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About the EE thesis and dissertation templates:

The EE department of Texas A&M University provides users with templates for thesis and dissertation documents in LaTeX and MS-Word formats. For information about LaTeX templates, visit the EE LaTeX website at http://ee.tamu.edu/~tex. 

This template meets the current guidelines of the Office of Graduate Studies as of August 2001. You can download the thesis manual from the Office of Graduate Studies at http://vpr.tamu.edu/thmanual.pdf.

This guide helps you with the EE thesis template in MS-Word format and explains how to use it. This can be used for either thesis or dissertation, for preparing your document or just finishing it up.  The template can be downloaded from http://ee.tamu.edu/~tex/thesis1.doc. This template will assist you in

· Formatting the pages of your thesis or dissertation

· Place page numbers and margins properly according to the prescribed standards

· Set styles for headings, subheadings, block quotes etc.

Where to find more help:

Thesis and Dissertation Guides: The Office of Graduate Studies helps students through the process of preparing their thesis or dissertation. Handouts and guides can be found at their website at http://vpr.tamu.edu/thesis.html. A thesis manual, thesis preparation checklist, binding information, requirement for thesis and other useful information can be found here.

Help with Word: Microsoft has good online help for Word. Information can be obtained by reading the help topics that can be opened from the Help section in the toolbar. Help can also be found at the Microsoft website at http://www.microsoft.com/office/ techinfo/productdoc/default.htm.

Features set up in the template file:

Left Margin
1.18”

Right Margin
1.18”

Top Margin
1.38”

Bottom Margin
1.18”

Footer
0.69”

Mirror Margins
OFF

Section Start
New Page

Default Tab Stops
0.5”

Widow / Orphan Control
ON

Toolbars: Standard and Formatting
ON

Footnote Placement
Bottom of Page

Footnote Numbering
Continuous

Page Number Position
Top of page (Header), Right

Page Numbering
Continue from Previous

Number Format:

Front Matter, Section 1
None

Front Matter, Section 2
Lowercase Roman

All other sections
Arabic  

Working with the template:

Download the template from the EE thesis website and copy it to your hard disk. Make a backup copy of the template. Always work on a copy of the file and store the most recent working copy in the backup. Even if you damage or destroy your working copy by mistake, you can always fall back on your most recent backup copy.

Patterns in the Template file:

1. Placeholder text that you should replace with your own text. This can be done by clicking on the text, which will give you a blank text area to fill in.

2. Sample text that you should study and delete. This text will be marked to indicate so.

3. Text you should leave as it is.

These items appear as follows:

Place holder - Replace these placeholders with your own text. When you click on the darkened text, you will get a text box to fill in, where you can type in your material. 

[enclosed instructions, examples, and illustrations] - Examine and delete this text 

free-standing text - Leave this text as is.


Sections in Word:

Word allows you to format portions of the same document differently by dividing it into sections. This can be done by inserting section breaks: Insert -> Break -> Section Break. When the ¶ button in the formatting tool bar is clicked, a section break appears as a double dotted line with the words 'section break' in between. A section break stores the section formatting elements such as margins, page orientation, headers and footers, and sequence of page numbers.

Two sections are separated by a section break, and each section can be formatted separately. One section can have different properties for page numbers, margins etc. from another.

Styles in Word:

Word has built-in styles for paragraph and character formatting. The thesis template comes with customized styles needed for basic formatting of your document. You can apply your own styles to reformat the material you have written.

Character styles and paragraph styles are different. Paragraph styles are shown in bold in the Style box in the Formatting tool bar. Paragraph styles affect the whole paragraph, terminated by the ¶ formatting symbol. The style name of a particular paragraph can be seen in the Style box on the Formatting toolbar by clicking on that paragraph. To see the description of a style, see the Style option in the Format menu.

To import the styles from a template, choose Format -> Style Gallery and choose the template from the Template box. Word copies the template styles into your file. However, Word overwrites the existing styles from identical ones from the template. Refer to Word User's Guide for more information.

To print a list of styles in the template, choose File -> Print and select Styles from the "Print What:" menu.

Sample styles in the template:

Style Name
Use

Heading 1
Use for optional major section titles only. Can be extracted to appear in the Table of Contents.

Heading 2
Use for chapter and appendix titles. Can be extracted to appear in the Table of Contents.

Heading 3-5
Use for subheadings below chapter level. Can be extracted to appear in the Table of Contents.

Heading 7
Use for table titles only. Can be extracted to appear in the List of Tables.

Heading 8
Use for figure titles only. Can be extracted to appear in the List of Figures.

Text


Use for the body of your thesis or dissertation.

Hidden Text
Use for comments and notes to yourself that you want in the file, but which will not print as part of the document. Be sure that the "hidden text" option is not checked in Tools -> Options before printing.

Footnote text
Applied automatically to page numbers, footnote numbers and text of footnotes.

Miscellaneous Tasks:

Inserting a blank, numbered page:

1. In word, a page break signifies a break in the current page and entry into the next page. Position the cursor where the break should occur. From the Insert menu, select Break. Choose the Page Break button and click OK. This ends the current page and takes you to the next page.

2.  To create a blank, numbered page, insert a second page break at the same point.

Working on the individual pieces of your thesis or dissertation:

If you choose to work on different sections of you thesis separately and combine them together later, there are some factors you have to keep in mind while doing so.  Once you create the final master document, be sure to check that you have the final versions of all files. It is recommended that you work with the most recent sections in one directory, so that it would be easy to identify them while integrating.

While you are working on individual sections, the footnote and page numbers begin with 1 in each section. When you integrate them, make sure you have a uniform numbering system for the whole document.

Preparing the document:

1. Create a new file for each section, or use the relevant part of the template. For example, use the chapter section for writing the chapters in your thesis or dissertation.

2. Type in your text, headings, figures, tables according to the format and styles in the template.

3. Apply styles to headings and text as given in table 1 and table 2. Make sure that all sections have the same style formats for corresponding items, as this will help while preparing the table of contents, list of tables, figures and illustrations in the integrated document.

4. While you are copying text from a different template, be aware that copying a section break will override the file's existing formatting for the preceding section. The section breaks contain the formatting information for the previous section.

Integrating the document:

After you are done with your individual sections, you need to integrate them into your master document. 

1. Start with the document containing the front matter, or start with an empty document. From the Tools menu, choose Merge Documents and choose the file you want to add to the master document next. 

2. Click 'No to all' when asked if you want to rename styles. They should be the same for all sections.

3. Scroll to the end of the document and repeat the process to insert more subdocuments, until all sections are added.

4. Make sure that the footnote and page numbering, table of contents, list of tables, figures and illustrations is uniform in the whole document.

For continuous page numbers:

1. Open the first text chapter, and from the Insert menu, choose page numbers.

2. Click format, and click start at 1.

3. Click ok and ok.

4. Save the file

To generate the table of contents, list of tables, figures and illustrations follow the instructions given in later sections.

Creating lists of tables, figures, illustrations and Table of Contents:

Word's index and tables feature can be used to automatically generate a list of tables, figures, illustrations and finally, the Table of Contents. The same style is to be used for titles of each type, so that Word can recognize the indices while making a list. 

To create a list of tables,

1. Be sure all table titles have the same style.

2. Scroll to the List of Tables page in your file.

3. Highlight the text of this page.

4. From the Insert menu, choose Index and Tables.

5.  Select the Table of Contents tab. Under Formats choose "From Template" and click the Options button.

6. Click the Build Table of Contents from Styles box.

7. In the TOC level box next to the Heading 1 in the list of styles, type 1.

8. Click Ok twice, to replace.

9. Repeat the procedure for other lists, typing 8 in the TOC level box next to Heading 8, for generating the list of figures, and 9 next to Heading 9, for the list of illustrations.

10. Repeat the procedure for the table of contents. Type the appropriate numbers in the TOC level boxes next to the heading levels that you want to appear in the table of contents. In the template, the levels are Heading 1, Heading 2 and Heading 3. You can add more levels and they will show up as multiple levels.

Updating the Table of Contents of Lists:

When you add a new section or table or figure, you might want to update the corresponding list. To do this, highlight the list to be updated, press F9 and choose Update Page Numbers Only / Update Entire Table depending on what you have changed in your document. Then save the file.

You will have to repeat this procedure whenever you add or delete tables, figures, headings, subheadings or other elements that might cause the content of the lists to change. Also, you need to do this when you edit your document affecting the page numbers.

Printing your Thesis or Dissertation:

1. Check all pages of your thesis or dissertation by using the print preview button. Check to see if there are page breaks where desired. If not, adjust the page breaks and update the table of contents and other lists.

2. Click Tools -> Options and make sure that the Hidden Text box is not selected.

3. Choose File -> Print to print the document. 

Note: It is advised that you print the whole document on one printer, to maintain uniform margins and page number positioning.

