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Microsoft Word Tutorial

REMOVE THIS PAGE
· Know about the Graduate Student Handbook:

· http://www.uark.edu/depts/gradinfo/dean/handbook/index.html

· Read the University of Arkansas Thesis Guide:

· http://www.uark.edu/depts/gradinfo/dean/thesisguide.html
· they do not mention in their guide but seem to require References to be single spaced and thesisparagraphs to be left justified, ragged right.

· Turn on Word’s Document Map via View/Document Map – use this to move around the document.  You can close or open subsections of this outline.  

· Turn on Word’s Format/Styles and formatting – at the bottom of that pane, select Formatting in Use.  There are other options but this one indicates only a few formats are in use so far in this template.

· Use style Heading1 for the title and Heading2, Heading3, ... for lower levels of section headings. 
· Generally, in most documents use the Normal style for almost all text paragraphs (though this thesis uses style ThesisParagraph which is based on Normal).  You can change individual paragraph spacing by using Format/Paragraph -or- change the overall general definition of Normal or any other style using Format/Styles and Formatting as follows:  on the right of a style in Styles and Formatting, you can click the down arrow to Modify the style - for instance, you can change the way Normal or Heading* or other styles look - the font, the size, centered, or the interparagraph spacing or indentation or outline properties ... 

· If you put the cursor in an area of text, you can see which style is used in that text.  For instance, many thesis paragraphs use the ThesisParagraph style (which indents for you so you do not have to).
· There are only so many formatting styles in use and many more Available Styles and you can define your own.  Styles govern font size, bold, italic, line and paragraph spacing, etc.  Do not get too fancy, simple is best.  Avoid using intra and inter line spacing when you can use or modify styles.  If you mess up by redefining a widely used style, use Edit/Undo.  Do not go hog wild with styles (even though from UofA where going hog wild should be normal).  A document with fewer styles is better - avoid the gawdy and baroque.  
· It is sometimes useful to use the Clear Formatting style command (near the top of the pane) before applying or converting a document to a new style.
· Right click on the Table of Contents or the List of Figures to Update Field.  These are created with the Insert/Reference command if you used styles correctly
· Turning View/Ruler on is a good idea.  Learn to use tabs and tables.

· If working with someone else, use Word's revision mode (View/Toolbars/Reviewing or Tools/Track Changes).  One person writes a document, another edits with revision mode turned on.  This allows the first person to review the changed document and spot the changes easily. 

· Use View/Header and Footer to add text in the header or footer area. 

· Use Insert/Page Numbers to add page numbers to a document.  Bottom center is a good choice.  You can remove page numbers by selecting the footer and then the page number box and shift-delete.

· Use Insert/Break to insert page or section breaks.  A section allows you to change numbering or headers or footers between sections.  You can see your page breaks in Normal View instead of Page Layout View (below the left ruler).  
· Note on punctuation:  There is no space before a comma, semicolon, colon, or period.  There is one space after a comma or semicolon and two after a colon or period.  
· Note:  When picking a research topic for a thesis, judge the topic by answering the following three questions.

· Is the research significant?

· Is the research original?

· Is the research scoped so you can complete it?

· Note on plagiarism:  if its not your words, quote it and provide a reference.  Short quotes in “…” and longer quotes indented, single spaced.  See How to avoid plagiarism.
 THESIS DEFENSE

REMOVE THIS PAGE
· Complete your forms well ahead of time:  Thesis Title form, Advisory Committee, Thesis Committee – MS/PhD Forms.  Near the time of your thesis defense, double check that your title on the thesis is the same as the one you turned in on the form.  If not, then talk to Susan Huskey about changing the title.
· Also double check with Susan Huskey about a Degree Check to make sure you have taken all the courses you need to.

· Work on your thesis while you work on the corresponding research.  If you write a big program first but never ask youself where the research is, you may have trouble writing your thesis.  

· Timing:

· You need to defend your thesis before Dead Day – the day before finals. 

· You need to give your committee two weeks (ideally, but at least one) to read your thesis.  

· Your committee should not see your thesis until your advisor has read it and given you corrections.  That takes about a week – unless there are a lot of changes, then weeks or more.  So back off this schedule.  
· Finally, do not defend at the last minute – the final week gets full and committee members may be traveling.

· Defense:

· When your advisor approves your thesis, then you need to prepare a presentation for your committee for the oral defense of your thesis.

· Your talk should be announced by Susan and guests (faculty, students, family, friends) are allowed to come.  At least you committee will be there.  Note:  you will need to reserve a room for your defense – see Sue Huskey.  Typically students bring snacks to appease the professors.
· Your presentation should take 40 minutes or less.  It should be 40 slides or less.  Structurally, it can hug the thesis format.  For instance

· Slide1 – title of thesis, your name, degree you are aiming at (MS in Computer Science), your Committee.  [at the defense you will be introduced by your advisor and you will say the thesis title and thank your committee for serving]

· Slide2 – Outline – eg., bullets for Problem, Objective, Background, … Conclusions, Future Work.   You won’t spend much time on this at the defense, at most one minute

· Slide3 – Problem – try to keep this to one slide

· Slide4 – Objective – one slide

· … the Background is typically several slides

· … the bulk of the presentation is the Architecture and Results

· Conclusion

· Future Work

· Questions

· Plan on completing your presentation several days before you defend and dry run it with your thesis advisor.

· A day or two early, ask Sue Huskey to prepare paperwork for your defense.  Also, send your committee email reminding them of the time and place of the defense.  Bring to your defense four copies of your thesis signature page, once on the nice paper the grad school requires.
NOTES ON STYLE
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· If you know it is not your best work, wait until you have done the work to get it in good shape before you give it to your advisor.  This is your job.  It is your job to do the level best you can and then it is your advisor’s job to help you improve it, make sure you are complete, clear, and it is well written.  It does not go to your committee until it is ready for them to see it.  

· The purpose of the committee is to provide other eyes.  Every document gets better if you can get several people to review it.  Remember this throughout your career.

· Take special care that your Objective, Abstract, Problem statement are very clear and well stated.

· Fonts:

· Try to avoid using many fonts, Times New Roman will do for a thesis.

· Exception:  Use “Code” style (Courier New font) for appendices or lines that contain code.

· Punctuation:  

· periods and colons have two spaces following.  
· … word(word …) => … word (word …)

· Spell check your thesis

· Table of Contents – double check that each heading is indented the same amount and that all main words are capitalized.

· Text:
· Avoid “I” and “my”

· Consider each word – can you remove the word or replace it with a stronger word and so improve the text

· Almost always avoid “very” or similar adverbs.  Also, avoid “etc” as that is telling the reader to fill our your thought which offends the reader.

· Avoid plagiarism.  Ask your advisor to set you up with a student account on turnitin.com so you can check your thesis for inadvertent plagiarism.  If there is clear copying from some source, either paraphrase or quote the source.  Note:  when you run turnitin you will see a 5% + green/yellow/red icon.  You will click the icon (not the percent) to see your marked up thesis.  Do not just assume that 5% is fine.  Now there are *no* excuses for plagiarism.  

· Thesis begins here - remove pages before this one.  

· This is the Fly Leaf page of a Thesis/Dissertation and should be a blank page
Title of thesis


Title of thesis 

A <thesis/dissertation/project> submitted in partial

fulfillment of the requirements for the degree of

<Bachelor or Master of Science, Doctor of Philosphy>
By

<Your Name>
<where your highest previous degree was awarded, e.g., University of Arkansas>, Year 

<Your highest previous degree, e.g. Bachelor of Science. in Computer Science>
Month Year – contact Grad School for correct month and year
University of Arkansas
ABSTRACT
ThesisParagraph – 1-2 paragraphs – 150 words max – summarize the problem, thesis statement, approach, results, conclusions, and potential impact
This thesis is approved for recommendation 
to the Graduate Council.  
Thesis Director:

____________________________________ 

Name1, e.g., Jane Doe
Thesis Committee:

____________________________________  
Name2
____________________________________  

Name3
©200x by <your name including e.g. middle initials>
All Rights Reserved

[This page should be included ONLY in theses that are copyrighted.  If you include this page, change the page numbering for following pages to vi instead of v using the Insert/Page Numbers command. ]
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4Figure 1:  Caption for Figure 1 via Insert/Reference/Caption

Figure 2:  Caption for Figure 2
5


1.  Introduction (Word style: Heading 1)
The following is one way to organize your thesis.  It is by no means the only way but it provides a useful template.
1.1  Motivation (or Problem) (Word style:  Heading 2)
(Word style:  ThesisParagraph style) – afew paragraphs up to 2 pages describing the problem or lack in the way we do something today, its importance, and the impact of not having a solution.
1.2  Objective

1-2 sentences to state the objective – this is the central argument of your thesis.  The rest of the thesis is defending this argument.  It is the statement that the rest of your thesis “proves” or argues for.
1.3  Approach

A summary of your overall approach, e.g., Chapter 3.  A few paragraphs.

1.4  Organization of this Thesis
Chapter 2 covers ….  Chapter 3 describes …. 

2.  Background
2.1  Key Concepts
The reader must understand these areas of research Key Concept 1 and Key Concept 2 to understand this thesis.  Maybe include a few general references.  Might be a paragraph or a few pages for each concept.  Refer to specific chapters, sections, subsections and figures using capital letters, e.g. see Section 2.1
2.1.1  Key Concept 1

ThesisParagraph – a few pages

2.1.2  Key Concept 2

ThesisParagraph – a few pages
2.2  Related Work (or Literature Review
)
2.2.1  Area 1
What related work are you building on and what is its relation to your work – include several journal references for each area, as a guideline somewhere between 10 and 40.  Use citations like [1], [2], etc.  

Variables in text and code like this MyVariable should use the code style.
2.2.2  Area 2

ThesisParagraph 

2.2.2.1  Subsubsection title (style:  Heading 4)

ThesisParagraph

2.2.2.2  Subsubsection title (style:  Heading 4)

ThesisParagraph

3.  Approach (or Experiment)
3.1  High Level Design
ThesisParagraph 

FIGURE GOES HERE

Figure 1:  Caption for Figure 1 via Insert/Reference/Caption

3.2  Section Title
ThesisParagraph 
ThesisParagraph
3.3  Implementation
ThesisParagraph 
ThesisParagraph
4.  Results and Analysis (or similar title)
how did you test whether the great thing you developed and described in chapter 3 worked and when you measured, how well did it work
4.1  Methodology
Describe test configuration and test methodology (set of steps used for testing)
4.2  Results
Raw results including graphs
4.3  Analysis

What does it all mean
5.  Conclusions

5.1  Summary
ThesisParagraph 

ThesisParagraph 

5.2  Contributions (or Potential Impact)
What if your thesis is correct and you succeed in what you are attempting to do – how could it change the way people do things today or our understanding of some area.  This thesis contributes to the xxx field in a number of ways.  Short paragraphs or even bullets listing them.
ThesisParagraph

5.3  Future Work

While this thesis provides the basic framework for …, more work is needed in several areas.   Short paragraphs or even bullets listing them.

ThesisParagraphs
References
[1]
W. Strunk, E. B. White, R. Angell, Elements of Style, Fourth Edition, Longman Publishing, Ithaca, N.Y., 1999. 
[2]
A. Author, “Article in Conference Proceedings,” Title of Conference Proceedings, City, State, Month, Year.
Pay close attention to consistency in all references.  You can use any style but be consistent.  Check out journal and conference  reference formats in your area.  
· Either include the full author name or abbreviate first initials – everywhere.  
· For first author, consider whether you will give last name first – do this everywhere but I prefer first initial first then last name.

· Put articles in quotes e.g. “Title of Article,” underline book titles, and italicize titles of conference proceedings and journals.  Capitalize all main words of the title, not words like A or the or and unless they are the first word.

· Include publisher for books.  Include page numbers of the article – this goes last, e.g., pp. 282-323
· Oddly, the grad school wants to see references single spaced even though the thesis should be double spaced – go figure!

Appendix A.  Title (Optional)
Appendices are for tables, listings, or code fragments that give much more detail than you want to include in the thesis itself but that are important to your thesis.  
This is the final page of a Thesis/Dissertation and should be a blank page












































































































































































































� Or you might well want to include the detailed literature review for areas 1 and 2 as subsections of Key Concept 1 and 2.
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