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[bookmark: _Toc330471029][bookmark: _Toc361043911][bookmark: _Toc519588785][bookmark: _Toc330465421]FORMATTING INSTRUCTIONS
[bookmark: _Toc361043912][bookmark: _Toc519588790][bookmark: _Toc330465425][bookmark: _Toc330471034]STARTING OUT
1. Download and save template. If “Maintain Compatibility with Previous Versions of Word” prompt is available, checkmark it.
2. Open template
3. [image: ]Configure your Microsoft Word settings per “Template Setup” handout
4. [image: ]Click the Show/Hide  button      to see all formatting marks
5. Click small arrow under the Double A button to bring up the Styles list. Do not use the Styles in the white boxes along top toolbar
6. To each of your headings, apply the heading style that corresponds to its level in your outline (see Figure 1). The template comes with heading levels 1 through 5. When you click each style button, the proper letter or number will appear, and formatting will be applied. Note that Heading 3s and Heading 4s must be typed in upper and lowercase letters.

[image: ]
7. To body paragraphs that follow Headings 1 to 3, apply “2nd/3rd Order Para” style. This makes the line spacing 1.5 lines (not double-spaced) and the font size 12 points.
8. For text under Heading 4s, apply 4th Order Para style after Heading 4s. This style aligns the paragraph indent with the heading letter.
9. For Heading 5s, text follows on the same line as the heading: (i) Example Heading 5. Style all paragraphs beneath this heading as 5th Order Para.
[bookmark: _Toc361043913]Table of contents
Do not manually type your own Table of Contents. After styling all Headings in your paper, right-click on the Table of Contents (text field turns gray). Select Update Field, then select Update Entire Table. Each Heading will appear in proper outline form.

[bookmark: _Toc330471036][bookmark: _Toc361043914][bookmark: _Toc519588792]BULLETED LISTS
Apply List Bullet style; for bullets under a Heading 4, use List Bullet 2. Avoid using a mixture of bullets, numbers, or dashes, for different lists in your paper; bullets are preferred, but whatever you choose, use one type consistently.
[bookmark: _Toc330471037][bookmark: _Toc361043915]QUOTES
[bookmark: _Toc330465427][bookmark: _Toc330471038]Quotations of five or more lines are to be styled as “Quote” style. This enhances the readability of the quoted material. The quotation becomes a separate paragraph. No quotation marks are placed around these quoted blocks. Ellipses are used only when the quotation starts or ends in midsentence. Citations go outside the period for block quotes only, like this. (Smith, 2009)
[bookmark: _Toc361043916]ADDITIONAL NOTES
[bookmark: _Toc519588793]Use MathType for equations; do not use the InsertEquation option. MathType can be downloaded, for free, from the NPS Technology website. The preferred formats are in-line with text or right-numbered equation. You may also use the “Equation” style in the style list, which centers the equation and allows you to number it. To use it, click in front of the equation and choose “Equation” from the style list. Then hit the tab key to center the equation. Next, place your cursor after the equation and press the tab key. Your cursor will jump to the right margin, and you may insert an equation number, if you wish.
	5x=10	(1)
[bookmark: _Toc354747052][bookmark: _Toc361043917]refworks, mendelay, and the like
If you use reference-list generating software, such as RefWorks, ensure that you fill in all fields completely and accurately when creating your citation list. You must edit the list for punctuation and formatting once the footnotes (if you use Chicago style) and List of References are imported. To edit most lists, you must remove the field code. Do this by pressing Shift, Control, and F9 at the same time. In Word’s citation manager, click on the list and choose “convert to static text.”
RefWorks/Write-N-Cite users: Before submitting for Final Review, click option to “Remove Field Codes,” after importing the list of references (you will find this option under the “Tools” menu in Write-N-Cite). Save a copy of the paper for your records before removing the field codes. See Thesis Processing or the library for help.
Also, RefWorks users must abandon the check-in/check-out feature of SharePoint. Instead, download the paper from SharePoint, made edits, and then re-upload the file to SharePoint (Write-N-Cite cannot access files in password-protected sites such as SharePoint).
[bookmark: _Toc354747053][bookmark: _Toc361043918]blank pages
Place each new chapter on an odd-numbered page (this should be done before submitting for final review). You may need to insert intentional blank pages to achieve this. To add a blank page, place the cursor after the last word on the current page, then press Control + Enter. On the style list, click “BLANK PAGE.” Type “THIS PAGE INTENTIONALLY LEFT BLANK.” 
[bookmark: _Toc355877289][bookmark: _Toc361043919][bookmark: _Toc354747054]equations
To create equations, use MathType, which you can download from the NPS Technology webpage. DO NOT use the Insert, Equation option in Microsoft Word because math symbols tend to disappear when the file is converted to PDF. 
The most popular format for equations is to center them and place the equation number on right margin (choose “Right-numbered” equation in MathType to achieve this). Whether you number your equations is at your discretion.
If you created equations outside of MathType:
· Place your cursor in front of the equation, go to your style list, and choose either Equation or MTDisplayEquation. 
· Then, press tab. Your equation should jump to center of the page. If it does not, remove extraneous space and tab markings. There should be only one tab space.
· Place your curser after the equation and press tab. The curser will jump to the right margin. 
· Now click Insert Number on the MathType menu if you want MathType to number your equations (to format the numbers, click Insert Number). Or, you can manually number your equations.  
[bookmark: _Toc361043920]sample chapter
This page is how a properly formatted paper would look. Of course, the sample text is much abbreviated for demonstration’s sake. Each section should be substantial enough to warrant a heading.
[bookmark: _Toc361043921]problem statement (This is a heading 2)
2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para, “quote quote quote quote quote quote.”
2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para.
[bookmark: _Toc344898861][bookmark: _Toc361043922] Attempts to Solve Problem (This is a Heading 3)
2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para
2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para.
[bookmark: _Toc361043923]Eliminate Redundancies (This is a Heading 4)
4th order paragraph 4th order paragraph 4th order paragraph 4th order paragraph 4th order paragraph 4th order paragraph 4th order paragraph 4th order paragraph 4th order paragraph 4th order paragraph 4th order paragraph 4th order paragraph 4th order paragraph 4th order paragraph 4th order paragraph. 
Redundancy number one (this is a Heading 5). Text follows immediately after a Heading 5. Text follows immediately after the heading. Text follows immediately after the heading. Text follows immediately after the heading. Text follows immediately after the heading. Text follows immediately after the heading. Text follows immediately after the heading. Text follows immediately after the heading.
Style all paragraphs beneath this heading as “5th Order Para.” 5th Order Para. 5th Order Para. 5th Order Para. 5th Order Para. 5th Order Para. 5th Order Para. 5th Order Para. 5th Order Para. 5th Order Para. 5th Order Para. Style all paragraphs beneath this heading as “5th Order Para.” 5th Order Para. 5th Order Para. 5th Order Para. 5th Order Para. 5th Order Para. 5th Order Para. 5th Order Para. 5th Order Para. 5th Order Para. 5th Order Para.
[bookmark: _Toc361043924]literature review
2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para see Table 1 above.
[bookmark: _Toc158527412][bookmark: _Toc158527850]2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para 2nd/3rd order para. 2nd/3rd order para 2nd/3rd, and so on.


[bookmark: _Toc361043925]List of References
Apply “Reference List” style to your list of references to re-create or retain the formatting of this page. Remove manual line spaces that you have entered between entries, as the style comes with the proper spacing. An example entry, which is in APA style, follows below.
Houp, K. W., & Pearsall, T. E. Reporting Technical Information (5th ed.). (1984). New York: Macmillan Publishing.
A bibliography differs from a reference list in that it also includes sources you consulted, but did not cite. Bibliographies are uncommon in NPS theses.
Again, if you use reference-list generating software, such as RefWorks, ensure that you fill in all fields completely and accurately when creating your citation list. 
To edit most lists, you must remove the field code. Do this by highlighting all entries and pressing Shift + Control + F9 at the same time. In Word’s citation mangager, this is achieved by clicking on the list and choosing “convert to static text.”
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