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7. Insert new figure labels and captions through the References tab or by right clicking an inserted image.

8. Format figure captions using the “Caption (Figures)” Style.

9. Use the “Normal” Style to format the figures themselves. 
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Second list item
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Figure 1: Type a descriptive caption for the figure.
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Figure 2: Type a descriptive caption for the figure.
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2. Type in the name of your chapter/section. Format the heading using the “Heading 2” Style. Use of the built-in numbering is required. 

3. add or remove numbered chapters/sections as needed using the “Heading 2” Style. 

4. Format paragraphs using the “Body Paragraph (Indent)” Style. 
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1. Modify the sample formatted chapter/section. 

2. Do not alter the CONCLUSION heading. Format the heading using the “Heading 1” Style.

3. Format paragraphs using the “Body Paragraph (Indent)” Style.
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1. Modify the sample formatted References section. 

2. This sample includes an example bibliography using the MLA citation style that corresponds to the in-text citations included in the third chapter/section. Talk to your faculty advisor about which citation style you should be using. You must select from the available options (ACS, AMA, APA, Chicago, IEEE, and MLA).

3. You can choose to connect Microsoft Word to Citation Software such as Mendeley, Refworks, EndNote, and Zotero. You can also use the Citation Manager built into Microsoft Word through the References tab. Connecting citation software to Microsoft Word is recommended if you want in-text citations that automatically update as you write.  

4. Format entries using the “List (References)” Style.
Discuss with your faculty advisor(s) which citation style is appropriate for your field. You must choose from the available options (ACS, AMA, APA, Chicago, IEEE, and MLA). Use that style consistently throughout your thesis. All in-text citations used throughout your thesis must appear on the References page. For some citation styles, each entry is numbered, and each number corresponds with an in-text citation. Other citation styles do not require numbering. 
Each reference entry must be single spaced and have a double-spaced line in between each entry. If you are using a citation software that links to Microsoft Word, you can automate the formatting. Contact us if you need help.
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1. Modify the sample formatted Appendix or remove the entire section. 

2. Type in the title of your Appendix after “APPENDIX:”. Format the heading using the “Heading 1” Style. If you have multiple Appendices, use Appendix A, B, C, etc. to label subsequent Appendix sections.

3. Format paragraphs using the “Body Paragraph (Indent)” Style or “Body Paragraph (No Indent)” Style.
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5. To automatically update figure numbering, right click on the number in the label itself. Select “Update Field”.

6. Insert new figure labels and captions through the References tab or by right clicking an inserted image.

7. Format figure captions using the “Caption (Figures)” Style.

8. Use the “Normal” Style to format the figures themselves. 
The Appendix section:
Is optional 
Must be placed directly after the References section
Can be a collection of large data sets, images, and/or tables that would interrupt a significant portion of your writing
Can be a single Appendix (label as Appendix: Title)
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Can be as many pages as needed
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Figure A.1: Type a descriptive caption for the figure. 
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Figure A.2: Type a descriptive caption for the figure.
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