous portion of the specification,
using ovals to represent variables, rectangles for links, and arrows for data flows. The lower
portion shows the event¥sandler in the form of a state diagram, with states represented as circles

and transitions as aI’I’OW\

Souce Robert J. K. Jacob, Leonidas Deligiannidis, and Stephen MoiiS&9).

All figures have periods



3. Page layout
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Page Setup

Margins | Paper Layout

Margins
Top: 1" e Biattom: 1" £
Left: 1.5 % Right: " =

4. Page numbering

Page numbering is a bit time-consuming and therefore should be only done once AT THE VERY END.
When you are done with your thesis or dissertation you need to insert section breaks at the end of each
chapter and at the end of the first page of each chapter. The reason for this is that page numbers are
always located at the bottom of the page centered at the first page of each chapter and at the top of the
page right justified on all other pages. To manage this you need section breaks.
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time constraints. As wireless networks proliferate and the subscriber community
increases, the load on the network increases. The tremendous growth in network
bandwidth has driven the convergence of voice, video, and data to IP based networks.
The bandwidth available on wired networks is increasing by a factor of 10 every two

years. Wireless bandwidth is doubling every 9 months. Technologies such as Gigabit

1

f

In order to place the page numbers at the end of the page like the above one follow the below steps:

1. Select the insert tab on the toolbar, and then select Footer option. Scroll down and then select

Edit Footer you will see the header and footer tools options as shown below.
\;
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2. Set Footer from Bottom value to 0.0
3. Highlight the number in the footer and make it bold.

A detailed guide to do the page numbering can be found on the Graduate Studies Office website.



