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PURPOSE AND SCOPE OF THE DOCUMENT

The purpose of this document is to provide instructions, guidelines and helpful hints for
mastering the use of the thesis and dissertation template. The template was developed for
Microsoft Word.

This document assumes that you have a copy of MS Office/Word installed on your machine
and that you have a working knowledge of word. The thesis_disseration_template, a user’'s
guide and sample documents can be found on the NJIT website; Office of Graduate Studies at:
http://www.njit.edu/graduatestudies/thesis.php
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USING THE TEMPLATE

Obtain the Thesis_Dissertation_Template

Before you can proceed, you must download the ‘thesis_dissertation_template.dot’ from the
Office of Graduate Studies (GSO) website (http://www.njit.edu/graduatestudies/thesis.php). It is
recommended to store the template in the same folder as your normal.dot template. This is
typically in your MS Office directory within the template folder. In ‘Windows Explorer’ you can
search for normal.dot if you have a problem locating the directory.

The Graduate Studies website provides a copy of the template, a user’s guide and sample
pages of a thesis or a dissertation.

Launch Word and Attach Template

The very first step in creating your thesis or dissertation is to attach the
“thesis_dissertation_template.dot’ template. Once your document is linked to the template,
navigation and maintaining your document according to the guidelines will be easy.

1. Open ‘MS Word’ from the ‘Start’ menu. Select ‘File’ and ‘New’ from the top menu bar. Note:
If you already have started a document select ‘File’ and ‘Open’ instead.

2. When the document opens select ‘Tools’ and ‘Templates and Add-Ins’ to select the
‘thesis_dissertation_template.dot’. Click on Checkbox ‘Automatically update document
styles’.

3. Click the *Attach’ button in the pop-up dialog box.

Thesis and Dissertation Template — User's Guide Created by Liz Avery Gomez
Updated by Julia Mayer
Office of Graduate Studies 02/09/2009




Mew jersey's Science &
Techmology Uniwversity

5l Documents - Microsoft Word

le Edit View Insert Format  Tools Table ‘Window Help Adobe PDF  Acrobat Comments
EEHaH|SRY 2R oo @B 0 - B2
.

= Times New Roman = 12 -

Templates and Add-ins e 3
Docurnent kernplate
[rarmal Attach...
. Lok in: I[:l Templates j - | o B = Tools
i J~$aduate_template2
- - J~$Normal Add... H
. Histary graduate_templatez = CIICk
. Mormal Remave. ‘AttaCh'
- best_numbering
thesis_dissertation_template

. My Documents J

r.dot

Deskiop

5

Favarites

Select ‘thesis_dissertation_template’

= File pame: | - Open
My Mebwork I _I

Flaces Fiies of type:  [Document Templates | Cancsl

Thesis and Dissertation Template — User's Guide Created by Liz Avery Gomez

Updated by Julia Mayer

Office of Graduate Studies 02/09/2009



Mew jersey's Science &
-~ Techmology University

Settings for Word

Please verify the following settings before you begin working on your document:

1. Select ‘View' and ‘Toolbars’ from the top menu bar.

2. Check that your ‘Standard’ and ‘Formatting’ toolbars are displayed at the top of your

screen.

Note: The template uses predefined settings in accordance with the guidelines at NJIT. All
settings begin with an ‘a’ for easy identification.
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Template styles for the
thesis-dissertation begin
with ‘a’.

CHAPTER 1

INTRODUCTION

1.1 This is a test

This is the first paragraph in the document.

This 15 the second paragraph in the document.

AAPPENDINTITLE
aBody
aBodyCont
aBodyFirst
CHAPTER 1 ACHAPTERHEADING
aFigure
aFigureCont
AHEADING1

AHEADING2

AHEADING3

* alistBullet

This is the statement before a bulleted list:

alastPara
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ORGANIZING YOUR DOCUMENT

Front Matter and Document Body

It is suggested that you divide your thesis_dissertation document into two separate documents:

Document one would contain the front matter which includes: Abstract, Title, Copyright,
Approval Page, Biographical Sketch, Dedication, Acknowledgment, Table of Contents, List
of Tables, List of Figures, and List of Symbols.

Document two would contain the body, figures, tables, references and appendices.

The left margin should be 1.5 inches and the right margin 1 inch. That must be done
manually using the ‘Page Setup’ Option in ‘File’ Menu.

After each sentence, use 2 spaces before starting the next sentence.

The font and size is Times New Roman 12 for the entire document with the exception of
tables, figures and selected captions.

Note: The Table of Contents needs to be manually created as your very last step before
printing. Word cannot produce the format that is required. You can automatically generate a
table of contents to obtain page numbers for accuracy, but you will need to be retype the table
of contents into the correct format.
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FORMATTING INSTRUCTIONS

Chapter Pages

Each chapter must begin on a new page.

1. Position the cursor on the last line of the preceding new chapter. Select ‘Insert’, ‘Break’
from the top menu bar. Select ‘Section Break Type’, ‘New Page’. (Shortcut: press
Ctrl+Enter)

2. Select ‘aChapterHeading’ from the style menu item. The Chapter Number will appear and
the cursor will be positioned after the number.

3. Press ‘Enter’ to begin a new line and the aTitle (chapter title) will automatically be selected.

4. Type the name of the chapter.

5. Press ‘Enter’ and the aSection2 heading style will automatically be selected.

6. Type the name of the section.

Note: If a chapter only has one section, there is no number (use style
‘aNonNumberedSection’).

7. Press the ‘Enter’ to begin a new line and the ‘aBodyFirst’ style will automatically be
selected.

8. Note: Use ‘aBody’ for the remainder of paragraphs in a given section. The first paragraph
aligns at the left margin and the remainder of paragraphs are indented.
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This empirical study investigates the impact of different commun|| aFigure

r:\‘ aBodyFirst modes on the process and outcome of distributed group work for wirt aFigureCont

especially how distributed groups work, integrating mobile dewig AHEADING1

group communication, on decision-making tasks and what the || AHEADING2

pervasive computing technologies and devices. During the last d AHEADING3

have moved from a face-to-face team environment to a virtual team environment using

communication technology.

aBody Az more people become experienced with web-based groupware and email for

Section Formatting Guidelines

1. Within a section, you can have sub-sections (aSection2) and sub-sub-sections (aSection3).
Note: Place two spaces between the subsection number and the name of the subsection.

a. aSection2 has one decimal place (i.e., 3.1), bold centered to page

3.1 Media Characteristics

b. aSection3 has two decimal places (i.e., 3.1.2), bold left justified to page

3.1.2 Media Synchronity
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Chapter Pages (cont.)

c. aSection4 has three decimal places (i.e., 3.1.2.1), left justified to page. A period needs
to be added after the section title. Then the content begins on the same line as the title,
after a tab, and is not bold.

3.1.2.1 Immediacy of Feedback. Immediacy of Feedback is a first media capability
explaining the extent to which media enables users to give rapid feedback on the
communications they receive.

2. Within a section, sub-section or sub-sub-section, you can have:

a. Tables and figures. They should be centered. The template for table and figure are left
justified.

Note: If you need a second line, use the aTableCont or aFigureCont for the
continuation.

b. Bulleted lists (aListBullets).

c. Numbered lists (aListNumbered).
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Appendices

1. Position the cursor on the last line of the preceding new chapter. Select ‘Insert’, ‘Break’
from the top menu bar. Select ‘Section Break Type’, ‘New Page’.

2. Select aAppendixHeading. Type appendix letter (e.g., APPENDIX A) and hit enter. This will
take you to the appendix title line. Type title of appendix and hit enter.

3. Insert text describing appendix.

4. Use aFigure or aTable to insert the descriptions for figures or titles for tables.

] appendices.doc - Microsoft Word g@@
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Each discipline uses its own citation style. Therefore you have to make sure that you choose
and follow the appropriate guidelines for your discipline. The following example uses a style
similar to APA citations.

References

1. Position the cursor on the last line of the preceding appendix. Select ‘Insert’, ‘Break’ from
the top menu bar. Select ‘Section Break Type’, ‘New Page'.

2. Select aReferenceHeading and type REFERENCES

3. You may choose aReferenceAlpha to list your references without numbers (make sure that
they are in alphabetical order) or aReferenceNumbered to number your list.

Type a question for help =%

aReferenceAlpha Btk B E.-Coole,T.M.-&Rosencrance . C,« 1008} Work-related-rusculoskeletal

disorders-among-physical-therapists. -Physical- Therapy, - 76,-827-835.

iniwries: (md :!!nesses mvo,?vma WGP ﬁom wor,?c for: I}z,g ten occtggeg;sons w:x}}
thelargest- mamber-of cases: by-case: and: worker- characteristics, ‘Fetrieved:
October-28,-2003, -fromm-hitp/www. bls. gowiiffoshwe/osh/caze/osth 1023 pdf |

i : BT & Mardin,: BT 1993), - Oceupational- Biomes hamic s+( -
QQL) NEW York:JohnWiley-and-Sons,-Inc.(pp. 182-2500.]

0ze, .. ome 3 &1, Iuscle Strength, task:
performance andlow back load 1n nurses. E‘rgonomscs 47.-1095-1104.9

Eastiman-Kodale Cotnpany. - 1983). -Appendiz- & - Anthropometric-Data-in-Er gonorai -
Design for People-at-Work, - Vol I -Hewe: Yok, -Van-Nostrand-Reinhold. -

Galinsloy, T, ~Waters T -&-Malit,-B.-{2001). -Overeszertion-injuries -in-home-health-care:
workersrand-the-need-for-ergonomics. -Home Health- Care Services Quarterly, 20,
5773

Garg.+4. (1999).1

!." e 1 Ogram i Seven:
Fetrieved- August 24«,2@!3@ from
hitp:/ ergonomics. wwm. edw’ |
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