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ABSTRACT

Your term paper must contain an abstract.

The abstract appears immediately after the title and signatory pages. It is the first numbered page of the term paper. The number of this page is (iii). Roman numerals are used on all front matter pages. Limit the length of the abstract to 350 words. Double space the abstract.

This term paper explores the range of introductory topics related to computers appropriate for students who are not computer science majors. The primary purpose of this term paper is to give the student experience in creating all the elements of a formal thesis as might be expected in a Senior Thesis. Another purpose of the term paper assignment is for a student to integrate knowledge of computers gained in a computer literacy course with a topic of interest to the student.

dedication

Dedication of a Senior Thesis is optional.
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Chapter 1

Introduction

This term paper explores the range of introductory topics related to computers appropriate for students who are not computer science majors. The primary purpose of this term paper is to give the student experience in creating all the elements of a formal thesis as might be expected in a Senior Thesis. This is partial fulfillment of the general education and core curriculum goals of computer skills needed for advanced studies. Another purpose of the term paper assignment is for a student to integrate knowledge of computers gained in a computer literacy course with a topic of interest to the student.

This term paper example is a modification of the “Thesis” document from Microsoft Word 2000 obtained from 

· File | New | Publications | Thesis | Document

Much of the structure and guidance for specific thesis details follow the Penn State Thesis Guide (Katlin, 1985). If you use Word 97, you will need to check centering of titles and other formatting elements.

Experiment with the different style elements. Some will be useful. Many will not be useful. None of them can help if you do not try.

Chapter 2

senior thesis structure

A formal thesis has a number of structural elements. These are similar to the structure of a fine textbook. These elements are defined and described below. Not every book or thesis has every element in this list. List of Figures and List of Tables are mandatory if figures or tables exist in the thesis. This list was adapted from the Penn State Thesis Guide (Katkin, 1985). 

Mandatory items for this term paper assignment are indicated with an asterisk.

Table 1. Order of Elements of a Thesis

	1. * Title Page

2. Credits and Copyright Page, and Permission to Copy Declarations

3. * Abstract

4. Dedication Page 

5. Acknowledgments 

6. * Table of Contents

7. * List of Tables

8. * List of Figures or Illustrations

9. Prologue, Preface, or Foreword

10. Epigraph or Fontispiece

11. * Introduction
	12. * Body Chapters

13. * Conclusions

14. Epilogue

15. Appendices

16. Notes

17. * References, Bibliography, or Works Cited

18. Notation and Symbols

19. * Glossary

20. Index

21. Vita


Title Page

The  XE “title page” title page contains the information needed to identify the document uniquely. The specified format of the title page varies greatly from one university to another. Within a large university, the specified format may vary from one college to another, or even from one department to another. Expect style reviewers to be very picky about the title page and signature page conforming exactly to the specified formats.

For this assignment, the format of the title page must be formal. It must contain the title of the paper and the name of the author. Other elements may be added for extra credit, as indicated on the term paper grading guidelines.

It is customary for the content of the title page to be vertically centered on the page. If this term paper shell is used, vertical centering is automatically done. To  XE "title page:vertically center" 

 XE "centering:vertical" 

 XE "vertically centering" vertically center a title page without applying the vertical center format to the whole paper, a section break must be inserted at the bottom of the title page.

· Insert | Break | Section breaks types = next page

After inserting the section break, click on the title page before the section break. Format the title page using the menu selections:

· File | Page Setup | Layout | Vertical alignment = Center

· Click OK

The remainder of the paper should not be affected by this procedure. The commands above are ones that come with Word 2000. The Word 97 and Word XP commands may vary some. Experiment with a simple example before applying the procedure to your real paper.

Copyright, Credits, and Permission to Copy Declaration

Copyright

In the United States, an original work is copyrighted the moment it is fixed in tangible form. The copyright notice XE "copyright notice"  preserves the copyright on copies. No registration is required to preserve copyright protection. Registration makes a public record of the copyright.

The notice of copyright follows the copyright symbol XE "copyright symbol"  ©. The copyright symbol ( is available by using Insert | Symbol. If “AutoCorrect As You Type” is turned on, it also can be produced by typing (c) if this combination is in the “Replace text as you type” table. The copyright notice placed on the title page identifies the work as being copyrighted, identifies the owner of the copyright, and establishes the effective date of the copyright. When an author has a book published, the copyright is often sold to the publisher. In a bibliography, if the date of a document is not separately identified, the copyright date is used as the publication date.

Whether a work is under a current copyright or not, it must be credited properly. Use of portions or a complete copyrighted work requires permission of the copyright owner, except in conformance of the doctrine of fair use. Permission is not required for works in the public domain or whose copyright has expired. The laws have changed several times regarding the length and conditions under which a copyright remains in force. In cases of ambiguity, get the advice of a professional librarian or copyright lawyer.

Credits

Credits XE "Credits"  acknowledge individuals and companies that provide significant services in the preparation or publication process. It also includes credits required by copyright holders of non-original material incorporated into the work. Other information provided may include an ISBN and Library of Congress Catalog Number, printing number, illustrators, typesetters, printers, binders, the type face used for printing, and the typesetting system or software used. In books, this page also lists the author’s name and years the author lived, which is a factor in establishing how long a copyright is in force.

Permission to Copy

 XE "copyright:permission" It is routine for a university to require an author of a thesis to grant the university non-exclusive permission to make one-at-a-time copies of a thesis for academic not-for-profit purposes.

Signatory Page

The signatory page XE "signatory page"  records approval of the content of the thesis by the thesis advisor and thesis committee. This is certification that the thesis meets the scholarship goals of the thesis, and no further changes are required. Official copies of a thesis require original signatures. University rules dictate the number of official copies required, and thus the number of original signatory pages. Typically, original signatures are used for the university official copy that is often archived in the library, the department copy, the author’s copy, and a copy for each committee member.

Abstract

An abstract XE "abstract"  is a concise summary of your paper. It states the subject under investigation, purpose of the study, the procedures or methods, the main findings, and the principal conclusions. Unlike non-academic writing, it is not the purpose of an abstract to be “interesting” or to “sell” the article. Researchers use abstracts to screen hundreds of publications in a very short period of time to select which publications are relevant to work they are doing and therefore need to be read more closely. It is common to limit the maximum length of an abstract to 350 words (1.5 pages, double-spaced) in a full thesis.

To insert an abstract:

· Place the insert cursor at the relative location where you want the abstract to appear.

· On the Style drop-down list on the Formatting Toolbar, select Chapter Title.

· Type the word ABSTRACT.

· Enter the text of your abstract.

Dedication Page

 XE "dedicatory" 

 XE "thanks" It should be brief and dignified. An author may take this opportunity to acknowledge and render praise to God. A married author might dedicate a work to the spouse. A single author might dedicate a work to parents.

Acknowledgments

The acknowledgments XE "acknowledgments" 

 XE "thanks"  section is the massebah XE "massebah"  that bears witness to the intellectual, financial, or emotional support received that made the work possible. This is the place to acknowledge permission received to use previously copyrighted material. Acknowledgments must be brief and dignified. Acknowledgments may be included in a preface rather than as a separate section. 

Table of Contents

The table of contents XE "table of contents" 

 XE "contents:table of"  is a hierarchical index to the content of the thesis. Major headings may be included in the table of contents by applying the “Chapter Title” style XE "style:chapter title"  to the heading. The table of contents also includes titles marked with a heading style, such as Heading 1, Heading 2, Heading 3, etc.

Look at the Table of Contents of a fine book by a major publisher, such as McGraw-Hill, Springer-Verlag, or Prentice-Hall. Entries have descriptive titles, not merely “Chapter 1”, “Chapter 2”, … . Use the title of a chapter or section as the entry in the Table of Contents.

Formatting the Table of Contents

The table of contents will be automatically formatted using the shell thesis document provided in Microsoft Word or by using this sample term paper as a shell. Notice that only the starting page number appears. Dot leaders between the end of a title and the corresponding page number to help the eye find the correct page number.

What to Include in the Table of Contents

List the following items in the table of contents: XE "table of contents:included items" 
·  XE "table of contents:reference items" Abstract, list of tables, list of figures, list of abbreviations or glossary, acknowledgments and preface.

·  XE "table of contents:content items" Chapters with chapter titles, and subdivisions. Appendices are to be included using the same rules as for chapters. Be consistent in the number of subdivisions included in the table of contents. Typically, chapters and first subdivisions are included. The logical structure may require more levels. Each subordinate level is to be indented further than the parent level. Titles must match exactly the wording used in the thesis.

What Not to Include in the Table of Contents

 XE "table of contents:excluded items" Do not list the table of contents, dedication, epigraph, or vita. The source of a quotation in an epigraph is given on that page, not in the bibliography.

Inserting a Table of Contents

 XE "table of contents:insertion directions" To insert a table of contents into a thesis:

· Position the insert cursor to the location you want the table of contents to appear.

· Select Insert | Index and Tables

· Select the Table of Contents sheet in the Index and Tables XE "Index and Tables"  dialog box. Select appropriate options. Click OK. For this assignment, select

· Checkmark “Show page numbers” and “right align page numbers”.

· Select Tab leader: ……. (row of dots).

· Under “General”, select either “From template” or “Formal”. Show 3 levels.

· Options: select Build table of contents from: Styles, Heading 1, Heading 2, and Heading 3.

List of Tables

 XE "list of:tables" A table XE "table"  is a compact, systematic, orderly arrangement of text, numbers, etc., usually in rows and columns. The content of a table consists of characters that can be typeset, along with possible horizontal and vertical rules (lines).

An entry into the List of Tables consists of the table title and the page number that the table is found on. Do not merely use “Table 1”, “Table 2”, … . The title of a table is provided by the caption. The caption XE "caption:table" 

 XE "table:caption"  is text supplied as a descriptive title for that table which is included in a list of tables. The caption for a table goes above the table.

The list of tables must come before the list of figures, if both are present in the publication.

 XE "list of tables:insertion" To insert a list of tables:

· Position the insert cursor to the location you want the list of tables to appear.

· Select Insert | Index and Tables

· Select the Table of Figures sheet in the Index and Tables dialog box. (Figures, Tables, and Equations all use the “Table of Figures” sheet.)

· Under “General,” select the caption label “Table.”

· Select appropriate options. Click OK.

List of Figures

 XE "list of:figures" 

 XE "figure:list of" A figure is a graphic illustration, photograph, plate, chart, graph, diagram, map or other graphical object. A figure is a graphical object that is not created by typesetting with characters and possible horizontal and vertical rules. When tabular material is incorporated with graphical material in the same image, it is treated typographically as a figure.

An entry into the List of Figures consists of a figure title, followed by the number of the page on which the figure appears. Do not merely use “Figure 1”, “Figure 2”, … . The title of a figure is provided by the caption. A caption XE "caption:figure" 

 XE "figure:caption"  is text supplied as the descriptive title for that figure which is included in a list of figures. The caption for a figure goes below the figure.

 XE "list of figures:insertion" To insert a list of figures:

· Position the insert cursor to the location you want the list of figures to appear.

· Select Insert | Index and Tables

· Select the Table of Figures sheet in the Index and Tables dialog box.

· Under “General,” select the caption label “Figure.”

Select appropriate options. Click OK.

Prologue, Preface, or Foreword

 XE "prologue" 

 XE "preface" 

 XE "forward" A preface is a background about the writing of the thesis, or a comment on the thesis. It may include remarks about how best to read or use the work. Some texts include sections such as: need for the book, improvements in a particular edition, pedagogical objectives of the book, logical paths through the book, prerequisite or assumed knowledge and skills, special editorial notations to highlight key ideas or dangers, description of available supplements such as web sites or other materials, etc.

Epigraph or Frontispiece

 XE "epigraph" 

 XE "frontispiece" 

 XE "inspiration" Some authors provide a short quote or illustration that succinctly states the inspiration for the following work. If used, this is the last of the preliminary pages.

Introduction

An introduction XE "introduction"  must introduce. In contrast to a preface XE "preface:contrast with introduction" , an introduction focuses on preparing the reader for the content of the text. The introduction in a thesis should be the first chapter of the thesis. An excellent example of an introduction are the majestic words of Genesis 1. It begins with the thesis statement XE "thesis statement" . It clearly identifies the subject of the text, the assumptions XE "assumptions" , the origin of the subject, the broad concepts of the subject, the  XE "history" historical development of the subject, identification of previous workers (none), and the point of view. An introduction often provides an outline of the sequence of ideas to be presented. This is the place to review XE "review"  facts necessary for understanding the remainder of the work.

The historical development includes a literature review XE "literature review" . If the literature review is of significant length, it can be isolated as a separate chapter. The term “literature” in the academic world refers to other academic works such as academic journal articles, books, government studies, and other research reports. The purpose is to inform the reader of previous scholarship on the subject. This discussion includes highlighting the major principles in the subject, the first discoverers of those principles, and major developers of the principles. You are not required to agree with all that has been published.

An introduction should discuss key concepts and terms necessary for understanding the work to follow. Save dictionary style definitions for the glossary.

Chapters

 XE "chapter:subdivisions" 

 XE "subdivisions" Chapters are logical subdivisions of topics presented in the thesis. The amount of information to be included in a chapter, and the number of chapters to divide a work into, is the choice of the author.

All material included in a chapter should be related to the subject of that chapter. Material not related to a chapter should be relocated or not used.

To begin a chapter:

· Position the insert cursor to the relative location in the thesis where you want to begin the chapters.

·  XE "chapter:label insertion" In the Style drop-down list on the Formatting Toolbar, select “Chapter Label” and supply a label to appear at the top of the first page of the chapter.

·  XE "chapter:title insertion" In the Style drop-down list on the Formatting Toolbar, select “Chapter Title” and supply the title to the chapter. This is the title that will appear in the table of contents.

Conclusions

 XE "conclusions" 

 XE "summary" This is the final section of a thesis. The most important task of the conclusions chapter is to state the answer to the thesis statement XE "thesis statement:conclusions" . It summarizes the important results XE "results" . It unifies the themes of individual chapters. It identifies questions raised during the research that have not been answered.  XE "research:future" This catalogues ideas that form the basis for future studies, and establishes the relative importance of answering remaining unanswered questions. It is common, and expected, that good research raises more questions than it answers.

Epilogue

An epilogue XE "epilogue"  is an opportunity to  XE "philosophy" philosophize about the completed work and where further study of the subject might lead. This is the place to discuss the subject as it contributes to a larger context, including broad movements in society and the direction of history XE "history" . This is also an appropriate place to discuss moral XE "moral"  and  XE "ethics" ethical implications of the subject matter and the research results.

Appendices

An appendix XE "appendix"  is a repository for supplemental material related to the thesis topic. Like chapters, a thesis may have more than one appendix. The content of an appendix should be logically related. An appendix is sometimes used to archive material that is tangential to the main subject of investigation. Appendices are often established for the following.

·  XE "tables" 

 XE "charts" 

 XE "graphs" 

 XE "maps" Tables, charts, graphs, maps.

·  XE "computer program listings" 

 XE "program listings" Computer program listings.

· Details of  XE "derivations" 

 XE "mathematics" mathematical derivations that need to be archived, but which distract from the main flow of thought of the thesis.

End Notes

End notes XE "End notes"  are like footnotes XE "footnotes:contrast with end notes"  except that they are gathered at the end of a document rather than placed at the bottom of a page.
 Microsoft Word places end notes always at the end of the document, regardless of the rules imposed by a thesis guide. For this reason, it is usually good to avoid use of end notes.

Usually, only footnotes or end notes are used, not both. End notes are useful if many notes per page are used, and the number of footnotes at the page bottom is overwhelming. End notes are also useful for long comments requiring several sentences. Microsoft Word permits establishment of both footnotes and end notes in the same document, separately numbered. If both end notes and footnotes are used in the same publication, the reference mark must identify what type of note is being referenced. This may be done by the content (such as E1, E2) or style (1, 2) of the reference mark.

References, Works Cited, or Bibliography

Works Cited or References

A section labeled “Works Cited” XE "works cited"  or “References” XE "references"  consists only of references actually cited in the text of the thesis. Appearance of a reference in this section implies that it was used in the thesis.

Bibliography

 XE "bibliography" A bibliography may archive references important to the general subject, whether or not used and referenced in the text of the thesis. It is common that many more references are examined than are actually used in a thesis. Archiving these may be useful to other researchers.

Notation and Symbols

 XE "notation" 

 XE "symbols" 

 XE "engineering:symbols" 

 XE "mathematics:symbols" 

 XE "physics:symbols" 

 XE "chemistry:symbols" 

 XE "biology:symbols" This section is vitally important for mathematics, physics, chemistry, biology, and engineering. Sometimes, this section is so important that it is placed before the introduction as part of the front matter as a “List of Symbols”.

Glossary

The glossary XE "glossary"  is a dictionary of special terminology, acronyms XE "acronyms" , and abbreviations used in the thesis. It is common that terms appearing in general use have restricted or specialized meaning within a discipline, and these special meanings are not documented in general unabridged dictionaries. It is important to crystallize those special meanings for the reader. Language changes over time. Careful definition of terms can be valuable to readers just a few decades later.

Specialized Indexes

Occasionally, specialized indexes are useful to index the appearance or reference to specific people, places, events, algorithms, or threads of thought mentioned in the thesis. These are more important in some subjects than others.

Index of Algorithms

 XE "algorithms:index of" 

 XE "programs:index of" For a thesis that includes programs, separately indexing algorithms is appropriate when programmers are likely to desire use of the thesis as a source of ideas.

Index of Names

 XE "names:index of" 

 XE "authors:index of" Authors of works on theology or philosophy often find it useful to separately index authors and contributors, beyond merely works that are cited. (Dowley, 1977)

Places

 XE "names:index of" 

 XE "places:index of"  Authors of works on theology, philosophy, and history often find it useful to separately index names of places, regions, cities, rivers, lakes and seas, beyond merely works that are cited.

Movements and Events

 XE "names:index of" 

 XE "MovementsAndEvents:index of"  Authors of works on theology, philosophy, and history often find it useful to separately index movements and events, beyond merely works that are cited.

Bible References

 XE "names:index of" 

 XE "Bible:index of"  Authors of works on theology often find it useful to separately index references to Bible verses, beyond merely works that are cited.

Pictures

 XE "names:index of" 

 XE "Pictures:index of"  Some works contain many pictures which need citation of credit and permission to copy. It might be practical to remove pictures from the List of Figures and place them in a dedicated index.

Index

 XE "index" This is a list of key words and concepts, and the pages on which they are used in the text. Some authors identify the most important page for a term by making the page number bold or italic. An index may be multi-level or hierarchical. However, more that two levels are often hard to manage, and confusing to use. 

Vita

 XE "vita" 

 XE "resume" A vita is a resume of the author of the thesis. It is the last page of a thesis, and is not considered as an integral part of the thesis. It does not have a page number, and it is not listed in the table of contents. Microsoft Word always places End Notes at the end of a document, even if the last page you provide is the vita. For this reason, the vita needs to be prepared as a separate document and placed at the end of the thesis. A vita usually contains the following information.

· Place and date of birth.

· Place and date of high school graduation.

· College degrees, with institution name, place, and date awarded.

· Employment record.

· Scholarly publications.

· Professional organization memberships.

· Honorary society memberships.

· Community service.

Chapter 3

Instructions

Margins

Margins must be consistent throughout the paper. The margin settings used by Microsoft thesis.dot allows for binding room on the left edge of a single-sided thesis. The margin settings are: Top = 1.5 inches, Bottom = 1.33 inches, Left = 2 inches, and Right = 1.33 inches.

Your margins must leave at least 1 inch on all sides, and must reserve at least 5 inches of horizontal distance for body text. Use File | Page Setup to adjust margins.

New Pages

Important divisions in a work begin on a new page. Each item listed in Table 1 must begin on a new page. In particular, be sure to start each chapter on a new page.

Type Face and Font Size for Body Text

The type face for body text must be consistent throughout the paper, except where special emphasis is needed. Use 10 to 12 point font size and Garamond, Times New Roman, Courier, or Arial families of type faces.

Paragraph Indentation

Quality formal publications do not indent the first paragraph of a chapter, and some do not indent the first paragraph in subheadings. The subheading level for not indenting the first paragraph should be consistent throughout the publication. Subsequent paragraphs within that same chapter or subheading are indented. The amount of indentation must be consistent for all indented paragraphs. A paragraph indentation of 0.5-inch is common.

It is common to provide extra vertical space to separate paragraphs to make the start of a new paragraph obvious. A common amount is 1.5 times the line spacing. If no paragraphs are to be indented, then an extra vertical space must be provided. To provide extra vertical space between paragraphs, use:

· Format | Paragraph | Indents and Spacing | Spacing | After = 6 pt.

The student may choose a style, and must use that style consistently throughout the publication, with a few exceptions, such as block quotations.

Line Spacing

A term paper or thesis should be double-spaced. To impose double-spacing of lines, use:

· Format | Paragraph | Indents and Spacing | Spacing| Line spacing: Double.

Pagination

 XE "page numbers" 

 XE "pagination" All pages, beginning with the abstract XE "abstract" , must be numbered at the bottom of the page, centered horizontally between the margins.

Front matter must be numbered with Roman numerals (iii, iv, v, …). Begin the front matter numbering on the abstract, starting with iii. The title page  is page (i) and the signatory page is page (ii), on which page numbers are not printed. Do not enclose the page numbers in parentheses.

To insert front matter page numbers, click on the abstract page, and use:

· Insert | Page Numbers | Format | Number format: i,ii,iii,…

· Insert | Page Numbers | Format | Page numbering | Start at: iii

Beginning with Chapter 1, the remainder of the paper must be numbered with Arabic numerals (1, 2, 3…), beginning with 1. A vita is not numbered. To switch page numbering schemes, it is helpful to insert a “section next page” break on the page just before Chapter 1. After the section break has been inserted, click on the first page of Chapter 1, and use:

· Insert | Page Numbers | Format | Number format: 1, 2, 3,…

· Insert | Page Numbers | Format | Page numbering: | Start at: 1

Footnotes

When footnotes XE "footnotes"  are to appear at the bottom of the page, they are called “Footnotes.” When the footnotes are collected at the end of the publication, they are called “Endnotes.” If you routinely have more than 10 footnotes per page, consider the use of endnotes XE "endnotes" . Too many footnotes per page frustrate some readers.

In this style of publication, footnotes are used for supplemental content, such as very short digressions XE "digressions"  or explanatory comments. See the citation style guide, such as the APA style guide, for reference citations. In publications such as this, which uses a Bibliography XE "bibliography" , References XE "references" , or Works Cited XE "works cited" , footnotes are not used for reference citations. Publications without one of these elements often do use footnotes for references. Footnotes are very useful to provide information that is not central to the topic under discussion, but may be of interest to the reader. 

 XE "footnote:insertion" To insert a footnote
, make the menu selection: Insert | Footnote. Microsoft Word will usually insert the footnote at the bottom of the current page. Here is another footnote.

 XE "footnotes:numbering" Number footnotes consecutively throughout the publication. That way, you can easily cross-reference to footnotes from other places in your document. The reference can include the page number on which the footnote is defined. Here is a cross-reference to Footnote 2 on page 20. To do this: 

· Select the menu entries: Insert | Cross-reference 

· In the Cross-reference dialog box, make the following selections:

· Reference type: Footnote

· Insert reference to: Page number

· For which footnote: select the footnote you want

Updating Numbers for Pages, Figures, Tables, Equations

Before updating page numbers, be sure to turn “Show/Hide” button [image: image1.png]


 off. When “Show/Hide” is on, field codes are displayed which affects the page numbers on which markers are located. 

 XE "page numbers:update" To update page numbers, the  XE "table of contents:update" Table of Contents, Figure numbers XE "figure numbers:update" , Table numbers XE "table numbers:update" , Equation numbers XE "equation numbers" , and cross-references XE "cross references" , select “Select All” on the “Edit” menu. Press the function key F9. Select “Update entire table.” You may need to do this several times.

Check the position of page numbers in the List of Tables and List of Figures. If a page number extends beyond the right margin, move the right-most tab back to the margin edge. This is done by dragging the right tab symbol (a backwards L) in the horizontal ruler.

Check the page number at the bottom of Index pages. Deleting this bad number will cause all the page numbers to be deleted. Sometimes, you can correct a pagination problem by the following procedure. 

· If the page number is in a header or footer, double click on the header or footer to gain editing access.

· Click on the page number to select it.

· From the menu bar, select Insert | Page Numbers.

· In the Page Numbers dialog box, click on the Format button.

At the bottom of the Page Number Format dialog box, in the Page Numbering section, click the selection button labeled “Continue from previous section.”

Table of Contents. Heading 2

Marking Entries to Include in the Table of Contents. Heading 3

 XE "table of contents:automatic generation" The Table of Contents is generated from paragraphs tagged with style formats of the types identified below.

Style Types Included in the Table of Contents. Heading 4

· Chapter Title

· Heading 2

· Heading 3

· Caption (used for Table and Figure)

· Index Heading

Deleting Entries from the Table of Contents

 XE "table of contents:deleting entries" Check for unwanted entries in the Table of Contents. MS Word Thesis Template is buggy here. MS Word Thesis inserts entries for individual figures and tables into the Table of Contents. It also inserts entries for individual Index letters of the alphabet.

· To delete an entry, click your mouse in the right margin. Push the backspace key.

· To delete just a character, use the left navigation arrow ( to move the insert cursor to the right of the extra character. Press the “Backspace” key.

Formatting the Table of Contents

The titles for ABSTRACT and INDEX may be in all capital letters. All other titles are to be in Title Case. Title case capitalizes the first letter in each word. Traditionally, articles (a, the), short prepositions (by, to, at, of), and conjunctions (and, but, for, or, nor) are not capitalized in title case, except if that word is the first word in a title.

Dot leaders used in table of contents are obtained by formatting a tab.  A dot leader is the line of dots that starts from the position of the insert cursor where the tab key is pressed, and ends at the position of the next tab setting. Microsoft Word thesis.doc has the tabs preformatted. To format a tab to use dot leaders, use the following procedure:

· Insert a tab at the position for page numbers.

· Double-left-click on the tab to open the Tabs dialog box.

· In the “Tab stop position,” select the tab to be formatted.

· In the “Leader” section, select the line of dots.

· Click the OK button in the Tabs dialog box.

Proofreading the Table of Contents

The macro for generating the Table of Contents does not always preserve capitalization of text. Only the abstract and the index may be in all capital letters. Carefully examine entries to ensure that all other titles are formatted in Title Case. To change an entry to title case, position the insert cursor to the right of the title right-most character. Push and hold down the Shift key and highlight the offending text by using the left arrow key, (. It is possible that the full line will be highlighted. On the Format menu, select “Change Case… ,” and then select “Title Case.” 

Index Entry Marking

To mark a word for inclusion in the index XE "index"  position the highlight the word and use “Insert | Index and Tables | Mark Entry | Mark.” Make the selections XE "selections"  you desire.  XE "index:topic" You can also mark a position and reference it in the index using a label that does not appear in the text. Position the insert cursor at the desired location. Use “Insert | Index and Tables | Mark Entry” and type your index label in the “Index” field “Main entry.” Beware: Page numbers in the Index may need special attention.

When you enter text,  XE "Spaces:Between sentences" separate sentences by only one space. Microsoft Word supposedly inserts extra space between a period and the next printable character.  XE "sentence spacing" The experienced typist’s rule of two blanks after a sentence is supposed to now be archaic.

Figures or Graphics

 XE "figure" Here is a figure. 

[image: image2.wmf]
Figure 1. A bunch of books.

Use “Insert | Caption,” and select “Figure” for the label. Type a period after the figure number, a space, the figure title, and a period. This will appear in the list of figures.

Here is another figure, so you can see multiple entries in the List of Figures. The First Navy Jack (see Figure 2), flown during the Revolutionary War, reentered service on 11 September 2002. It will continue to be flown until conclusion of the War on Terrorism. The reference “Figure 2” came from Insert | Cross-reference | Reference type: Figure, Insert reference to: Only label and number, For which caption: Figure 2. The First U.S. Navy Jack. A cross-reference can be to a table, figure, heading, bookmark, footnote, endnote, equation, or numbered item.
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Figure 2. The First U.S. Navy Jack

Chapter 4. Use style “Chapter Label”

Chapter Four title. Use style “Chapter title”

For the text portion of a chapter, use style “Body Text.”

Tables

 XE "table" You can insert a table and insert a caption to a table.

Table 2. My Favorite Table.

	Cell (1,1)

Row 1 Title
	Cell (1,2)

Some data
	Cell (1,3)

Some more data.

	Cell (2,1)

Row 2 Title
	Cell (2,2)

Some data
	Cell (2,3)

Some more data.


To insert a caption, highlight the table, and select “Caption” in the “Insert” menu. You do not need to type the word “Table.” The label will be supplied. These are automatically numbered. Type a period after the table number, a space, a table title, and a period. If you insert a new table, you can force an update of numbers by Edit | Select All, followed by pushing function key F9 at the top of the keyboard. This will update page references also.

Table 3. Table Using Formulas.

	Variable
	A
	B
	Sum

	Sample 1
	3
	4
	7

	Sample 2
	2
	5
	7

	Column Sums
	5
	9
	14


Table 3. Table Using Formulas.  XE "table:formulas" demonstrates the use of formulas in a table to compute simple row and column sums. To insert a formula, select Table | Formula…

To reference a table from somewhere else in the thesis, use Insert | Cross-reference… and select Reference type: Table. Under “For which caption:”, select the particular table you want to reference. Under “Insert reference to:”, make the selection that fits the context. You can select

· Entire caption: label, number, and text. Example for Table 3 is “Table 3. Table Using Formulas.”

· Only the label and number. Example for Table 3 is “Table 3.”

· Only the caption text. Example for Table 3 is “Table Using Formulas.”

· Page number. Example of Table 3 is page 27.

· Above/below. This tells the reader if the referenced table is immediately above or below the current text. Example of Table 3 is “above.” “Above” means “earlier in the document,” not necessarily on the same page. “Below” means “later in the document,” not necessarily on the same page.

Equations

 XE "equations" Microsoft Word includes an  XE "equation:editor" equation editor which can do simple equations. To do an equation, use Insert | Object. Select: Microsoft Equation 3.0. After the equation editor opens, you might need to select View | Toolbar from a menu in the equation editor window. Usually, this is unnecessary. 

 XE "equation:numbering" To generate an equation number, use Insert | Caption. In the example below, the equation was inserted inside parentheses at a center tab, and the equation number inserted following a right-aligned tab. 
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(Equation 1)
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(Equation 3)

This is a reference to the equation for the area of a circle: [image: image7.wmf]2
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(Equation 2). The equation cross-reference selected was to insert “only the label and number.”  XE "equation:referencing" Try a cross-reference to the next equation. [image: image8.wmf]òò
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(Equation 3). Not everything works perfectly. 

If you do a paper with more than 10 equations, you need to be using Scientific Word (http://www.tcisoft.com) rather than Microsoft Word. It does an excellent job. Documents that contain many chapters or are very long are much better done using Scientific Word than using Microsoft Word or Word Perfect.

Figures

 XE "figure" A figure, or illustration, is material that cannot be typeset using characters from a font set. Figures include pictures XE "picture" , sketches XE "sketch" , charts XE "chart" , plots XE "plot" , graphs, and other non-textual material.

 XE "figure:caption location" The caption for a figure usually is placed below the figure. To insert a caption, highlight the figure, and select “Caption” in the “Insert” menu. You do not need to type the word “Figure.” The label XE "figure:label"  will be supplied.  XE "figure:numbering" These are automatically numbered. Type a period after the figure number, a space, a figure title, and a period. If you insert a new figure, you can force an update of numbers by Edit | Select All, followed by pushing function key XE "function key:F9"  F9 at the top of the keyboard.

Before inserting a figure, a good technique is to hit enter three times to create three blank lines. Insert the figure on the middle blank line. It is usually good to first set the middle blank line to center-align.

[image: image9.wmf]
Figure 3. Light Bulbs. A Bright Idea.

It has been said that a good picture is worth a thousand words. Chosen well, a good picture or illustration can convey a concept with much more efficiency than many words. The choice between a picture or an illustration depends upon the message or concept you need to convey. Some concepts are much better conveyed by an illustration than a picture.

It is also true that a good word is worth a thousand pictures. (Ravi Zacharias, “Jesus, As They Saw Him”, CD #133, Let My People Think, broadcast 04 January 2004)

Chapter 5

CSC-100 Term paper requirements

 XE "requirements" A formal eleven (11) page research paper is required for this course. The primary goal is to gain experience in using a word processor XE "word processor"  to prepare a paper in the format of a senior thesis XE "senior thesis" . A senior thesis in your own major is very helpful in gaining acceptance into a graduate school of your choice. A secondary goal is to further develop insights into the world of computers.

 XE "proofreading" Make sure you proofread! A good paper is revised several times before it is released for publication. It is usually a good idea to not look at a paper for 3 or more days before proofreading it. Otherwise, you may “see” what you think should be there rather than what actually is there.

Use “Help” to explore ways to fix problems. At first, this is a time consuming approach. It will become faster as you gain experience.
Topic Selection
 XE "term paper topics" Any topic relating to the subject of Computer Information Systems will be acceptable. Permission for a topic choice is not required from the Instructor. Keep it simple. No paper may contain pornography or profanity. The topic may be controversial if discussed in a scholarly manner. Ideas for topics are given in Chapter 6.

Term Paper Format and Writing Guidelines

The paper must be double spaced, and use the APA writing style as modified in the bibliography section of this sample term paper. APA style references are used in this sample paper. 

There are several writing styles, such as APA, MLA, Chicago, AIP, IEEE, or other recognized academic journal styles. There are many good sources of information about these styles for free on the Internet.

· Download Template for Penn State Senior Thesis: http://css.its.psu.edu/theses/psuthesi/download.html#windows 

· The Pennsylvania State University guides for senior theses: http://www.scholars.psu.edu/thesis/guide.htm 

· Purdue: http://owl.english.purdue.edu/handouts/research/index.html
· Columbia University: http://www.columbia.edu/cu/cup/cgos/idx_basic.html 
· Princeton Writing Center: http://webware.princeton.edu/Writing 
· Harvard Writing Center: http://www.fas.harvard.edu/~wricntr 
· University of Wisconsin – Madison: http://www.library.wisc.edu/libraries/Memorial/citing.htm 
· Indiana University Bloomington: http://www.indiana.edu/~wts/wts/resources.html 
· U.S. Naval Academy: http://www.usna.edu/Library/CitingYourSources.htm 
· The Pennsylvania State University Writing Center: http://www.psu.edu/dept/cew 

· Writing and Presenting a Thesis: http://www.learnerassociates.net/dissthes 

· Medical and Health Related Thesis: http://www.apconline.org/journals/annals/01jan97/unifreqr.htm 

· American Institute of Physics: http://www.aip.org/pubservs/style/4thed/toc.html 
· American Statistical Association: http://www.amstat.org/publications/style-guide.html
· Institute of Electrical and Electronics Engineers: http://www.ieee.org/organizations/pubs/transactions/auinfo97.pdf
Required Elements of Term Paper

Boiler Plate Material

 XE "boiler plate" The paper must include a title page, an abstract (half a page maximum), table of contents, list of tables, list of figures, bibliography or works cited page, and a glossary.

Body Content Material

The paper must have an introduction chapter, a conclusions chapter, and at least one more chapter.

 XE "body content" You must include at least 2 footnotes, 3 references, 1 table, 1 figure, and 1 equation created with Microsoft Equation Editor. Tables and figures must be numbered and have captions. The equation must use a symbol not normally available through the Microsoft Word keyboard or Insert | Symbol. The equation must have a two-dimensional format that is not available through merely using Format | Font with superscript or subscript spacing.

If you do not have a real table for your term paper, invent one and remark in your paper that it was merely invented to fulfill the requirement for having a table. If your topic does not need equations, copy an equation out of a math book and remark in your paper that it was merely included to fulfill the requirement for having an equation. The equation must include symbols and  two-dimensional formatting that are not normally available from Microsoft Word in text mode. The solution to the quadratic equation, with the square root symbol in the numerator of a fraction, is an example. You are not required to number the equation.

You should be able to find or create a picture or sketch. It does not have to be professionally drawn.
Meeting the Page Count Requirement

Each boiler plate item listed above counts as a page.

To receive credit for a page of text, the page will have to be at least 75% completed. At least 3 pages must be of significant content text.

Up to two pages of space may be credited for figures and tables related to the term paper topic.
Chapter 6

Term Paper topics

 XE "term paper topics" There are several goals of this project. This first goal is for the student to gain experience at using a word processor in producing an academic paper using advanced features. The second goal for the student is to do additional in-depth study on a topic of computers, or their use, that is of interest to you. The third goal is for the student to continue learning to express ideas clearly in formal writing.

The list of topics below is not proscriptive. It is intended that this list act as a springboard to help the student discover a topic of interest for further exploration. It is not a requirement to select from this list!

· Ethics
· Use of computers in the work place.
· Collecting personal information in correlated databases for government use or public dissemination.
· Downloading music or publications.
· Society
· Use of computers for voting.
· Use of Radio Frequency Identification (RFID) devices.
· Use of nanotechnology with computers in medical diagnosis and treatment.
· Embedded processors in entertainment systems to prevent illegal copying, prevent skipping over commercials, and to control use as desired by the entertainment industry.
· Hardware

· Selecting a printer.

· Computer Technology

· Explore a particular technology to learn about it.

· Contrast competing technologies for a particular application.

· Communications Technology

· Application Software

· General Office Productivity Software

· Project Management

· Setting up a Small Business Office

· Engineering

· Engineering drawings

· Engineering: PSpice, SysNoise, I-Deas

· Mathematics

· Computer Algebra Systems (CAS)

· Graphics for Mathematics

· MathML

· Special Application Software for Your Discipline

· Medical

· Dental

· Law: WestLaw

· Real Estate.

· Multiple Listing System (MLS)

· Golf Management

· Manufacturing

· Publishing Industry 

· Desktop publishing software.

· Typesetting languages: TeX, LaTeX, SGML, XML, MathML

· Graphic arts software.

· Specialized computer hardware.

· Specialized computer software. 

· Statistical Packages: SAS, SPSS, BMD, MiniTab

· Mathematics: Macsyma, Mathematica, Maple, MatLab, Derive, Scientific WorkPlace, Scientific Notebook

· Computer Industry Careers

· Computer Industry Investments

· Embedded Computers: vehicles, home appliances, entertainment devices

· Searching Techniques on the Internet

· Evaluating Truthfulness of Articles on the Internet

· Junk Email Wars

· Internet Filtering

· Government Information and Resources on the Internet

Chapter 7

academic writing

Keys to Effective Performance on Writing Assignments

The single most effective act most students can do to improve performance on an assignment is to read the assignment requirements closely. The next most effective act to improve a writing assignment is to prepare a brief outline. This will help provide a clear structure to thoughts.

Formality

Formal academic writing is to convey needed information in a compact form to allow a reader to identify relevant information, check facts, and make decisions.  Formal academic writing is not merely the accurate written rendering of good spoken language. Written language must be more standardized than spoken language so that it can be understood by a larger variety of people. Rules of written grammar must depend only on the written form without regard to regional differences in pronunciation. Academic writing must lend itself to efficient machine translation to other languages. Formal academic writing is also timeless; the article must make sense even when read 30 years, or 130 years, from the time it is written.

Formal academic writing is impersonal and dispassionate. The purpose is to reduce the importance of rhetorical skill, and to increase the importance of factual content. This distinguishes formal academic writing from most other forms of good written communication. Avoid the use of personal pronouns, such as: I, you, he, she, we, or they. The article and its conclusions should be valid regardless of who is writing them. Avoid words that convey emotion or subjective evaluation.

Organize similar concepts together. Discuss points in the relative order of importance, with the most important being first. The transition from one topic to the next should flow smoothly. The first sentence of each paragraph should be the best one-sentence statement of the most important point of the paragraph.

Vocabulary, Idioms, Slang, Contractions

The academic world is international, especially on major university campuses. Formal writing is to be understandable by educated people for whom English is not the native language. Assume foreign speakers can use a dictionary to translate. Try to choose words that have only one meaning. You do not need to avoid using technical words or words that express specific meanings very clearly. If words are very specialized, either define them in a glossary or identify a dictionary or reference
 in which they may be found. A person should not need to live in our culture to understand what is being written. Minimize the need for understanding context or situation when a word is used.

Writing that is acceptable for newspapers, magazines, and personal correspondence is not necessarily appropriate for formal academic work. Formal writing should not include idioms, figures of speech, colloquialisms, slang, or complicated sentence structures. Avoid using contractions in formal writing.

Abbreviations and acronyms may be used only after being defined in the article. It is better to avoid abbreviations and acronyms in formal writing unless they add clarity or replace redundant use of the full phrase. For example: Internet Protocol (IP) address, hyptertext markup language (HTML). Once defined, the abbreviation or acronym may be used later in the article. In a manuscript exceeding 10 pages, it is a good idea to repeat the definition, or to have a list of definitions.

Formal academic writing requires different skills than entertainment or letter writing. Do not use symbols as a substitute for the words “and” and “or,” such as “&,” “+,” and “/.”

Gender-Neutral Writing

Do not permit political correctness and gender sensitivity to lead you to awkward or repetitive grammatical constructs. If you do not have a smooth flowing gender-neutral word or phrase, choose just one gender-specific pronoun. Educated people understand gender-specific pronouns to include the gender-neutral case unless context prohibits such understanding. Avoid “she/he/it,” “she or he,” and similar forms, when repeated use adds little informational value and your intent is to indicate a generic person. Be careful not to invent gender-neutral replacements for gender specific words if such use misrepresents the concept to be conveyed, or if such a construct invites derision. For example, do not use “mailperson” instead of “mailman.” You could instead choose “letter carrier.”

Conjugation of the Verb “to be”

	Tense
	Singular
	Plural

	
	I
	you
	he, she, it
	we
	you
	they

	Present
	I am
	you are
	he is
	we are
	you are
	they are

	Past
	I was
	you were
	he was
	we were
	you were
	they were

	Future
	I will be
	you will be
	he will be
	we will be
	you will be
	they will be

	Present Perfect
	I have been
	you have been
	he has been
	we have been 
	you have been
	they have been

	Past Perfect
	I had been
	you had been
	he had been
	we had been
	you had been
	they had been

	Future Perfect
	I will have been
	you will have been
	he will have been
	we will have been
	you will have been
	they will have been


Singular and Plural

The subject and a verb of a sentence must agree in number. When a word refers to just one person or thing, it is called “singular” in number. If a word refers to more than one person or thing, it is called “plural” in number. Sometimes, you want to refer to a collection of things as one set. Do you use singular or plural? You can clarify the situation by explicitly referring to that collection as a set. When you are referencing the whole set as a set, use the singular case. When referencing the collection of individual elements, use the plural.

For regular verbs, form the third person singular case by adding an “s” to the end of the word.

	Singular
	Plural

	I buy

You buy

He buys; the business buys
	We buy

You buy

They buy; businesses buy


Pronouns

	Singular
	Plural

	This toy

That toy
	These toys

Those toys


Possessive Case versus Plural

If a noun ends in “s” or “z,” the possessive case is formed by appending an apostrophe to the noun. Otherwise, the possessive case is formed by appending an apostrophe followed by “s.”

If a noun ends in “y,” the plural is formed by dropping the “y” and appending “ies.” The singular possessive case is formed by appending an apostrophe followed by an “s.” The plural possessive case is formed by appending an apostrophe to the plural case.

	Singular
	Possessive Case
	Plural
	Plural Possessive

	business
	business’
	businesses
	businesses’

	company
	company’s
	companies
	companies’


The Three Letter Acronym (TLA) is in common use in the computer and engineering worlds. Some acronyms eventually become accepted as regular words, such as sonar, radar, and laser. Before this time, acronyms are written in all upper case letters. The following table illustrates formation of the plural and possessive cases.

	Singular
	Possessive Case
	Plural
	Plural Possessive Case

	TLA
	TLA’s
	TLAs
	TLAs’


Pronouns

If a pronoun (he, she, it) is used, the noun it refers to must be in the same sentence or the immediately preceding sentence. Make obvious what you are referring to when you say “it.”

	Nominative Case Singular

	I
	I read the book.

	you
	You read the book

	he, she, it
	He reads the book.

She reads the book.

It reads the book. (Said of something from Alpha 319.)


	Nominative Case Plural

	we
	We read the book.

	you
	You read the book. (Said to a class.)

	they
	They read the book.


	Nominative Case Singular or Plural

	who
	That is the person who reads the book.
They are the people who read the book

	whoever
	Whoever reads the book will learn.


	Objective Case Singular

	me
	Show the book to me.

	you
	I show the book to you.

	him, her, it
	Show the book to him.
Show the book to her.
Show the book to it. (There is that Martian, again!)


	Objective Case Plural

	us
	Show the book to us.

	you
	I show the book to you all.

	them
	Show the book to them.


	Objective Case Singular or Plural

	whom
	Show the book to whom it belongs. (A person.)
Show the book to whom it was written. (A class.)

	whomever
	Show the book to whomever it applies.


	Possessive Case Singular

	my, mine
	That is my book.
	That book is mine.

	your, yours
	I see your book.
	That book is yours.

	his, her, its
his, hers, its
	That is his book.
That is her book.
Red is its color.
	That book is his.
That book is hers.
The red color is its.


	Possessive Case Plural

	our, ours
	Come to our class.
	That class is ours.

	your, yours
	Come to your class.
	That class is yours.

	their, theirs
	Go to their class.
	That class is theirs.


	Possessive Case Singular or Plural

	whose
	Whose book is this?
	Whose continent is this?

	whosever
	Whosever book this is must claim it.
	Whosever cars these are must claim them.


The works “a,” “an,” and “the” are special adjectives called “articles.” Articles are used with a noun to specify whether you are referring to a specific object or are intending the object to be understood as just a representative of a class of similar object.

· “Go to the store” implies you have a specific store in mind. The word “the” is called the “definite article.”

· “Go to a store” implies you do not care which store is visited. The works “a” and “an” are called “indefinite articles.”

Use the article “an” rather than “a” when the next word begins with a vowel sound, or if the next word begins with “h” and the “h” is silent. An example of this rule is “It is an honor to have you as a student.” The purpose of using “an” is to provide a non-vowel sound before a vowel sound.

Parsimony

In formal academic writing, try to express your thoughts accurately using the fewest possible words. If you can delete words from a sentence without changing the meaning of the sentence, then those words are unnecessary. The technical word for this idea is “parsimony.” This is one important quality that is very different from entertainment writing. Redundancy is considered occasionally useful in entertainment writing.

Numbers

When referring to quantities, write the names of small numbers (one, two, …) rather than using Arabic numerals, except in the context of mathematics, science, or engineering. When numbers are labels, such as No. 10 Downing Street, use the number symbol.

Commas

Many people have difficulty knowing when to use commas. If commas have been inserted into your essay, check your grammar book for the grammar rules on commas. Commas serve to help a person parse a sentence into units of thought. When we speak, we do this by pausing, changes in speed and tone of voice, or body language. A person looking only at written text does not have these clues.

Use commas to separate words, phrases, and subordinate clauses written in series. 

· The saint honored God, prayed daily, spoke truthfully, and acted kindly.

Use commas to isolate expressions which interrupt a sentence.

· Of course, John needs to review comma usage.

· Mary, of course, needs to review comma usage.

· Barasum needs to review comma usage, of course.

Use commas before and, but, or, nor, and for when they join main clauses, unless the clauses are very short.

Use a comma after an introductory adverb clause.

· After she outlined her thoughts, she wrote her essay.

· Because he did not bring a pencil, Darin used a pen.

· If the computer ceases to respond, we use Control-Alt-Delete to restart the machine.

Homonyms (and Almost Homonyms)

Learn the difference of meanings and usage of the groups of words identified below.

	two, to, too

	threw, through

	by, buy, bye

	enter, inter-

	their, they’re, there

	blue, blew

	right, write, wright

	its, it’s


References

The purpose of a reference citation in academic writing is to give enough information so that a reader can efficiently find the material being cited. For college level writing, get into the habit of recording bibliographic information when preparing reports and essays. Information in academic writing for which bibliographic citation is absent implies

· The facts or creative works presented are thoughts created by the author, or

· The facts are common knowledge (such as “the sky is blue”).

Otherwise, the academic world treats use of such information as plagiarism, which is the act of presenting an idea as the author’s own idea when it is not. The issue of who first came up with an idea is important to scholars; it is the equivalent of establishing bragging rights. Even when material is not protected by copyright, the ethics of the academic world require proper crediting of sources. Copyright permission must be diligently obtained from copyright holders of material being used.

The Modern Language Association (MLA) format for references are easy to prepare in advance. NoodleBib provides such a tool on the Internet. It is easy to use. http://noodletools.com/noodlebib/index.php. There is a nominal fee of $4 for 3 months (in 2003). It is great if you have many references. Here is an example of a text. The authors are: Gary B. Shelly, Thomas J. Cashman, Misty E. Vermaat, Susan L. Sebok, and Dolores J. Wells

Shelly, Gary B., et al. Discovering Computers 2004: A Gateway to Information. Web Enhanced, Complete, 2nd Printing ed. Boston, MA: Course Technology, 2003. B.03. Figure B-4, Number Systems Table.

Appendix A

Appendix A. About appendices

An appendix XE "appendix"  is used as a repository for information that supports the thesis, but is secondary to the main body of the thesis. Like chapters, a different appendix is used for each major topic. An appendix is an appropriate place to document computer programs, archive raw data, maps, pictures, or other material relevant to the thesis, to document detailed procedures, experimental details omitted in the main body, detailed derivations in mathematics or statistics, and other auxiliary material.

Appendices are usually identified by a letter rather than a number. If the number of appendices exceed the number of letters of the alphabet, consult a style manual such as the Government Printing Office Style Manual, or the Chicago Style Manual. Like chapters, each appendix begins on a new page.

Appendix B

appendix B: Term Paper Grading Guidelines

Student:
Points:

 XE "grading guidelines" 

 XE "term paper:grading guidelines" 
1. 3* Topic related to subject of Computers, Computer Information Systems, or their use.

2. 4* Cover sheet

a. [1] Format is formal

b. [1] Title

c. [1] Author

d. [1, extra credit] “Submitted in partial fulfillment…” line

e. [1, extra credit] Course title

f. [1, extra credit] Institution

g. [1] Date Submitted 

h. [1, extra credit] Approval signature line

i. [1, extra credit] Approval date

j. [1, extra credit] Permission to copy statement and signature line.

3. 4* Abstract

a. [1] Not more than half a page.

b. [1] Begins on a new page

c. [1] Very brief reference to key concepts.

d. [1] Brief statement of the most important conclusions.

4. 6* Table of Contents

a. [1] Begins on a new page

b. [1] Labeled as a Table of Contents

c. List all chapter titles

i. [1] Titles of all chapters listed.

ii. [1] Wording of all listed titles match the wording in the text exactly.

d. [1] Page numbers correct

e. [1] Use dot leaders

5. 3* List of Tables

a. [1] Begins on a new page

b. [1] Labeled as a List of Tables

c. [1] List all tables, with table titles and page numbers.

6. 3* List of Figures

a. [1] Begins on a new page

b. [1] Labeled as a List of Figures

c. [1] List all figures, with figure titles and page numbers.

7.  [1, extra credit] Dedication

8.  [3, extra credit] Acknowledgments 

9.  [1, extra credit] Prologue, Preface, or Forward

10.  [1, extra credit] Epigraph or Frontispiece

11. Text body

a. 12* Content. This must be real.

i. [4] Develop paper on the stated topic.

ii. [2] Do not address issues irrelevant to the stated topic.

iii. [3] Basic statements must be factual.

iv. [3] Conclusions must logically follow from facts as presented in the paper.

b. 5# Organization

i. [1] Group similar concepts together.

ii. [1] Start each chapter on a new page.

iii. Logical arrangement of groups.

1. [1] First paragraph in a chapter should be the most important paragraph in the chapter.

2. [1] First sentence of each paragraph should be the most important sentence in the paragraph.

iv. [1] Logical transition from one topic to another.

c. 8 Format

i. [3*] Use the APA style. Look for consistency.

ii. [1] Titles must be in title case.

iii. [2*] Double spaced.

iv. [1] Font must be consistent in type face, size, and emphasis except for purposeful special effects.

v. [1] Margins must be consistent.

d. 5* Citation of Sources

i. [2] Sources of facts that are not common knowledge must be properly accredited.

ii. [3*] Cite at least 3 references. At least 3 must be real. Use the APA format.

1. [1, extra credit] for each real reference actually used over the minimum requirement of 3 references.

e. 19* Special Content Elements

i. [4*] At least 2 footnotes. These may be fictional.

ii. [2*] At least 1 table. This may be fictional.

1. [2*] Table must be numbered.

2. [2*] Table must have a caption. Caption above table.

iii. [2*] At least 1 figure. This may be fictional.

1. [2*] Figure must be numbered.

2. [2*] Figure must have a caption. Caption below figure.

iv. [1*] At least 1 equation. This may be fictional. Use Microsoft Equation Editor.

1. [1*] Equation must use a symbol not normally available through Microsoft Word keyboard or Insert | Symbol.

2. [1*] Equation must have a two-dimensional format that is not available through merely using Format | Font with superscript or subscript spacing.

f. Language

i. 3# Style

1. [1] Do not permit informal language.

2. [1] Avoid use of personal pronouns. Permit only if essential.

3. [1] Avoid use of subjective assessment, such as “I think,” “I feel,” or “I like.”

ii. 4# Vocabulary

1. [1] Use technical vocabulary appropriate to the discussions.

2. [1] Avoid slang, idioms, contractions.

3. [1] Use abbreviations and acronyms only after being defined first.

4. [1] Do not use symbols such as &, +, / in place of “and” or “or.”

iii. 3# Spelling

1. [2] No spelling errors. The spelling checker spots errors, so no leniency on this.

2. [1] Choose the right spelling. Homonyms.

iv. 5# Grammar

1. [1] Consistency in tense in a sentence (past, present, future).

2. [1] Consistency in number (singular, plural). Verb must agree with the subject in number.

3. [1] Possessive versus plural used appropriately.

4. [1] Pronouns reference the immediately preceding sentence or clause.

5. [1] No other grammar errors.

a. [-0.5 for each major error.]

b. [-0.1 for each minor error.]

12. [1, extra credit] Epilogue

13. 4* Works Cited, Bibliography, or References page.

a. [1] Begins on a new page.

b. [1] Labeled as Works Cited, Bibliography, or Reference.

c. [2] Use the APA format for references.

d. [1 extra credit point, for each additional reference type of reference actually used to develop topic content, beyond 1 type. Purpose: encourage learning to cite more than one type of reference properly.]

14. 4* Glossary

a. [1] At least one entry by student.

b. [1] Begins on a new page

c. [1] Labeled as Glossary or Definitions

d. [1] List term

15. [5, extra credit] Index with at least one entry.

a. [1] Begins on a new page.

b. [1] Labeled as Index.

c. [1] Include at least 4 words appearing in text.

d. [1] Include at least 1 word in index that locates a concept in the text without that word.

e. [1] At least one word indexed to several pages, with one page identified as a primary reference by the page number printed in a different format.

16. 3* 11 page requirement met

a. [3] 75% of page must be text to qualify towards page count.

b. [1 extra credit for each page over 3 pages of actual topic content text using the 75% rule, excluding pages of only tables and figures.]

17. 2* Miscellaneous: items unanticipated by this guide.

18. [0 on paper if present, with no option to edit.] No pornography or profanity.

* Identifies items explicitly stated in the syllabus under “Research Paper.”

# Identifies items associated with college level writing.
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 XE "bibliography" The purpose of a reference entry is to make it easy for a reader to locate and retrieve a work that was cited. This example bibliography XE "bibliography"  includes references to many types of publications, including those found on the Internet. Specific guidelines may seem arbitrary to the new reader of academic literature. The guidelines vary from one style to another, so be sure to consult the guidelines for your chosen style. In general, a reference entry has the following information:

Author's Last Name, Initial(s). (Date of Work, if known). Title of work. Title of complete work. [Publication medium (i.e., graphics file) if applicable], page(s). Retrieved Month day, year from the World Wide Web:  protocol and address
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· Use of inverted word order for the first author’s name makes it possible to use MS Word’s “Table | Sort” feature to alphabetize entries.

· For this term paper, include first and middle names when known. This differs from the formal APA format.
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· Date of work following the authors’ names: (2004, April 11). The year is in parentheses. If a full date is known, the year is first, separated by a comma. Month names are spelled out in full, not abbreviated.
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Left justify the first line of each reference entry. Use ½ inch hanging indent for subsequent lines of each entry.

References are normally not separated by type of publication. In the bibliography below, the separation by category is to help the student see various format examples. The last entry in square brackets identifies the type of publication, and is not part of the reference.
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Corporate or Government Publication without Personal Author
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International Business Machines. (1999). ESA/390 Principles of Operation, Doc. Num. SA22-7201-06. Retrieved 10 June 2002 from http://publib.boulder.ibm.com/cgi-bin/bookmgr/BOOKS/DZ9AR006/CCONTENTS [Corporate document retrieved from a web site.]

Microsoft Corporation. (1999). thesis.doc. [CD-ROM]. Microsoft Office 2000 Premium Disc 1. [Proprietary electronic file distributed on computer storage media.]
SAS Institute. (1999). Working with Packed Decimal and Zoned Decimal Data. SAS Language Reference: Dictionary. Retrieved 09 June 2002 from http://www.rdg.ac.uk/ITS/Topic/Stats/StGSAS8_01/SAS8/lgref/z1131887.htm [Article within a publication retrieved from a web site.]

United States Government Printing Office Style Manual 2000, U.S. Government Printing Office 2000 (p. 189).  Retrieved 26 June 2002 from http://www.access.gpo.gov/styleman/2000/style001.html [Government manual retrieved from web site.]

Personal or Corporate Web Site

Arnold, Douglas N. (2000, August 23). The Patriot Missile Failure. Retrieved 04 June 2002 from http://www.ima.umn.edu/~arnold/disasters/patriot.html [Web site article.]
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Computer. One who, or that which, computes; calculator, a calculating machine.

Computist. One skilled or employed in computing; formerly, an accountant.

Glossary Definition. This is the style of text in the definition portion of a glossary item. Select Style on the Formatting toolbar.

Glossary Entry. This is the style of text in the entry portion of a glossary item. It appears in bold print. Select Style on the Formatting toolbar.
Literate. (1) Instructed in letters; educated; able to read and write. (2) One admitted to holy orders without having a university degree.
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end notes

Microsoft end notes are placed at the very end of a document. If you want any pages after end notes, such as a vita, prepare them as a separate document.

� Here is a footnote.


� Here is another footnote.


� For example, Ito (1987).





� This is an example of an End Note.
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