COLLEGE OF ENGINEERING THESIS/DISSERTATION GUIDE - FALL 2023

This College Guide provides concise information for Engineering thesis/dissertation students for
formatting your manuscript. However, final format approval of your final manuscript will be given by
Graduate Studies.

Read this Guide (including the sample pages) completely and keep it as a resource until final submission.
If you have any questions after reading it, just email me and I'll be happy to help!

~Catherine Burton, sburton@usf.edu
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If you use a template, you will still need to make adjustments / corrections
in order to meet the format requirements.

If you are using any previously-published items, such as:

e an image or text from a book, journal, or an online source,

e an image or text from a published thesis or dissertation, or

e images or text from an article you published in a journal or

conference,

you must consult the USF Copyright Office at
https://guides.lib.usf.edu/copyright about how to cite and how to include
the permissions in your thesis/dissertation.
Do this early in the final semester!
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Format Requirements

Cover/remove any signatures and sensitive/personal information in your manuscript.
Except for page numbers, do not let any text, figures, or any other items run into margins.
Page Size: Page size must be standard letter 8 “ x 11”.

Font: Choose one font type and size for your manuscript and use it throughout for all text, including headings,
page numbers, and table/figure titles. Character-spacing for all should be ‘normal’ (100%). For footnotes,
the font size can be smaller, but must be the same font type as the rest of text.

Margins: 1” margin for left side, bottom, and right side of page, 1” top margin for regular pages, and 2” top
‘margin’ for Title Page and Major Heading pages.

In MS Word, do not use Section Breaks to set a different top margin for Major Heading pages. Set top margin to
1” for all pages and hit ‘enter’ to get 2” ‘margin’ for the Title Page (see sample Title Page). Copy the non-
printing paragraph marks at the top of the Title Page and paste in front of each Major Heading.

Major Section Order: Major Sections are Title Page, Dedication (optional), Acknowledgments (optional), Table of
Contents, List of Tables, List of Figures, List of Acronyms, Abstract, All Chapters, References, Appendix
sections, About the Author (optional). Major Heading pages are the first pages of each Major Section.
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Title Page: All lines must be centered on page. See Sample Title Page for what should be on your Title Page and
how it should be formatted (adjusting the information according to your situation). Date of Approval should
be the last date signed by (Co-)Major Professor or committee member.

Page Numbers: At right margin at bottom of page; should stay in exact same position on every numbered page
of the same orientation. No page number for Title Page, Dedication, Acknowledgments, About the Author
pages; lower-case Roman numerals for Table of Contents through Abstract pages; Arabic numerals for all
Chapters, References, and Appendix section pages. No page number for About the Author page (and page
number entry in TOC should be ‘End Page’).

Table of Contents (TOC): Use Heading Style Capitalization for All Headings, Like This. Do not use ALL CAPS
capitalization, SMALL CAPS, or sentence-style capitalization for any headings.

Dedication, Acknowledgments, Table of Contents headings are not listed in the TOC.

The other Major Heading entries in TOC start at left margin and indent each level of lower-level headings 74”.
All headings must be listed in the TOC (note that an incomplete sentence or words such as ‘Experiment 1’
followed by a colon are considered headings!).

Keep entries in the TOC at least 4" away from page number ‘column’ on the right.

Use a numbered format for all headings (see sample pages).

TOC entries must match the capitalization and wording of the headings in the text exactly.

List of Tables (LOT) and List of Figures (LOF): Capitalization for table/figure titles (captions) can be sentence-style
or heading style, but must be consistent for all table titles and consistent for all figure titles.

The LOT and LOF title of the entry must be aligned exactly 1” from the left margin, and keep the titles at least 5”
away from page number ‘column’ on the right (so that basically, the Table/Figure number ‘column’, title
‘column’, and page number ‘column’ are aligned consistently throughout all LOT/LOF pages).

LOT/LOF entries must match capitalization and wording of first sentence of table/figure titles in text exactly (note:
a sentence ends with a period (full stop); not a colon or comma). The only exception is citation information
in parentheses at end of the first sentence; those can be left out of the LOT/LOF entries).

Headings: Use Heading Style Capitalization for All Headings, Like This. Do not use ALL CAPS capitalization, SMALL
CAPS, or sentence-style capitalization for any headings. Do not use punctuation at the end of any headings.
Use a maximum of 6 levels of headings. See the table in the sample pages for how to format each level of
heading in the text.

Tables/Figures: Table titles go above tables. Figure titles go below figures. Single-space multi-line titles. Choose
one alignment for all table titles and all figure titles (in other words, do not left-align multi-line titles and
center single-line titles).

Line-spacing: In TOC, single-space within chapter and appendix section entries; double-space between Major
Section entries.

In LOT, LOF, and References, single-space each entry, double-space in-between. Do not split entries between
pages.

Double-space within all paragraphs. All other line-spacing should be double-spaced, except in 2 instances: use
single-spacing for table titles and figure titles; use 3 line spaces between single-line table titles and text on
the same page; and use 3 line spaces between text and single-line figure titles on the same page (so readers
can visually distinguish between the text and table/figure titles).

Indentation/Paragraph Alignment: Indent the first line of every paragraph % inch. Use consistent alighment for
every paragraph.
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Centered on Page: All lines of Title Page, all Major Headings, tables, and figures, should be centered.

Bullet and Numbered Lists: Use consistent format for all bullet lists. Use consistent format for all numbered lists.

Bold and Underlining: Only bold major headings, second-order headings, and if desired, table/figure titles. Only
underline fifth- and sixth-order headings, and URL addresses. Other than these elements, do not use bold
or underlining!

No Widows/Orphans: One line of a paragraph at the top of a page is a widow and one line of a paragraph at
bottom of page is an orphan. A lone heading at the bottom of a page, or a heading and one line of text at
the bottom of a page, are considered orphans. Fix all widows and orphans.

References: Use any standard citation/reference format. Again, do not split entries between pages.

Appendix Sections: Tables and figures in appendix sections must be captioned and listed in the LOT/LOF. Use a
different labeling system for these (such as letters instead of numbers).

Limit White Space at Bottom of Pages in Chapters: Per Graduate Studies, “If you push a table/figure to a new
page, be sure you fill in excess space on the previous page with text from after the table/figure.” Other
options are to split tables/figures, or to place all tables and figures at the end of chapters.
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If You Are Using MS Word

If you use the MS Word template, your computer may change some formatting (and cutting and pasting from
another source into the template can change formatting, also), so you still must check your document
against the College Guide sample pages in order to ensure your document is meeting formatting
requirements.

Do not use Automatic Styles/Tables to auto-generate or ‘Insert’ your Table of Contents (TOC), List of Tables (LOT),
and/or List of Figures (LOF) because it can create challenging formatting issues for you. It is easier to type
headings and table/figure titles in Normal (or no style) text and also type TOC/LOT/LOF entries in Normal/no
style. You may need to turn off MS Word auto-formatting options to do this, but it’s worth it.

Format as one document and start from a clean MS Word document. Using someone else’s document as a
template or converting a PDF to Word can create problems.

Use Page Breaks between every Major Section (Title Page, Dedication (optional), Acknowledgments (optional),
Table of Contents, List of Tables, List of Figures, Abstract, All Chapters, References, Appendix sections, About
the Author (optional)).

Do not use Section Breaks except to change page number format or to change page orientation. For those
situations, use Next Page Section Breaks. To change page number format, toggle off ‘Link to Previous’.



PROOFREAD AND CHECK YOUR PDF BEFORE FINAL SUBMISSION TO PROQUEST!
ONCE PUBLISHED, YOUR MANUSCRIPT CANNOT BE CHANGED!

Before final submission, you must check your PDF for correct format (‘View’/'Page Display’/'Single Page View’
in Adobe Acrobat). Check your PDF page-by-page, scrolling through at least 7 times to check all the items. See
the table below for how to do your own format check. It should take you 1-2 hours to review your manuscript
once and you’ll probably have to do it more than once.

Title Page, Table of
1 | Startthe check Contents, List of Tables,
List of Figures, References

Check for required format
and consistency

Check page numbers (correct
Bottom margin and aligned to right margin?)
and for orphan lines.

Go back to first page and
scroll through every page

Check paragraph alignment

3 | Go back to first page and and any other right margin

scroll through every page Right margin element (such as equation
numbers)
Check 2” top ‘margin’ for Title
4 Go back to first page and . Page ~and ’I’Vlajor He.admg
scroll through every page Top margin pages, and 1” top margin for
all other pages; check for
widow lines
. Check indentation, numbered
Go back to first page and . . .
5 scroll through everv page Left margin lists, bulleted lists, lower-level
g ¥ pag headings
6 Check centering for Title Page
Go back to first page and Centered elements lines, .l\/lajor Headmgs,
scroll through every page equations (if centering),

tables, and figures

After you have done the above checks and are sure all of those elements are correct, you can
then check your TOC, LOT, and LOF entries.

Check each entry of TOC
Print out Table of Contents | Scroll through every page eck each entry o

7 against heading in text and
pages from the PDF in text & &
check page number entry
. Check each entry of LOT and
Print out List of Tables and . . v
8 . . Scroll through every page LOF against first sentence of
List of Figures pages from ) ) o
in text table/figure title in the text

the PDF and check page number entry

All signatures/personal information should be removed/covered. No text or items should run into margins!



ETD Process and Deadlines for Fall 2023 — THESIS (MS) Students

Semester before graduation

Supervisory Committee Form https://www.usf.edu/engineering/graduate/thesis-
dissertation-info.aspx must be submitted to and processed by Department by
semester before graduation

Early in final semester

1) Register for at least 2 thesis hours / 2) Apply for graduation and submit checklist
to Department staff / 3) Complete Graduate Studies ETD Registration

COLLEGE OF
ENGINEERING
FULL DRAFT
FORMAT REVIEW

THESIS: Sept 29, 9am

Email PDF (formatted according to the College format requirements in this Guide)
to sburton@usf.edu. Your thesis does not have to be final, but include some
content in all Major Sections, and some tables and figures. The more you include,
the better for you, since there is only one College draft review.

(Because of this College draft review, Engineering students are exempt from the
Graduate Studies draft review.)

Announce defense at least 2 days before (contact Department staff for defense
announcement template and they will help you announce)

Have forms ready at your defense:

(IZI(E)FLELIEZE THESIS: by Oct 17 . Sgccesst_JI D(_afense Form - h.ttps://www.usf.edu/enginegring/graduate/thesis-

RECOMMENDS) dissertation-info.aspx. Email completed form to Catherine Burton at

sburton@usf.edu
e  C(Certificate of Approval - https://www.usf.edu/graduate-
studies/students/electronic-thesis-dissertation/etd-process-
requirements/certificate-of-approval-packet/certificate-of-approval.aspx
Major Professor reviews plagiarism report before signing Certificate of Approval.
PLAGIARISM After manuscript is https://www.usf.edu/graduate-studies/students/electronic-thesis-dissertation/etd-
CHECK finished process-requirements/etd-plagiarism-check.aspx You keep copy of the page

showing the total percentage matching.

CERTIFICATE OF

At least 1-2 days

Email final PDF to Catherine for a College final format review (PDF must be
formatted correctly at this point and all proofreading done).

semester

APPROVAL - before Grad
COLLEGE Studies Email your 2-page Certificate of Approval to Catherine (do not send through
SIGNATURE deadline DocuSign!) and she will handle the College line signature (see Figure 4.2 in the
College Guide sample pages for what goes at the bottom of the form).
1) Submit ETD packet (2-page Certificate of Approval and plag check page) at
https://www.usf.edu/graduate-studies/students/electronic-thesis-dissertation/etd-
FINAL process-requirements/certificate-of-approval-packet/index.aspx
GRADUATE 2) Upload final PDF to ProQuest by 5pm.
STUDIES THESIS: Oct 27, Spm For the link to ProQuest, see Graduate Studies ETD page at
DEADLINE https://www.usf.edu/graduate-studies/students/electronic-thesis-dissertation/etd-
process-requirements/proquest.aspx Final manuscript format review/approval will
be done by Graduate Studies.
Forward the approval email from Graduate Studies to sburton@usf.edu, for
FORWARD . e . o " .
After Graduate graduation certification purposes. The email will say, "Congratulations. Your
APPROVAL . .. . .
EMAILI Studies approves! | submission has cleared all of the necessary checks and will soon be delivered to
ProQuest/UMI for publishing."
At end of the Check student account for the Graduate Studies ETD fee. See
PAY ETD FEE https://www.usf.edu/graduate-studies/students/electronic-thesis-dissertation/etd-

process-requirements/etd-processing-fees.aspx under Costs/Fees.
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ETD Process and Deadlines for Fall 2023 — Dissertation (PhD) Students

Semester before graduation

Any Change to Supervisory Committee Form
https://www.usf.edu/engineering/graduate/thesis-dissertation-info.aspx must be
submitted to and processed by Department by end of semester before graduation

Early in final semester

1) Register for at least 2 dissertation hours / 2) Apply for graduation and submit
checklist to Department staff / 3) Complete Graduate Studies ETD Registration

COLLEGE OF
ENGINEERING
FULL DRAFT
FORMAT REVIEW

DISSERTATION:
Oct 13, 9am

Email PDF (formatted according to the College format requirements in this Guide)
to sburton@usf.edu. Your dissertation does not have to be final, but include some
content in all Major Sections, and some tables and figures. The more you include,
the better for you, since there is only one College draft review.

(Because of this College draft review, Engineering students are exempt from the
Graduate Studies draft review.)

Announce defense at least 2 weeks before (contact Department staff for defense
announcement template and they will help you announce)

Have forms ready at your defense:

DEFENSE DISSERTATION: e Successful Defense Form - https://www.usf.edu/engineering/graduate/thesis-
(COLLEGE by Oct 30 dissertation-info.aspx. Email completed form to Catherine Burton at
RECOMMENDS) sburton@usf.edu
e  C(Certificate of Approval - https://www.usf.edu/graduate-
studies/students/electronic-thesis-dissertation/etd-process-
requirements/certificate-of-approval-packet/certificate-of-approval.aspx
Major Professor reviews plagiarism report before signing Certificate of Approval.
PLAGIARISM After manuscript is https://www.usf.edu/graduate-studies/students/electronic-thesis-dissertation/etd-
CHECK finished process-requirements/etd-plagiarism-check.aspx Student keeps copy of the page
showing the total percentage matching.
SED s%‘nﬁ; (PHD Afte;i:]ii;:;mpt s https://sed-ncses.org/login.aspx?redirect=true Keep copy of the last page certificate

CERTIFICATE OF

At least 1-2 days

Email final PDF to Catherine for a College final format review (PDF should be
formatted correctly at this point and all proofreading done).

semester

APPROVAL - before Grad
COLLEGE Studies Email your 2-page Certificate of Approval to Catherine (do not send through
SIGNATURE deadline DocuSign!) and she will handle the College line signature (see Figure 4.2 in the
College Guide sample pages for what goes at the bottom of the form).
1) Submit ETD packet (2-page Certificate of Approval, plag check page, and SED
certificate) at https://www.usf.edu/graduate-studies/students/electronic-thesis-
FINAL dissertation/etd-process-requirements/certificate-of-approval-packet/index.aspx
GRADUATE DISSERTATION: 2) Upload final PDF to ProQuest by 5pm.
STUDIES Nov 9, 5pm For the link to ProQuest, see Graduate Studies ETD page at
DEADLINE https://www.usf.edu/graduate-studies/students/electronic-thesis-dissertation/etd-
process-requirements/proquest.aspx Final manuscript format review/approval will be
done by Graduate Studies.
FORWARD Forward the approval email from Graduate Studies to sburton@usf.edu, for
After Graduate graduation certification purposes. The email will say, "Congratulations. Your
APPROVAL . .. . .
EMAILI! Studies approves! | submission has cleared all of the necessary checks and will soon be delivered to
ProQuest/UMI for publishing."
At end of the Check student account for the Graduate Studies ETD fee. See
PAY ETD FEE https://www.usf.edu/graduate-studies/students/electronic-thesis-dissertation/etd-

process-requirements/etd-processing-fees.aspx under Costs/Fees.
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SAMPLE MANUSCRIPT

Note: Paragraph marks on this
page are made visible in the
sample pages in order to show the
line-spacing only!

= . —a _—a _a

Title of Thesis or Dissertation Goes Here and

1
Double-Space If More Than One Line

—_-.—_-‘—_-.g—_-.—_-‘—_-.

Author Namef

E |

A thesis (dissertation) submitted in partial fulfillment
of the requirements for the degree of
Master of Science (Doctor of Philosophy)
Department of Medical Engineering
College of Engineering
University of South Florida

1
1

1
Co-Major Professor: First Name Last Name, Ph.D.

Co-Major Professor: First Name Last Name, Ph.D.
First Name Last Name, Ph.D.
First Name Last Name, M.S.M.E.
First Name Last Name, Ph.D.
il
il
Date of Approval:
October 12, 2023
il
il

1
Keywords: Choose Five Terms, Separated by Commas,

Do Not Choose, Words Already in, Your Title

1
Copyright © 2023, Author Name



SAMPLE MANUSCRIPT
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Dedication
)l
According to USF Graduate Studies, “the dedication honors those who inspired or

encouraged the initiation and completion of the master’s or doctoral degree. This includes but is

not limited to, spouses, parents, significant others, siblings, professors, other students, etc.” [1]



SAMPLE MANUSCRIPT
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Acknowledgments
If your graduate program / research hasﬂbeen funded by an institution, government, etc.,
this is where you acknowledge them (some students are required to do this).
Format text on this page the same as text in the rest of your manuscript, and use the

American spelling of Acknowledgments for the heading.



SAMPLE MANUSCRIPT

1
1
1
1
1
Table of Contents
1
IS 00 B 1= ] S PS ii
1
LIST OF FIQUIES ..ottt b bbbkttt et e bbb bbb e e iv
1
LIST OF ACTONYIMS ...ttt bbbttt bbbt bbb et e b et bbb e neene e %
1
N 011 =T SR Vi
1
Chapter 1: Basics Every USF College of Engineering Thesis/Dissertation Writer
SNOUIA KNOW .. bbbt nb e bbb e e ne e b 1
l
Chapter 2: Consistency and Organizing Information ...........c.cccceviieiie i 4
2.1 Use Consistent Format for All Bullet Lists Throughout Your Manuscript .................. 5
2.2 Use Consistent Format for All Numbered Lists Throughout Your Manuscript............ 5
2.2.1 EQUALIONS ...cveeiieeieciie ettt te e steeteesaesnaesaeeneenreenteeneeaneennes 6
1
Chapter 3: Samples of Heading Formats and More on Organizing Information..............cccccceu.ee. 7
3.1 The Heading at the Top of This Page Is a Major Heading ..........ccccccovevieiiievieiiieeninns 7
3.2 This Is a Second-Level HEadINg ........cccviiiiiiiiieieiesse e 7
3.2.1 This Isa Third-Level Heading........ccccoveveiieiiiii e 7
3.3 This Is Another Second-Level HEading..........coviiiiiiiiiiiieecee e 7
3.3.1 Use Heading-Style Capitalization (Also Called Title Case
Capitalization) for All HEadingS..........ccvooiiiiiiiiiiiiieece e 8
3.3.1.1 This Is a Fourth-Level Heading .........ccccocevveviiiciiece e 8
3.3.1.2 This Is Another Fourth-Level Heading..........cccccooviiiiiiiiiinnennee, 8
3.3.1.3 This Is Yet Another Fourth-Level Heading...........cccccooevvevivennnnne. 8
3.3.1.3.1 This Is a Fifth-Level Heading..........cccccooiinininiiiiinnn 8
3.3.1.3.2 This Is Another Fifth-Level Heading..............ccccoevvennen. 9
3.3.1.3.2.1 This Is a Sixth-Level Heading ...........cc.ccoveuee. 9
1
Chapter 4: The Certificate of Approval Is a Legal Document and It Is Important to Read
TECAPETUIIY .. bbbttt bbb 13
4.1 The Certificate OF APProVal........c.coovoiiiiiiei e 13
4.2 No Changes Can Be Made After Graduate Studies Approves the Document
and Sends t0 PrOQUEST .........cooieiiiieiieie ettt e st e steeneesneeneeas 13
4.2.1 Again, No Changes Can Be Made After Graduate Studies Approves
the Document and Sends t0 PrOQUEST.........coouvieereeienie e 13
1
ST = (] o= 161



SAMPLE MANUSCRIPT

Appendix A: Copyright Permissions
l

Appendix B: Figures to Help Students Using Microsoft Word
l

About the Author
l



SAMPLE MANUSCRIPT

1

1

1

1

1

List of Tables

1

Table 3.1 This is how you should format the headings in your text, using
different formatting for each level of heading. ........c.cccocooiiiiiiiii 10

l
Table 3.2 Sample [andscaped tabIe. .........coouoiiiiii 11
l



Figure 1.1

l
Figure 2.1

l
Figure 3.1

l
Figure 4.1

l
Figure 4.2

l
Figure B.1

l
Figure B.2

l
Figure B.3

l
Figure B.4

l
Figure B.5

1

SAMPLE MANUSCRIPT
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List of Figures

Examples of lINE-SPACING........ccoviiriiiieieie s

Paragraph alignment must be consistent for every paragraph in manuscript
Suggestions to avoid unnumbered headings or incomplete sentences...........
The 2-page Certificate of Approval must be electronically filled out ...........

For committee members’ signatures, blue or black ink only if signing with
PEN; DOCUSION 1S FINE. w.oiiiiiiiiciie e

In MS Word, use the Show/Hide button to see the non-printing format in
YOUF QOCUIMENT ...ttt te et e e aesneesraeeeeneenreeneeaneenneas

If you are having line-spacing issues in MS Word, check your spacing
Before and After your paragraphs........c.cccevieiieiie i

In MS Word, use Paragraph/Tabs to get the page number entries aligned in
the Table of Contents, List of Tables, and List of Figures ...........cc.ccccvevene.

In MS Word, use the View/Ruler tool to set indentation in the Table
of Contents, List of Tables, and List of FIQUIes ...........cccceeviveiiericiicsee,

In MS Word, you can also set right indents, to keep your entries from
running into the page number ‘column’ in the TOC, LOT, and LOF ...........

........ 15
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List of Acronyms
1
Definition
Antidiuretic Hormone
Atomic Mass Unit
Beginner’s All Purpose Symbolic Instruction Code
Cathode-Ray Oscilloscope
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Abstract

Be extremely careful using any templaqe. If you change the format settings for this
template, e.g. cutting and pasting text or adding automatic headings, you will then have to make
sure the manuscript still meets format requirements.

Use the instructions on page 4 in the College Guide to check your format. It will take
you 1-2 hours to do a format review and you should do this multiple times before final
submission.

As stated by Janet Giles in a USF Graduate Studies ETD Workshop, "The best format is
invisible." It allows the reader to focus on the content of the manuscript, with as few distracting
elements as possible. Therefore, be creative with your research and your writing, not with
format. Format should be consistent throughout the entire document.

Use these sample pages from the time you begin writing until when you finish
submitting. They use the easiest format that also meets College and University format
requirements. Using a fancier format will make it more difficult to be consistent.

Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler filler filler
filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler filler
filler filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler
filler filler filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler filler filler
filler filler filler filler filler.

Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler filler filler

filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler filler

Vi
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filler filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler
filler filler filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler filler filler

filler filler filler filler filler.
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Chapter 1: Basics Every USF College of Engineering

|
Thesis/Dissertation Writer Should Know

Get copyright permissions early. Consu1l]t with the copyright experts at the USF Library.
Get copyright permissions early. Consult with the copyright experts at the USF Library Get
copyright permissions early. Consult with the copyright experts at the USF Library. Get
copyright permissions early. Consult with the copyright experts at the USF Library.  Get
copyright permissions early. Consult with the copyright experts at the USF Library. Get
copyright permissions early. Consult with the copyright experts at the USF Library.

Except for page numbers, do not let any text, figures, or any other items run into any
margins. Except for page numbers, do not let any text, figures, or any other items run into any
margins. Except for page numbers, do not let any text, figures, or any other items run into any
margins. Except for page numbers, do not let any text, figures, or any other items run into any
margins. Except for page numbers, do not let any text, figures, or any other items run into any
margins. Except for page numbers, do not let any text, figures, or any other items run into any
margins.

Choose one font type and size for your manuscript and use it throughout for all text,
including headings, page numbers, and table/figure titles. Character-spacing for all should be
‘normal’ (100%). For footnotes, the font size can be smaller, but must be the same font type as
the rest of text. Choose one font type and size for your manuscript and use it throughout for all
text, including headings, page numbers, and table/figure titles. Character-spacing for all should

be ‘normal’ (100%). For footnotes, the font size can be smaller, but must be the same font type

1
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as the rest of text. Choose one font type and size for your manuscript and use it throughout for
all text, including headings, page numbers, and table/figure titles. Character-spacing for all
should be ‘normal’ (100%). For footnotes, the font size can be smaller, but must be the same
font type as the rest of text.

Indent the first line of every paragraph. A half-inch indentation is best. This means that
it is easiest for the reader to tell when a new paragraph is starting if you use a half-inch
indentation for every paragraph. Indent the first line of every paragraph. A half-inch indentation
is best. This means that it is easiest for the reader to tell when a new paragraph is starting if you
use a half-inch indentation for every paragraph. Indent the first line of every paragraph. A half-
inch indentation is best. This means that it is easiest for the reader to tell when a new paragraph
is starting if you use a half-inch indentation for every paragraph.

Page size must be standard letter 8 /52 by 11”. Page size must be standard letter 8 2 by
11”. Page size must be standard letter 8 /52 by 11”.

All tables and figures must be centered on the page. Table and figure titles must be
aligned consistently, and to the left margin is the easiest alignment to use. All tables and figures
must be centered on the page. Table and figure titles must be aligned consistently, and to the left
margin is the easiest alignment to use. All tables and figures must be centered on the page.
Table and figure titles must be aligned consistently, and to the left margin is the easiest
alignment to use. All tables and figures must be centered on the page. Table and figure titles
must be aligned consistently, and to the left margin is the easiest alignment to use.

Limit white space at the bottom of pages within chapters. Per Graduate Studies, “If you

push a table/figure to a new page, be sure you fill in excess space on the previous page with text
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from after the table/figure.” Other options are to split tables/figures, or to place all tables and
figures at the end of chapters.

Double-space within all paragraphs. It is easiest to double-space all other text throughout
the manuscript, including between paragraphs, under headings, and between sections. This is the
easiest line-spacing to use and be consistent with. The only exceptions are table and figure titles,

which should be single-spaced.

List of Tables
T
Table 3.1 This is how you should format the headings in your text, using
different formatting for each level of heading. ..........cccceoiiiiiiiiiie e, 10
T
Table 3.2 Samplerlandseaped table. covmmsmminmmmmmssmamarnssmrsmase 11
)|

Figure 1.1 Examples of line-spacing. The List of Tables entry for Table 3.1 above is single-
spaced, while the line-spacing between Table 3.1 and Table 3.2 entries above is double-spaced.
If you are using MS Word, it is best to set the line-spacing to Single (with O Before and After the
paragraph) and hitting ‘enter’ one time when double-spacing is needed in the Table of Contents,
List of Tables, and List of Figures. Also see Figures B.1 and B.2 at the end of this College
Guide, if you are having line-spacing issues in MS Word.
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Chapter 2: Consistency and Organizing Information
Use consistent alignment for every parag;]raph. For example, this document uses justified
alignment. You can choose justified or left alignment, but whichever you choose, you must be
consistent for every paragraph. Use consistent alignment for every paragraph. For example, this

document uses justified alignment. You can choose justified or left alignment, but whichever

you choose, you must be consistent for every paragraph.

e

Abstract |Left alignment |
T \‘

Be extremely careful using any template. If you change the format settngs for this
template. e.g. cutting and pasting text or adding automatic headings. you will then have o mal:e-\;;
sure the manuscript still meets fonmat requirements.

Use the instructions on page 4 m the College Guide to check your format. It will take

you 1-2 hours to do a format review and you should do this multiple times before final

submission. Justified alignment

Figure 2.1 Paragraph alignment must be consistent for every paragraph in manuscript. This
document is using justified alignment.

Use consistent format for all bullet lists throughout your manuscript. Use consistent
format for all bullet lists throughout your manuscript. Use consistent format for all bullet lists

throughout your manuscript. Use consistent format for all bullet lists throughout your
4
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manuscript. Use consistent format for all bullet lists throughout your manuscript. Use consistent
format for all bullet lists throughout your manuscript. Use consistent format for all bullet lists
throughout your manuscript. Use consistent format for all bullet lists throughout your
manuscript.
2.1 Use Consistent Format for All Bullet Lists Throughout Your Manuscript

e Represents an item that does not go in a specific order

e Represents an item that does not go in a specific order

e Represents an item that does not go in a specific order

Use consistent format for all numbered lists throughout your manuscript. Use consistent
format for all numbered lists throughout your manuscript. Use consistent format for all
numbered lists throughout your manuscript. Use consistent format for all numbered lists
throughout your manuscript. Use consistent format for all numbered lists throughout your
manuscript. Use consistent format for all numbered lists throughout your manuscript. Use
consistent format for all numbered lists throughout your manuscript. Use consistent format for
all numbered lists throughout your manuscript.
2.2 Use Consistent Format for All Numbered Lists Throughout Your Manuscript

1. Represents an item that goes in a specific order

2. Represents an item that goes in a specific order

3. Represents an item that goes in a specific order

4. Represents an item that goes in a specific order

5. Represents an item that goes in a specific order

6. Represents an item that goes in a specific order
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2.2.1 Equations

Center equations on the page. This is the easiest format for readers to differentiate
equations from text above and below. Use consistent line-spacing above and below equations
throughout the manuscript. Use consistent format for all equation numbers. Use consistent
format for equation variables. There are many ways to format variables. You can align them to
the left margin in a list, indent them in a list, use a bullet list, or put them in a paragraph. Choose
one format and stick with it.

The simplest format is the easiest one for you to be consistent with. In other words, the
fancier you get with format (no matter how pretty it is on the page), is more difficult to be
consistent with, especially as deadlines near and you are writing and editing quickly. It is best to
start with a simple format and then you do not have to remember when editing Chapter 4 what

format you were using in Chapter 1, for example.
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Chapter 3: Samples of Heading Formats and More on Organizing Information*
3.1 The Heading at the Top of This Page Is aﬂMajor Heading
Filler filler filler filler filler filler filler filler filler filler filler.
3.2 This Is a Second-Level Heading
3.2.1 This Is a Third-Level Heading

Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler filler filler
filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler filler
filler filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler
filler filler filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler filler filler
filler filler filler filler filler.

Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler filler filler
filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler filler
filler filler filler. Filler filler filler filler filler filler filler. filler filler filler filler. Filler filler filler
filler filler filler filler. Filler filler filler filler filler filler filler filler filler filler filler.

3.3 This Is Another Second-Level Heading

Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler filler filler

filler filler filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler filler

filler filler filler filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler

filler filler filler filler filler.

! Portions of this chapter have been published in.... Permission is included in Appendix <X’. (Note: again, contact
the USF Copyright Office early in the process about all previously-published materials you are using!)
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3.3.1 Use Heading-Style Capitalization (Also Called Title Case Capitalization) for All Headings

Heading-Style capitalization is also called Title Case capitalization. The first letter of the
first word and all other major words (nouns, verbs, adverbs, etc.) are upper-case. The first letter
of articles like 'the, a, an'; conjunctions like 'but, and’; and prepositions like 'for, to, from' are not
upper-case unless the word comes at the beginning of the heading. Small Caps capitalization and
All Caps capitalization are not allowed.
3.3.1.1 This Is a Fourth-Level Heading

Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler filler filler
filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler filler
filler filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler
filler filler filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler filler filler
filler filler filler filler filler.
3.3.1.2 This Is Another Fourth-Level Heading

Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler filler filler
filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler filler
filler filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler
filler filler filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler filler filler
filler filler filler filler filler.
3.3.1.3 This Is Yet Another Fourth-Level Heading

3.3.1.3.1 This Is a Fifth-Level Heading

Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler filler filler
filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler filler

filler filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler
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filler filler filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler filler filler
filler filler filler filler filler. Filler filler filler filler filler filler filler filler filler filler filler. Filler
filler filler filler filler filler filler. Filler filler filler filler filler filler filler filler filler filler filler.
Filler filler filler filler filler filler filler filler filler filler filler. Filler filler filler filler filler filler
filler. Filler filler filler filler filler filler filler filler filler filler filler. Filler filler filler filler filler
filler filler filler filler filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler
filler filler filler filler filler filler filler.

3.3.1.3.2 This Is Another Fifth-Level Heading

Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler filler filler
filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler filler
filler filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler filler filler filler
filler filler filler filler. Filler filler filler filler filler filler filler. Filler filler filler filler filler filler
filler filler filler filler filler

3.3.1.3.2.1 This Is a Sixth-Level Heading

Do not use more than six levels of headings. If you have more information that needs to
be organized in a structured manner and you do not want to write out in paragraphs, you can use
lists (bullet lists or numbered lists) and you can also create tables.

Whatever you do, do not just plop a word or a few words on a page, such as 'Step 1:' or
‘Experiment 1:. These are called unnumbered headings. They are basically incomplete
sentences that look like headings and must be reformatted. There are many easy ways to format

information in a structured way.
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Write out in a full sentence/paragraph, such as: Step 1 is as follows.

to emphasize. Do not use bold or underlining.

KEAAKREAAKAAAKAAAAAAAAAAAAAAAAAAAAAAAhAhAAhhhkhhhhhhhhhiiiiiiik

Use your chosen bullet list format, such as:
e Steplis...
e Step2is...
etc.
Again, do not use bold or underlining.
KA A A A A A A A AR A A A A A AR AR A AR A AR A A A A A A A AR AAAAAAAAAAAAAAAA AR K
Use your chosen numbered list format, such as:
1. Step1is...
2. Step2is...
etc.
Again, do not use bold or underlining.

FEAIAEIAAIAIAAAIAAAIAAAIAAAIAAAIAAAIAAAAAAkArAAhkArAhkArhkhrhkhkihhihhiiiiix

Create a table. Remember, a table has both columns and rows.

FEAIAEIAAIAIAAAIAAAIAAAIAAAIAAAIAAAIAAAAAAkArAAhkArAhkArhkhrhkhkihhihhiiiiix

Number and format appropriately as headings and list in the Table of Contents.

Indent the paragraph (even if it's just one line) and you can italicize whatever words you want

Figure 3.1 Suggestions to avoid unnumbered headings or incomplete sentences

Table 3.1 This is how you should format the headings in your text, using different formatting for

each level of heading

Heading Format
First-order headings (major Chapter 1: Centered and Bolded
headings)

Second-order headings 1.1 Aligned to Left Margin and Bolded

Third-order headings 1.1.1 Aligned to Left Margin and Not Bolded

Fourth-order headings 1.1.1.1 Aligned to Left Margin, Italicized, and Not Bolded

1.1.1.1.1 Aligned to Left Margin, Underlined, Not ltalicized,

Fifth-order headings and Not Bolded

1.1.1.1.1.1 Aligned to Left Marqin, Italicized, Underlined,

Sixth-order headings and Not Bolded

10
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12
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14
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Chapter 4: The Certificate of Approval Is a Legal Document and

1
It Is Important to Read It Carefully

4.1 The Certificate of Approval !

The Certificate of Approval is the document that is signed by both the student and the
supervisory committee. All individuals involved should read it carefully before signing. The
Major Professor or the two Co-Major Professors are signing that they have done the plagiarism
check and confirming that there is no plagiarism in the document. They and the committee
members are also stating that they approve the final document. If changes are required by the
committee, the changes should be made by the student and confirmed by the committee before
signing.

In the College of Engineering, after the committee has signed and when the student is
ready to submit to Graduate Studies, the student emails the Certificate of Approval to the College
staff (Catherine Burton) for handling of the College signature. See Figures 4.1 and 4.2 for
further information on the Certificate of Approval.

4.2 No Changes Can Be Made After Graduate Studies Approves the Document and Sends
to ProQuest

4.2.1 Again, No Changes Can Be Made After Graduate Studies Approves the Document and
Sends to ProQuest

The content of the manuscript must be proofread carefully before submission to Graduate

Studies. Once Graduate Studies approves and sends to ProQuest, no changes can be made.

13
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Electronic Thesis & Dissertation (ETD) Certificate of Approval
OFFICE OF GRADUATE STUDIES

UNIVERSITY OF 4202 East Fowler Avenue, ALN 226 | Tampa, FL 336205816

SOUTH FLORIDA TEL: (813) 974-2846 | WEB: http://www.grad.usf.edu/

Page 1 of 2

PLEASE TYPE IN ALL FIELDS EXCEPT DATE & SIGNATURE — MUST BE LEGIBLE.

This electronic form serves as the official record of MANUSCRIPT APPROVAL and s submitted to the Office of Graduate Studies (ALN226) simultaneously with the student's additional paperwork.

Name USF ID # U

(Type numbers only)

Last Name First Name M.1.

USF College | Degree |

Degree Major (i.e. Chemistry)

Manuscript Title:

Please complete ALL of the following i ding and selecting the

g that apply to your thesis/dissertation.

By signing this form, | am certifying that the version | submitted is the final copy as approved by my advisory committee, has been analyzed by appropriate
plagiarism-detection software, and all published material in this dissertation/thesis has the appropriate copyright permissions to be reproduced and are included in
the appendix. Furthermore, if IRB approval was required for this research, a copy of that approval is included in the appendix. | hereby grant to USF and its
agents the non-exclusive license to archive and make accessible my thesis or dissertation in whole or in part in all forms of media, now or hereafter known. | retain
all other ownership rights to the copyright of the thesis or dissertation. |also retain the right to use in future works (such as articles or books) all or part of the thesis
or dissertation.

REQUIRED RELEASE (EMBARGO) AGREEMENT

The document is submitted electronically (ETD) and archived under the release option noted both on this form and in the online final submission system when the

PDF file is uploaded. If a restriction has been noted, electronic publication of the document will be delayed for one year from the date of final approval by the USF
Office of Graduate Studies.

Select One Option: D Immediate Worldwide Publication Access OR D Publication Release Embargo of one year.
Note: Access information is also selected in the ProQuest system. Selections for both this paper form and in the online system MUST MATCH or the release
information will be invalid and the manuscript will be released immediately for worldwide access.

COPYRIGHT REPRINT PERMISSIONS

The use of previously published material (text, images, figures, tables) — even if it's your own — requires permission from the publisher to reprint in your
thesis/dissertation. Documentation of the publisher’s approval, or notification that permission is not needed, should be included in the Appendices.

DI have previously published content, and | have obtained all of the reprint permissions to include this content in the thesis/dissertation.
|:] I do not have content that has beeb previously published in this thesis/dissertation

PHOTOGRAPHY/SUBJECT RELEASE FORMS

Using photographs with identifiable human subjects requires that you have their express written consent to include their likeness in your
thesis/dissertation. Consent forms should be securely kept by the author — do not include signed consent forms in the Appendices.

DI have images with identifiable subjects (people) in them, and | have their signed consent to use their likeness in my thesis/dissertation
DI do not have images with identifiable subjects in them.

IRB/IACUC APPROVAL & USE OF CLASSIFIED DATA

By signing below, | certify that I:
D Received IRB Approval D Received IACUC Approval

D Did not need approval because my research did not include human or animal subjects,

or | used de-identified data or my research was deemed exempt by the IRB.
If the thesis/dissertation included research with human subjects, all identifying information has been altered, using pseudonyms, fake initials, or numbers
to refer to subjects. | understand that if any HIPAA violations are found, my thesis/dissertation will not be accepted.

Student Name (Printed) Signature Date

CONTINUED ON NEXT PAGE

ETD_Certificate_of_Approval_Form.pdf Revised 6/9/17

Figure 4.1 The 2-page Certificate of Approval must be electronically filled out. This is the first

page.
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Page 2 of 2

OFFICE OF GRADUATE STUDIES
UNIVERSITY OF 4202 East Fowler Avenue, ALN 226 | Tampa, FL 33620-5816
SOUTH FLORIDA Phone:(813)974-2846 | Website: http://www.grad.usf.edu/

l ’ SF ELECTRONIC THESIS & DISSERTATION (ETD) CERTIFICATE OF APPROVAL

PLEASE TYPE IN ALL FIELDS
This electronic form serves as the official record of MANUSCRIPT APPROVAL and is submitted to the Office of Graduate Studies (ALN 226) simultaneously with the student’s additional paperwork.

Last Name First Name USF ID#

College Degree Type Major

Manuscript Title:

MANUSCRIPT APPROVAL
The aforementioned manuscript has been reviewed and approved to meet the thesis or dissertation requirement by the student’s supervisory
committee. The undersigned agree to abide by the statements above, and confirm that this Certificate of Approval Form serves as confirmation
that the thesis/dissertation defense has been successfully completed and that the thesis or dissertation, including the Abstract, is approved and
ready for submission and publication through the Office of Graduate Studies.

COMMITTEE (CO-) MAJOR PROFESSOR(S) CONTENT ANALYSIS
By signing below, the (Co-)Major Professor(s) confirms the analysis of the report generated from running the student-uploaded
dissertation/thesis through a plagiarism-detection software [_] Turnitin (through Canvas) OR [] Other:
and believes, based on that analysis as well as the limitations inherent in such detection software, that this dissertation/thesis is not plagiarized.

The first page of the generated report must be attached; check here: E] if parts of the document have previously been published.

Name Email Signature Date

STUDENT

Major/Co-Major
Professor
Co-Major
Professor/Member

Member

Member

Member

Member

Member

Member

Member

COMMITTEE VERIFICATION - COLLEGE OF ARTS AND SCIENCES and COLLEGE OF BEHAVIORAL & COMMUNITY SCIENCES ONLY

The Department Program Director ottests that the committee listed above wos previously approved by the college, as well as that the outhenticity of each member’s signoture.

Program Director I N/A I | |
COMMITTEE VERIFICATION - ALLOTHER COLLEGES S
(BUSINESS, EDUCATION, ENGINEERING, GLOBAL SUSTAINABILITY, MARINE SCIENCE, MEDICINE, NURSING, PHARMACY, PUBLIC HEALTH, THE ARTS) ISee Catherine Burton I
The Associate Dean of the College attests thot the committee listed above was previously approved by the college, as well as that the authenticity of each myns/signaxure
Associate Dean | Dr. Rasim Guldiken | guldiken@usf.edu I r |
Administrative Program Speciali Catherine Burton sburton@usf.edu
(Ifthe department wants an approval email) ~

Name Email

DO NOT COMPLETE — TO BE COMPLETED BY OFFICE OF GRADUATE STUDIES ONLY

l:l Plagiarism Summary E] ETD Registration
[] NORC Survey (Dissertations only) [] ProQuest Submission [] Approved
I:] Previously Published | [:] Photo Release I |:| IRB/IACUC Approval Date

Updated 9/14/2018

Figure 4.2 For committee members’ signatures, blue or black ink only if signing with pen;
Docusign is fine. (Co-)Major Professors should not sign until manuscript is completely finished
as far as content (all committee-required changes made) and plagiarism check has been done.
For the Associate Dean signature, email both pages to Catherine Burton (do not send through
Docusign).
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References

1
The Electronic Thesis and Dissertation (ETD), Presentation I1: ETD Formatting

Requirements. Graduate Studies, University of South Florida, Tampa, FL. June 1, 2011.

Use same format for all like references: same word order, punctuation, abbreviation,
italics, capitalization style, etc.

URL addresses can become disabled, so include as much information in web address
references as possible. Most websites include contact information for the source.

References (cited sources) are required for your manuscript. A Bibliography (sources
used for general or background information, but not cited), is not required.

https://commons.wikimedia.org/wiki/File:Birds_Point-New_Madrid_Flow.jpg, The
Mississippi River & Tributaries (MR&T) project Birds Point-New Madrid Floodway,
United States Army Corps of Engineers, 2011.

Do not split reference entries between pages.
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Appendix A: Copyright Permissions
1

The permission below is for the use of material in Chapter 3. Please note that any

signatures, or sensitive/personal information (such as personal phone numbers/addresses) should

be covered. Do not use figure titles for permissions.

ELSEVIER Q serrc

Permissions

As a general rule, permission should be sought from the rights holder to reproduce any substantial part of a
copyrighted work. This includes any text, illustrations, charts, tables, photographs, or other material from
previously published sources. Obtaining permission to re-use content published by Elsevier is simple. Follow

the guide below for a quick and easy ronte to permission.
> Permission guidelines
> Permission for content on ScienceDirect
% Permissions for content not available on ScienceDirect

5 | felp and support

Permission Guidelines

For further guidelines about obtaining permission, please review our Frequently Asked Questions below:
When is permission required? +

When is permission not required? +

From whom do I need permission? 4

How do 1 obtain permission to use photographs or illustrations? +

Do I need to obtain permission to use material posted on a website? +

What rights does Elsevier require when requesting permission? +

How do 1 obtain permission from another publisher? +

What is Rightslink? +

What should 1 do if T am not able to locate the copyright owner? +

What is Elsevier's policy on using patient photographs? +

Can | obtain permission from a Reproduction Rights Organization (RRO)? +
Is Elsevier an STM signatory publisher? +

Do I need to request permission to re-use work from another STM publisher? 4
Do I nzed to request permission to text mine Elsevier content? +

Can | post my article on ResearchGate without violating copyright? +

Can I post on ArXiv? +

Can I includefuse my article in my thesis/dissertation? +

Yes. Authors can include their articles in full or in part in a thesis or dissertation for non-commercial purposes.

17



Figure B.1 In MS Word, use the Show/Hide button to see the non-printing format in your

document.
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Appendix B: Figures to Help Students Using Microsoft Word
1

Sample manuscript_pages.doc [Compatibility Mode] - Microsoft Word
Review View Developer New Tab

= b= " %=v | & A ] ) il
E-ECE EEN AaBbCcD&  AaBbCcl AaBbCeDd A
@! EE|I= 1 H-0- fCaption  Emphasis 7 Headingl 11}
Paragraph & st
..A---?---l---|---2.--|--.‘---|---4--....-5---]---&-
L . . ' . ' 0 . . L) .

Lii Show/Hide button — toggle key
that allows you to see/hide the
non-printing format of your
document
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Figure B.2 If you are having line-spacing issues in MS Word, check your spacing Before and
After your paragraphs. For a few students, setting 0 for Single or Double line-spacing may not
work and these students can try setting Exactly: At 14 pt to get single line-spacing and Exactly:
At 26 pt to get double line-spacing.
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To set your page number entries in MS Word,
go into Paragraph / Tabs and set a 6.5” right tab:

Tab stgp pesitan: Default tab stops:
;6-5“ 0.5" &
6.5"

Tab stops to be cleared:

/

Alignment

O Left O Center & Right (Leader dots are
) Decimal () Bar optional, but if
Leader / you use, use for
() 1 None O e (@FEEE all entries.)
O4
[ Set I ’ Clear ] [ Clear All I

[ oK J[ Cancel l

Figure B.3 In MS Word, use Paragraph/Tabs to get the page number entries aligned in the Table
of Contents, List of Tables, and List of Figures. Do not use any other tabs on those lines.

1 2 3 4 5 6 A 7
T
<
I
)|
9
1’
Table-of-Contentsy
= |
List-of Tables =, ii§
1
List-of Figures = iii€
b ]
Abstract - vy
|
Chapter-1:'Heading - 19
L1
Chapter-2:‘Heading - 3¢
Cursoron this |ineM-Consistent ‘Format-for-All-Bullet Lists- Throughout-Your-Manuscript........ 2 SO 37
2.2::Use Consistent'Format-for-All-Numbered ‘Lists Throughout-Your-Manuscript....z+.... 3§
2.2.1:-SUBNEAGING . .vvvoveveeeeesereeniessesseessssesssssan K cosssmeasenmssas s SRR 4

Figure B.4 In MS Word, use the View/Ruler tool to set indentation in the Table of Contents, List
of Tables, and List of Figures. The Ruler is also helpful in figuring out alignment issues.
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Paragraph ? X

Indents and Spacing  Line and Page Breaks
General
Alignment: E]
Qutline level: |Body Text 3 Collapsed by default

Indentation
Left: 0 Special: By:
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[ Mirror indents

Spacing
Before: opt I+ Line spacing: At:
After: Opt F& Single E <l

D Don't add space between paragraphs of the same style

Preview
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Tabs... Set As Default Cancel

Figure B.5 In MS Word, you can also set right indents, to keep your entries from running into
the page number ‘column’ in the TOC, LOT, and LOF.
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About the Author
1
This section should be written in the third person. Paragraphs on this page should be
indented, aligned, and line-spaced the same as the rest of the paragraphs in your manuscript. Do

not include any photographs on this page.



