PURDUE UNIVERSITY THESIS/DISSERTATION FORMATTING HANDBOOK

This handbook provides formatting requirements for your thesis/dissertation when using the Microsoft Word template. The following pages provide detailed information regarding formatting requirements for your paper, starting with the Title page. The title page will not have a page number. The title will be size 14 font, all caps, Times New Roman while the rest of the title page is size 12 pt font.  Certain sections on the Title pages have drop-down boxes. You will need to select the appropriate answer for all dropdown boxes. This includes Thesis (for masters) or Dissertation (for PhD), Choose Degree, Choose Department, Choose Campus Location, and Choose Graduation Term. 

The Committee page comes after the Title page and will be page 2 of your paper. You will need to manually input your committee information on page 2. We ask that you only list your committee member’s primary department. The name after “Approved by:” should match the name listed on your Form 9 as “Thesis Form Head”.  

Follow the instructions within this guide when writing your thesis/dissertation. When you are ready to write your thesis/dissertation, download the Microsoft Word Thesis Template available at https://www.purdue.edu/academics/ogsps/thesis/templates/ and use it to write your paper. Please be careful when making changes so that you do not override/change the template formatting. 

IMPORTANT NOTICE: students are required to have the formatting in their dissertation or thesis reviewed by the Thesis & Dissertation Office during the semester in which the student intends to deposit. Format review deadlines vary for CAND 99100 and CAND 99200 registrants.  Please review the Graduation Dates and Deadlines calendar to locate semester format review deadlines.  Theses/dissertations that do not contain Export-Controlled/CUI content should be emailed to thesishelp@purdue.edu for format review.  However, theses/dissertations that do contain Export-Controlled/CUI content must schedule an in-person formatting consultation with the Thesis & Dissertation Office. If you have questions, please feel free to contact the Thesis & Dissertation Office by telephone at (765) 494-2600 or by email at thesishelp@purdue.edu.

TITLE OF THESIS
by
Your Name

A Thesis
Submitted to the Faculty of Purdue University
In Partial Fulfillment of 



Choose Degree
[image: Purdue University seal]

Choose Department
Choose Campus Location, Indiana
Choose Graduation Term
The title will be size 14 font, all caps, Times New Roman while the rest of the title page is Times New Roman, size 12 pt font. You will need to select the appropriate answer for the following dropdown boxes: Thesis (for Masters) or Dissertation (for PhD), Choose Degree, Choose Department, Choose Campus Location, and Choose Graduation Term. Note that on the template the Title page will not have a page number. This is correct, do not add a page number to the title page.





THE PURDUE UNIVERSITY GRADUATE SCHOOL
STATEMENT OF COMMITTEE APPROVAL
Prof. John Doe, 
Choose Department
Prof. Jane Doe, 
Choose Department
Prof. James Doe, 
Choose Department
Prof. Add or Delete Committee Member, 
Choose Department
Prof. Add or Delete Committee Member, 
Choose Department

Approved by:
Dr. Type the FORM 9 (ETAF) Thesis Form Head name here

The Committee Approval page comes after the Title page. You will need to manually input your committee information on this page. We ask that you only list your committee member’s primary department. The name after “Approved by:” should match the name listed on your Form 9 as “Thesis Form Head”. The Committee Approval page will be page 2 of your paper and will have a page number. The Title page is the only page in your thesis/dissertation that will not have a page number. See section 1.7 in this handbook for more information on page numbering.
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This page is OPTIONAL and is used for personal dedications. This page is formatted using italicized font, 1.5 line spacing, and centered horizontal and vertical alignment. If you do not intend to personally dedicate this document to anyone, delete this page.

ACKNOWLEDGMENTS
This page is OPTIONAL. The acknowledgements section is typically reserved for professional dedications. You may also include funding information or any other copyright acknowledgments. If you do not intend to professionally dedicate this document to anyone, delete this page. 
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This existing Table of Contents is already formatted for your use. Do not delete or modify it. After you have added your headings and subheadings throughout your document, right-click on the Table of Contents and select “update field,” then click “update entire field” and the entire table will update to reflect all your major headings, chapter title headings, subheadings, and page numbers. All major headings and chapter title headings should appear in all caps. Subheadings should appear in sentence case.

[bookmark: _Toc226370569][bookmark: _Hlk155702102]LIST OF TABLES
Table 1.1. This is an example of a Purdue formatted table caption. Use 24-point Before and 6-point After spacing for the caption.	22
Table 1.2. This is an example of a Purdue formatted table caption with a separate full caption description underneath.	23

This existing List of Tables is already formatted for your use. Do not delete it. After you have properly captioned all your tables in the document, right-click on the list above and select “update field”, then click “update entire field” and the entire list will update to reflect all your table captions. If your document does not include any tables, delete this page.
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Figure 1.1. This is an example of a Purdue formatted figure caption. Use 6-point Before and 24-point After spacing for the caption.	21
Figure 1.2. This is an example of a Purdue formatted figure caption with a separate full caption description underneath.	22

This existing List of Figures is already formatted for your use. Do not delete it. After you have properly captioned all your tables in the document, right-click on the list above and select “update field”, then click “update entire field” and the entire list will update to reflect all your table captions. If your document does not include any tables, delete this page.


[bookmark: _Toc226370571][bookmark: _Toc459724301][bookmark: _Toc461440484][bookmark: _Toc461441029][bookmark: _Toc461441360][bookmark: _Toc461443290][bookmark: _Toc461452504][bookmark: _Toc461452541][bookmark: _Toc461452578][bookmark: _Toc461452613][bookmark: _Toc491095425]LIST OF SCHEMES
Scheme 1.1. This is an example of a formatted scheme and caption.	23

This existing List of Schemes is already formatted for your use. Do not delete it. After you have properly captioned all your tables in the document, right-click on the list above and select “update field”, then click “update entire field” and the entire list will update to reflect all your table captions. If your document does not include any tables, delete this page.


[bookmark: _Toc226370572]EXTRA HEADINGS
This page may be used for a Glossary, List of Abbreviations, List of Symbols, or Nomenclature. Rename the heading above for what is being included on this page, then replace this paragraph text with your contents. Contents should be spaced consistently and should be sorted in alphabetical order.
Do not use this page to include more than one type of data (Glossary, List of Abbreviations, List of Symbols, or Nomenclature). Instead, create a new page for each type and use the MAJOR HEADINGS heading style.
If you do not have a Glossary, List of Abbreviations, List of Symbols, or Nomenclature section, delete this page.

[bookmark: _Toc459724302][bookmark: _Toc461440485][bookmark: _Toc461441030][bookmark: _Toc461441361][bookmark: _Toc461443291][bookmark: _Toc461452505][bookmark: _Toc461452542][bookmark: _Toc461452579][bookmark: _Toc461452614][bookmark: _Toc491095426][bookmark: _Toc226370573]ABSTRACT
An abstract is a concise summary of your thesis, which is REQUIRED to be included in this document. A typical thesis abstract should be a single un-indented paragraph. Although Purdue does not place a limit on the length of an abstract, try to limit it to 250 words. Please summarize your research and be efficient in your writing when creating your abstract.


[bookmark: _Toc226370574]THESIS FORMATTING GUIDE
[bookmark: _Toc164184610][bookmark: _Toc164186304][bookmark: _Toc166245102]Students must follow the formatting noted in this handbook to write their thesis or dissertation. This handbook provides formatting information and requirements. Please thoroughly read this handbook as it contains important formatting information and instructions.
The actual template you will use to write your thesis or dissertation is available to download at https://www.purdue.edu/academics/ogsps/thesis/templates/. We suggest that you keep the Show/Hide tool (¶) found on the Home ribbon turned on when typing your thesis or dissertation so that you can see formatting within your document (spacing, page breaks, section breaks, etc.) Formatting is set in many areas of the template, so please be careful not to override template formatting if you paste content into the template.  Please do not copy the template into your own version of Microsoft Word as the template formatting settings will not copy over, and do not create and use your own settings within the template. 
IMPORTANT NOTICE: students are required to have the formatting in their dissertation or thesis reviewed by the Thesis & Dissertation Office during the semester in which the student intends to deposit. Format review deadlines vary for CAND 99100 and CAND 99200 registrants.  Please review the Graduation Dates and Deadlines calendar to locate semester format review deadlines.  Theses/dissertations that do not contain Export-Controlled/CUI content should be emailed to thesishelp@purdue.edu for format review.  However, theses/dissertations that do contain Export-Controlled/CUI content must schedule an in-person formatting consultation with the Thesis & Dissertation Office. 
If you have questions regarding information in this handbook, the template, or about formatting, feel free to contact us for help at thesishelp@purdue.edu.
[bookmark: _Toc226370575]Thesis/dissertation styles
Three types of thesis/dissertation styles are accepted by the Graduate School:
1) Traditional.
2) Article-Based
3) Creative Work
[bookmark: _Hlk166158954]For information on thesis styles and requirements, please see VII. Administering Graduate Degree Programs, C. Thesis and Dissertation Policies, 6. Thesis and Dissertation Structures and Formatting in the Purdue University Catalog (https://catalog.purdue.edu/content.php?catoid=16andnavoid=19690#theses). Thesis structures may vary by department. Please consult with your committee for specific departmental thesis formatting requirements.
[bookmark: _Toc226370576]Controlled vs. Non-controlled thesis or dissertation
Theses/dissertations containing content and data subject to Export Administration Regulations (EAR), International Traffic in Arms Regulations (ITAR), Nuclear Regulatory Commission (NRC), Department of Energy (DOE), and/or other controlled unclassified information (CUI) must meet specific federal security requirements and cannot be handled or stored in standard university systems. Theses with these security designations and requirements must be specially handled and cannot be submitted to the Hammer Research Repository, cannot be submitted through authenticate, and cannot be shared electronically through fax, email, links, etc. We cannot determine whether you have controlled data in your document. It is up to you, your sponsors, sources, and/or committee to determine whether you have controlled content in your document.
If your thesis or dissertation does not contain any of the information mentioned above, then it is non-controlled.
[bookmark: _Toc226370577]Draft review information
All students must have their completed thesis or dissertation draft reviewed as early in the semester as possible. We will cease formatting reviews and consultations 2 weeks prior to the deposit deadline. The formatting review method is based on whether the thesis or dissertation is controlled or non-controlled. Please see below for :
· Non-controlled thesis/dissertation - When you have a completed draft, email to us at thesishelp@purdue.edu. If you used the Purdue Microsoft Word template to create your draft, please send your thesis/dissertation to us as a Word document. If you used the Purdue Latex/Overleaf template to create your draft, please send your thesis/dissertation as a PDF document. We will review it as quickly as possible and provide you with any formatting feedback.
· Controlled thesis/dissertation - Do NOT email your draft or share it electronically. Instead, an in-person formatting review is required to ensure that your document remains confidential and secure (this means that you would need to bring your laptop with your document on it to the format review appointment). Follow the process steps and instructions for controlled thesis/dissertation reviews and submissions in this web link: https://www.purdue.edu/research/oevprp/regulatory-affairs/export-controls/guidance-documents/graduate-theses.php.
[bookmark: _Toc226370578][bookmark: _Toc164184621][bookmark: _Toc164186315][bookmark: _Toc166245113]Margins
The Title Cover Page and the Statement of Committee Approval page both require a 1.5” top margin and 1.0” for the left, right, and bottom page margins. All other pages require 1.0” margins on all sides.
[bookmark: _Toc226370579]Table of Contents
If you are working within this template to create your thesis/dissertation, you should not delete and create a new Table of Contents. Instead, keep the existing Table of Contents and just use the “Update Field” function to update the existing Table of Contents to reflect your headings/subheadings. 
To update an existing Table of Contents, right-click anywhere in the body of the existing Table of Contents to open a formatting options box. Click on “Update field” in the formatting options box, then click on “Update entire table”, and then click “OK”. The Table of Contents should update and populate all your headings, subheadings, and page numbers.
[bookmark: _Toc226370580]Page Breaks and Section Breaks
· Use “page breaks” (instead of using paragraph spaces) at the end of a page when you need to start a new chapter or major section on the next page.
· Use a “section break (next page)” if you need to put tables and figures on pages by themselves so that you can apply center vertical alignment to center them on the page (both at the end of the prior page and at the end of the page to be centered).
· DO NOT USE “section break (continuous)” as it can cause formatting issues.


[bookmark: _Toc226370581]Page numbering
Page numbering is set up and formatted in this template. Page numbering begins on page 2 (the Statement of Committee Approval page).
For portrait orientation pages, page numbers are located in the center of the page footer using Times New Roman 12-point font. Page numbering is already set for portrait orientation pages, so please do not change the page number formatting on those pages. 
For landscape orientation pages, the page number will need to be moved so that it is centered in the left page margin using the following steps:
1. On the landscape layout page, place the cursor in the page header, then click the “link to previous” button in the Navigation section of the Header and Footer tool ribbon. Then put the cursor in the footer and click the “link to previous button”. Doing this should unlink the header and footer for that page.
1. Repeat the first step above for the first portrait orientation page located immediately after the landscape orientation page.
1. Go back to the footer of the landscape page, place the cursor in the footer, click the Page Number drop-down in the Header and Footer tool ribbon, select Page Margins from the drop-down, and then select “Border Left”. You may have to scroll down to find “Border Left”. This will insert the page number in the left page margin of the landscape page.
1. [bookmark: _Hlk155778381]While still in the footer, click on the page number that is now located in the left margin, then go to the Home tool ribbon and click center alignment.
1. Keep the cursor on the page number in the left margin, then go to the Home tool ribbon, click on Shape Format tool ribbon, click the Text Direction drop-down and select “Rotate all text 90o”.
1. Click on the page number in the footer of the landscape page and then delete the page number from the page footer.



[bookmark: _Toc226370582]Font style, size, and spacing
The font style and size for all paragraphs throughout your document should be Times New Roman with 12-point font size. See headings, subheadings, and captions sections for additional font and formatting requirements.
[bookmark: _Toc226370583]Line spacing
· The Title Cover Page, Statement of Committee Approval, Table of Contents, and Dedications pages are already set using 1.5 line spacing and should not be changed. 
· [bookmark: _Hlk166662039]All other paragraph line spacing in this document can either be 1.5 line spacing.
[bookmark: _Toc226370584]Paragraph indentations
Please use only ONE of the following paragraph indentations and spacing options:
1) If you are using indented paragraphs, the first line of each paragraph must be indented to 0.5” and there should not be any paragraph spaces between each new paragraph. Ensure that your indentions are consistent and do not use varying indentation levels.
2) If you choose not to indent your paragraphs, then there must be only one paragraph space between each new paragraph.
[bookmark: _Toc226370585][bookmark: _Toc461440488][bookmark: _Toc461441033][bookmark: _Toc461441364][bookmark: _Toc461443294][bookmark: _Toc461452508][bookmark: _Toc461452545][bookmark: _Toc461452582][bookmark: _Toc461452617][bookmark: _Toc491095429]Paragraph alignment
[bookmark: _Hlk166661916]Purdue uses a justified paragraph alignment as it gives the document a clean, streamlined appearance. If your department specifically requires you to use left paragraph alignment, then use that alignment.
[bookmark: _Toc461440489][bookmark: _Toc461441034][bookmark: _Toc461441365][bookmark: _Toc461443295][bookmark: _Toc461452509][bookmark: _Toc461452546][bookmark: _Toc461452583][bookmark: _Toc461452618][bookmark: _Toc491095430][bookmark: _Toc226370586]Headings and Subheadings
Heading and subheading styles are already formatted, set up, and included in the Styles section of the Home tool ribbon. You should use them throughout your document so that they will populate accurately in the Table of Contents. You must type all headings in ALL CAPS. Subheadings must be typed in sentence case. All styles have built in spacing, so please do not add paragraph spaces above or below headings and subheadings. 
[bookmark: _Toc146537599][bookmark: _Toc146537646][bookmark: _Toc146537693][bookmark: _Toc146537740][bookmark: _Toc146538122][bookmark: _Toc226370587]Heading styles
· Normal headings –The ACKNOWLEDGMENTS and TABLE OF CONTENTS headings are considered normal headings because they should not be included in the Table of Contents. These headings use the following formatting: single line spacing, 14-point font size, bold font, center alignment, 0-point Before spacing, and 36-point After spacing. Do not use any indentations. These headings should not be numbered.
· Major headings – Major headings include, but are not limited to, the ABSTRACT, LIST OF TABLES, LIST OF FIGURES, LIST OF ABBREVIATIONS, NOMENCLATURE, GLOSSARY, REFERENCES, APPENDIX, VITA, and PUBLICATIONS headings. Please use the “Major Headings” style from the Styles section of the Home tool ribbon for these headings. The formatting for this heading style is already set up using single line spacing, 14-point font size, bold font, center alignment, 0-point Before spacing, and 36-point After spacing, and 0” indentations. These headings should not be numbered. The appendix heading should include an appendix letter.
· Chapter title headings – All chapter title headings should use the “1. Heading 1, Chapter heading” style. The formatting for this heading style is already set up using single line spacing, 14-point font size, bold font, center alignment, 0-point Before spacing, and 36-point After spacing, and 0” indentations. These headings must be numbered. Chapter titles should be in all caps and will appear in all caps in the side navigation panel when formatted correctly. If a chapter title is not showing in all caps in the side navigation panel, use UPPERCASE format in the header.
[image: Screenshot of Uppercase font setting in Microsoft Word]
[bookmark: _Toc226370588]Subheading styles
This template includes built-in subheading styles. Subheadings must be typed in sentence case, and they should not be numbered. Formatting for all subheadings must be single line spacing, Times New Roman font, and 12-point font size with 24-point Before spacing and 12-point After spacing. Ensure that “Widow/Orphan Control”, “Keep with next”, and “Keep lines together” in paragraph settings (found in the Layout tab, Line and Page Break settings) are applied to all subheading styles. All four subheading styles are shown and described in the next chapter of this template.
[bookmark: _Toc226370589]Figures, Tables, and Captions
See general information below regarding figure, table, and caption formatting. Examples of formatted figures, tables, and captions are in the next section. 
· Use the “Insert Caption” function in the References tool ribbon to properly insert chapter captions and ensure that the “include chapter number” box is checked in the Numbering section of the Insert Caption function. Do not insert captions into text boxes or within tables. Caption descriptions should be brief and caption numbering should consist of only two numbers. For example: Table 1.1, Table 1.2, Figure 1.1, Figure 1.2, etc. See screenshots below:
[image: Screenshot of Insert Caption function in Microsoft Word]
[image: Screenshot of caption numbering settings in a dialog box showing options for figure labels and numbering format in Microsoft Word. The left panel displays caption text input and label selection with a highlighted "Numbering" button, while the right panel presents numbering format choices and an unchecked "Include chapter number" option.]
· Appendix captions should be manually typed and not inserted, but they should be formatted the same as chapter captions. Appendix caption numbering should include the appendix letter for appendix tables and figures. For example, Table A.1, Table A.2, Figure A.1, Figure A.2, etc. 
· Caption formatting is already set using Times New Roman 12-point font size, single line spacing. To apply the correct spacing to captions, use the appropriate caption style from the Styles section of the Home tool ribbon. To apply a caption style, put the cursor in the caption and then click on either the Table Caption style or the Figure / Scheme Caption style, depending on the caption type you are trying to format.
· Use center alignment for captions consisting of only one line. Use justified alignment for captions consisting of more than one line.
· Font size for text inside of tables and figures cannot be less than 10-point and not more than 12-point.
· Notes underneath tables should use 10-point font size, italicized font, single line spacing, left alignment, and 6-point Before and 24-point After spacing.
· Figures, tables, and schemes (with captions) should be inserted either before or after a paragraph or list (not within a paragraph or list).
· Use center horizontal alignment for figure and scheme pictures and tables. 
· Figure pictures should have 24-point spacing above them when they immediately follow a paragraph or a table.
· Use single line spacing for figure and scheme pictures, table contents, and any added notes.
· Ensure that there is 24-point After spacing applied after tables.
· Ensure that the “Wrap Text” setting for figure pictures, shapes, and graphics are set to “In line with text” in the Picture Format tools.
· Ensure that the “Wrap Text” for tables is set to “None” in Table Properties within Table Layout tools.
· Alternative text must be added to figures to ensure ADA Compliance.
· Ensure tables, figures, and schemes (with captions) begin and end on the same page without carrying over to the next page.
· Figures, tables, and schemes (with captions) that are too wide or too lengthy to fit entirely on the same page can be placed on a page by themselves. Tables and figures located on a page by themselves (with no headings/subheadings and paragraph text) must be centered both horizontally and vertically on the page. Do this by putting a “section break (next page)” at the end of the preceding page and at the end of the page to be centered vertically.  Once both breaks are in place, put your cursor in the page to be centered and then change vertical alignment to “center” in the Page Layout section of the Layout tool ribbon. To accommodate length and/or width, you may also change the page orientation to landscape orientation and/or increase the page size to either 8.5” x 14” or 11” x 17”.
[bookmark: _Toc146537613][bookmark: _Toc146537660][bookmark: _Toc146537707][bookmark: _Toc146537754][bookmark: _Toc146538136][bookmark: _Toc226370590]Examples of formatted Figures, Tables, and Captions
[image: Image of Purdue Pete lego figure]
NOTE: Notes should be located underneath the figure using a 10-point font size, italicized font, single line spacing, justified alignment, and apply 0-point Before and 12-point After spacing.
[bookmark: _Ref143520599][bookmark: _Toc155882504][bookmark: _Toc159926375][bookmark: _Toc226370619]Figure 1.1. This is an example of a Purdue formatted figure caption. Use 6-point Before and 24-point After spacing for the caption.
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[bookmark: _Toc155882505][bookmark: _Toc159926376][image: Image of Purdue University Boilermaker Express logo]
[bookmark: _Toc226370620]Figure 1.2. This is an example of a Purdue formatted figure caption with a separate full caption description underneath.
[bookmark: _Hlk155770016]The caption is split with the shortened caption description listed above, and the full caption description separately listed below the caption description. Spacing for the caption number and shortened caption description should be 6-point Before and 16-point After. Spacing for the separate full caption description should be 12-point Before and 24-point After.
[bookmark: _Toc143689562][bookmark: _Toc226370617]Table 1.1. This is an example of a Purdue formatted table caption. Use 24-point Before and 6-point After spacing for the caption.
	Purdue University Colors and Mascots

	Gold and Black
	Purdue’s colors

	Purdue Pete
	Purdue’s sports mascot

	Boilermaker Special
	Purdue’s official mascot – a locomotive

	Big Bass Drum
	Drum used by Purdue’s band members.


NOTE: Notes should be located underneath the table using a 10-point font size, italicized font, single line spacing, justified alignment, and apply 0-point Before and 24-point After spacing.

[bookmark: _Ref143521201][bookmark: _Toc143689563][bookmark: _Toc226370618]Table 1.2. This is an example of a Purdue formatted table caption with a separate full caption description underneath.
[bookmark: _Hlk143517380]The caption is split with the shortened caption description listed above, and the full caption description separately listed below the caption description. Spacing for the caption number and shortened caption description should be 24-point Before and 6-point After. Spacing for the separate full caption description should be 12-point Before and 6-point After. 
Examples of Graduate Degree Programs at Purdue University
	Aeronautics and Astronautics
	Health Sciences
	Mechanical Engineering
	Sociology

	Computer Science
	Industrial Engineering
	Nuclear Engineering
	Statistics

	Economics
	Linguistics
	Physics
	Technology

	Forestry and Natural Resources
	Management
	Psychological Sciences
	Veterinary Clinical Sciences


[bookmark: _Toc226365419][bookmark: _Toc226370591]Schemes
Schemes (with captions) should be inserted and formatted the same as figures and captions. Use the “Insert Caption” function in the References tool ribbon to properly insert chapter schemes and ensure that the “include chapter number” box is unchecked in the Numbering section of the Insert Caption function. Do not insert captions into text boxes or within tables. Caption descriptions should be brief. caption numbering should consist of only one number. For example: Scheme 1, Scheme 2, etc. See screenshots below:

[image: Aldol condensation between benzaldehyde and acetophenone in the presence of a base at room temperature yields chalcone.]
[bookmark: _Toc226365448][bookmark: _Toc226370786]Scheme 1.1. This is an example of a formatted scheme and caption.
Appendix captions should be manually typed and not inserted, but they should be formatted the same as chapter captions. Appendix caption numbering should include the appendix letter for appendix tables and figures. For example, Scheme A1, Scheme A2, etc. 
[bookmark: _Toc226370592]Cross-Referencing Tables and Figures
[bookmark: _Hlk143605810]When using tables and figures, you should always cross-reference them within your paragraph text. To insert a caption cross-reference, put your cursor in the text where you want to insert a table or figure cross-reference, click on the References tool ribbon, click on “Cross-Reference” (located in the Captions section), and a box will open for you to select your cross-reference options. Select the correct “Reference Type” (figure, table, or scheme), select “Insert Reference To” as “only label and number”, and then select the correct table or figure number from “For which caption”, click the “Insert” button, and then click the “Cancel” button when done.
[bookmark: _Toc226370593]Equations
Equations should be inserted using the Equations tool in Word (see screenshot below):
[image: Screenshot of Insert Equation function in Microsoft Word] 
Cambria Math 12-point font size and double line spacing should be used for equations. Equations should be numbered so that readers may refer to them in your document. Use right paragraph alignment to keep the equation number along the right margin and then tab until the equation is centered horizontally. If you need to use additional spacing above or below the equation, do not use more than 6-point Before and After spacing for equations. The first digit of the equation number represents the chapter number, and the second digit represents the equation number in the chapter. See the example below:
			(1.1)
[-b ± √(b² - 4ac)]/2a					(1.2)
[bookmark: _Toc226370594]Block quotes
Block quotes are long quotes consisting of either 40 words or more, or 3 lines of text or more. Please see the block quote example below:
This is an example of a formatted block quote. Both the line spacing and the paragraph alignment should match what was used for other paragraphs in your document (1.5 line spacing, and either justified or left alignment). The Block Quote style is set up to use a 0.5” left indentation, justified alignment, and 6-point Before and 12-point After spacing. Do not use quotation marks for your block quote. The parenthetical citation should come after the closing punctuation mark.
[bookmark: _Toc226370595]Footnotes
Footnotes may be used for brief, concise explanatory and/or bibliographic notes. Do not use footnotes for extensive or digressive notes, block quotes, or lengthy explanations or clarifications[footnoteRef:2]. Do not use footnotes in headings or subheadings. To insert a footnote, place the cursor in the paragraph sentence where you wish to insert the footnote reference and click on the Insert Footnote function in the References tool ribbon. Then, go to the Footnotes section of the References tool ribbon and click the corner arrow to open the footnote formatting options box. Footnotes must be numbered (do not use Roman numerals, symbols, etc.) in a consecutive and continuous manner throughout your document. Footnote numbering should not start over at “1” in each chapter. Footnotes should be formatted using Times New Roman 10-point font, 0-point Before & After spacing, justified or left alignment, and paragraph settings of “widow/orphan control” and “keep lines together”. Footnotes begin and end on the same page and should never carry over from one page to the next[footnoteRef:3]. [2:  Footnotes should be brief and concise. If your footnotes are lengthy, reduce the size of your footnote by integrating some of the information within your paragraph text instead of including it in your footnotes.]  [3:  This is another footnote example.] 

[bookmark: _Toc164184628][bookmark: _Toc164186322][bookmark: _Toc166245120][bookmark: _Toc226370596]Citation publication references
See below for clarification on what you need to include when reusing your published content (as an author or co-author) in your document:
· If your chapter has been submitted to a publisher for review, but it is not published yet, then you will need to include a publication citation reference (using single line spacing) underneath the chapter title heading.
· When you are reusing only a few items (such as a table, figure, and/or paragraph) from a published journal article, a publication citation reference underneath the chapter title heading is not required. Instead, you should include a short cross-reference in the caption(s) and/or paragraph(s), and you will need also need to include the published article as a full reference in the references section of your document.
· If part or most of your chapter consists of published information, then you must include a publication citation reference (using single line spacing and 24-point After spacing) underneath the chapter title heading, short cross-references in the areas where publication information was used, and you will need also need to include the published article as a full reference in the references section of your document. A publication citation reference example can be found underneath the second chapter title heading in this template.
· If all of your chapter consists of published information, then you must include a publication citation reference (using single line spacing) underneath the chapter title heading, short cross-references in the areas where publication information was used, and you will need also need to include the published article as a full reference in the references section of your document. A publication citation reference example can be found underneath the third chapter title heading in this template.
Chapter 2 includes an example of a publication citation reference for a pending publication. Chapter 3 includes an example of a publication citation reference for a published publication.
[bookmark: _Toc164184629][bookmark: _Toc164186323][bookmark: _Toc166245121][bookmark: _Toc226370597]Permission to reuse published content
When you are using content in your document that you have authored or co-authored (whether submitted for publication or already published), you need to make sure that you have documented the following below:
· Published article – You must obtain written permission from the publisher to reuse your published article content and that you retain the written permission for your records.
· Submitted article (in review / pending) - Although your article content has been submitted for review & is not yet published, find out from the publisher whether they require you to obtain written permission from them to reuse your article while it is in review / pending.
· If they do not require written permission while it is under review, and the article remains unpublished at the time of your final dissertation deposit approval, then you do not need written permission to reuse the article.
· If they do require written permission while it is under review, but the article is published prior to final dissertation deposit approval, then you must obtain written permission from the publisher to reuse your article content and retain it for your records.
[bookmark: _Toc226370598]Appendix
You can either include an appendix section as a subchapter at the end of each chapter, or you can choose to use a separate appendix section at the end of the document. An appendix section Please use only one of the following formats when using an appendix:
· [bookmark: _Hlk166676003]If using an appendix at the end of your document, use the “Major Headings” heading style and type the heading title all in caps. An example of an appendix subheading title is APPENDIX A. SUPPLEMENTAL INFORMATION. See the APPENDIX section near the end of this template for more information.
· If using an in-chapter appendix instead of using a separate appendix at the end of your document, use the first-level subheading style and type the subheading title in sentence case. Unlike appendices located at the end of your document, you should only have one appendix subchapter per chapter, and you should not include an appendix letter in the subheadings and captions. An example of an appendix subheading title is: 1.1 Supplemental information.
[bookmark: _Toc226370599]References
You can either include a reference section as a subchapter at the end of each chapter, or you can list all references in the separate reference section at the end of the document. Please use only one method; do not use both methods. Please note that if you are using an article-based thesis format, you must include in-chapter references in each chapter (not at the end of your document). A DOI or website link must be included with all references.
Use the following formatting for all references:
1) References should either be listed numerically or alphabetically (by last name). If they are listed numerically, they must be in numerical order. If they are listed alphabetically, then references must be sorted in alphabetical order by the author’s last name.
2) Line spacing can be either 1.0 (single), 1.5, or 2.0 (double) line spacing.
3) If using 1.0 (single) line spacing for your references, apply 0-point Before and no more than 12-point After spacing to all references. If using 1.5 line spacing for your references, apply 0-point Before and 6-point After spacing.
4) Alignment for references should match the alignment used for your paragraphs in your document (either justified or left alignment).
5) Use a 0.5” hanging indentation.
6) Apply both “widow/orphan control” and “keep lines together” from paragraph settings.
See the REFERENCES section of this document for two different examples of reference formatting (numerical and alphabetical).
[bookmark: _Toc18567602][bookmark: _Toc226370600]Document Accessibility Statement
This section is for your information only and should be deleted when using this template to create your thesis/dissertation. According to Purdue University Policy, Electronic Information, Communication and Technology Accessibility (S-5): As a public university and federal contractor, Purdue University is required to adhere to Sections 504 and 508 of the Rehabilitation Act of 1973 and Title II of the Americans with Disabilities Act. This standard specifies the means by which the University ensures compliance with these laws.
Use Microsoft’s accessibility guide to help create an accessible document. When you initiate Form 9 Electronic Thesis Acceptance Form from your online Plan of Study, you will need to certify that in the preparation of this thesis/dissertation, you have to the best of your ability, created an accessible document that is in compliance with sections 504 and 508 of the Rehabilitation Act of 1973 and Title II of the Americans with Disabilities Act.


[bookmark: _Toc226370601]TYPE YOUR CHAPTER TITLE DESCRIPTION
Content in this chapter has been submitted for review and is pending publication with Psychology of Popular Media Culture:

Grady, J. S., Her, M., Moreno, G., Perez, C., & Yelinek, J. (2024). Emotions in storybooks: A comparison of storybooks that represent ethnic and racial groups in the United States. Psychology of Popular Media Culture. Manuscript submitted for publication (in review, pending).
Below are all four subheading levels so that you can see how they are formatted.
[bookmark: _Toc226370602][bookmark: _Hlk166678886]First level subheading
[bookmark: _Hlk166677917]This appears in the heading style ribbon as 1.1 Heading 2, Subheading 1. You will note that the first-level subheading is centered, has bold font, and is numbered.
[bookmark: _Toc226370603]Second level subheading
This appears in the heading style ribbon as 1.1.1 Heading 3, Subheading 2. You will note that the second-level subheading is left aligned, has bold font, and is numbered.
[bookmark: _Toc226370604]Third level subheading
[bookmark: _Hlk166678768]This appears in the heading style ribbon as Heading 4, Subheading 3. You will note that the third-level subheading is left aligned, has bold and italic font, and is not numbered.
[bookmark: _Toc226370605]Fourth level subheading
This appears in the heading style ribbon as Heading 5, Subheading 4. You will note that the fourth-level subheading is left aligned, has italic font, and is not numbered.
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Content in this chapter is published in Psychology of Popular Media Culture and is reprinted with permission:  

Grady, J. S., Her, M., Moreno, G., Perez, C., & Yelinek, J. (2019). Emotions in storybooks: A comparison of storybooks that represent ethnic and racial groups in the United States. Psychology of Popular Media Culture, 8(3), 207–217. https://doi.org/10.1037/ppm0000185 
Below are all four subheading levels so that you can see how they are formatted.
[bookmark: _Toc226370607]First level subheading
This appears in the heading style ribbon as 1.1 Heading 2, Subheading 1. You will note that the first-level subheading is centered, has bold font, and is numbered.
[bookmark: _Toc226370608]Second level subheading
This appears in the heading style ribbon as 1.1.1 Heading 3, Subheading 2. You will note that the second-level subheading is left aligned, has bold font, and is numbered.
[bookmark: _Toc226370609]Third level subheading
This appears in the heading style ribbon as Heading 4, Subheading 3. You will note that the third-level subheading is left aligned, has bold and italic font, and is not numbered.
[bookmark: _Toc226370610]Fourth level subheading
This appears in the heading style ribbon as Heading 5, Subheading 4. You will note that the fourth-level subheading is left aligned, has italic font, and is not numbered

[bookmark: _Toc226370611]APPENDIX A. TYPE YOUR APPENDIX TITLE DESCRIPTION
An appendix section is OPTIONAL and is not required. If your document will not include an appendix, delete this page. Some students use an appendix for survey information, data collection information, supplemental data, etc. Formatting in an appendix should be the same as formatting the used in your chapters. Please note that if figures, tables, schemes, and equations are included in an appendix section at the back of your document, the caption numbering and equation numbering is different than those located in chapters. In an appendix, the caption number must begin with the appendix letter and numbering starts over back at 1 in each appendix. Additionally, captions must be manually typed instead of inserted. For this reason, appendix figures, tables, and schemes should not be included in the List of Figures, List of Tables, and List of Schemes sections. Please see below for an appendix figure example.

[image: Image of a Graduation Cap]
Figure A.1. This is an example of a formatted appendix figure and caption.

[bookmark: _Toc461440506][bookmark: _Toc461441051][bookmark: _Toc461441382][bookmark: _Toc461443312][bookmark: _Toc461452527][bookmark: _Toc461452564][bookmark: _Toc461452601][bookmark: _Toc461452636][bookmark: _Toc491095449][bookmark: _Toc226370612]APPENDIX B. TYPE YOUR APPENDIX TITLE DESCRIPTION
[bookmark: _Toc166245150]An appendix section is OPTIONAL and is not required. If your document will not include an appendix, delete this page. Some students use an appendix for survey information, data collection information, supplemental data, etc. Formatting in an appendix should be the same as formatting the used in your chapters. Please note that if figures, tables, schemes, and equations are included in an appendix section at the back of your document, the caption numbering and equation numbering is different than those located in chapters. In an appendix, the caption number must begin with the appendix letter and numbering starts over back at 1 in each appendix. Additionally, captions must be manually typed instead of inserted. For this reason, appendix figures, tables, and schemes should not be included in the List of Figures, List of Tables, and List of Schemes sections. Please see below for an appendix figure example.
Table B.1. This is an example of a formatted appendix figure and caption.
	Famous Purdue Alumni

	Neil Armstrong
	Mike Alstott

	Gus Grissom
	Jim Gaffigan

	Drew Brees
	David Boudia



[image: Aldol condensation between benzaldehyde and acetophenone in the presence of a base at room temperature yields chalcone.]
Scheme A.1. This is an example of a formatted scheme and caption.
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