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Purpose

This document is designed to show you how to set up the various features of Microsoft Word to produce a thesis/dissertation document that is correctly formatted. The current document is set up, for the most part, with ragged right margins, a half-inch indent for the first line of each paragraph, and double spacing.  It is also written in Times New Roman 12-point font.

There are several “menu” selections that have to be made.  We will illustrate these by examples; of course, other selections may be appropriate depending on the intended purpose.  First, under the “File” menu, select “Page Setup.”  Select “margins” and set then up at 1 inch top, bottom and right, and 1.5 inches left (the binding edge).  The screen should look like this:
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Then select “layout” and set it up as shown.  The “top” in the “Vertical Alignment” section will place incompletely filled pages at the top of the page (rather than, say, vertically centered).  If you make section breaks continuous, as shown, and separate the first page of each chapter by a section break, this will allow you to place the page number at a different place (i.e., bottom center) on the first page of the chapter.
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The “paper size” should be “letter” and oriented in “portrait mode”:
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Now move to the “Format” menu and select “Paragraph”.  The following screen shows a paragraph with double spacing, no indentation of the first line, fully justified on both left and right sides of the page, but with a “hanging” indent of half-an-inch on each subsequent line of the paragraph.  This produced the results shown in this paragraph.
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The next screen shows how to select a paragraph with double spacing, ragged right margins, no hanging indentation, but with the first line of the paragraph indented by half-an-inch.  This format was used for the present paragraph (and most of the paragraphs in this template).  For other formats, adjust accordingly.
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Next, go to the “Tabs” entry in the “Format” menu.  We illustrate tab setting with a table of contents page, lined up thusly:
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The 0.5 inch and 1 inch tab settings are set at “Left” alignment, with “None” selected as the Leader.  This produces “normal” tabs and were used for the subheading indentations above.  The 6 inch tab (at the right hand edge of the 6-inch-wide print area was set as a “Right” tab with a “dotfill” leader.  This aligns the right hand edge of the numbers and produces the row of dots before the number.

Now let’s see how to produce page numbering in the right places.  After the first page of each chapter, and at the end of each chapter, place a “Section Break” (under the “Insert” Menu, under “Break”).  Set it up as shown:


(You can see the section breaks in this template by going to the “View” menu and selecting “Page Layout.”)  Then go to the “View” Menu and go to “Headers and Footers.”  For each section, set up the header and footer by inserting page numbers in the appropriate place, or leaving blank, as appropriate.  Make sure to switch off the “Same as Previous” block at the top right corner of the header/footer block.  To see examples, check out the headers and footers of this template.  The idea here is that by treating the first page of each chapter as a separate “section,” you can paginate it differently than the bulk of the chapter, which constitutes a separate “section.”    Set up all the “front matter” as a separate section and use the “Bottom Center” pagination format.

References

Number citations consecutively in square brackets [1]. The sentence punctuation follows the brackets [2]. Multiple references [2], [3] are each numbered with separate brackets [1]–[3]. When citing a section in a book, please give the relevant page numbers [2]. In sentences, refer simply to the reference number, as in [3]. Do not use “Ref. [3]” or “reference [3]” except at the beginning of a sentence: “Reference [3] shows ... .” Unfortunately the IEEE document translator cannot handle automatic endnotes in Word; therefore, type the reference list at the end of the paper using the “References” style.

Number footnotes separately in superscripts (Insert | Footnote).
 Place the actual footnote at the bottom of the column in which it is cited; do not put footnotes in the reference list (endnotes). Use letters for table footnotes (see Table I).
Please note that the references at the end of this document are in the preferred referencing style. Give all authors’ names; do not use “et al.” unless there are six authors or more. Use a space after authors' initials. Papers that have not been published should be cited as “unpublished” [4]. Papers that have been submitted for publication should be cited as “submitted for publication” [5]. Papers that have been accepted for publication, but not yet specified for an issue should be cited as “to be published” [6]. Please give affiliations and addresses for private communications [7].

Capitalize only the first word in a paper title, except for proper nouns and element symbols. For papers published in translation journals, please give the English citation first, followed by the original foreign-language citation [8].
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