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INTRODUCTION
Students are allowed to have an introduction chapter like so. This will not have to be
renamed “CHAPTER I: INTRODUCTION.” However, students will need to use the same
formatting for this chapter title as they do for all numbered chapters: centered, all uppercase

letters, and in the CONTENTS, the INTRODUCTION chapter will be flush with the left margin.



CHAPTER I: INTRODUCTION OF KEY ELEMENTS

Introduction to the Origin of Illinois State

First line of each paragraph MUST be indented. All lines of the text MUST be double-
spaced. Acceptable font styles are Arial, Calibri, Courier New, Georgia, Times New Roman, and
Trebuchet MS in PLAIN FORM ONLY:; no script, italic, or ornamental variations. Use 10,11, or
12 point fonts but you MUST use ONLY ONE throughout; you may adjust the font size as
required within tables and figures (again, MUST be used CONSISTENTLY) to ensure correct
margins.
Who Founded Illinois State?

Ensure that second level headings are preceded by at least one first level heading. Same
applies to third level headings — they must be preceded by at least one second level heading.

The original founders

Notice that first and second level headings used mixed casing — first letter of each word
in the heading has been capitalized. However, third level headings and fourth level headings
MUST use sentence casing — only the first letter of the entire heading capitalized. Nouns and
necessary words may have the first letter capitalized.

Contributing members
This is another third level heading. Notice in the heading above that prepositions,

possessive adjectives, etc. may have the first letter lowercased.

Figure 1. A daguerreotype of Abraham Lincoln. He helped secure funding during the founding
of Illinois State University.
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Why was Illinois State Founded?

This is another second level heading. Please make sure that none of the headings DO
NOT begin at the very last line or the second last line of the page. Move the heading and its
content to the next page just as we did here.
Thesis Introduction

This thesis will discuss different elements and associations in depth, identify key
implications, and present appropriate conclusions to provide guidance for future research in this

field.

Table 1

Illinois State University Colleges and Founding Dates

College Name Founding Date
College of Applied Science and Technology 1398

College of Arts and Sciences 59 AD
College of Business 2006

(Table 1 Continues)



Table 1 Continued

College of Education

College of Engineering

Mennonite College of Nursing
Wonsook Kim College of Fine Arts

1678 BC
2058
2005
3182




CHAPTER II: NOTES ON STRICT FORMATTING
Consistency and professional appearance are the most important guidelines that we abide
by. If a student is using APA, MLA, Chicago, Turabian, or a journal style to format their
document but deviates from their conventions slightly we will permit this as long as the

formatting choices are consistent and professional.



CONCLUSION
Just as the INTRODUCTION chapter, students are also allowed to have a
CONCLUSION chapter. Again, this will not need to be renumbered to be “CHAPTER #:

CONCLUSION?” and will follow the same formatting guidelines as numbered chapters.
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APPENDIX A: REGGIE REDBIRD ITERATIONS

Figure A-1. Images of Reggie Redbird mascot iterations, 1970s-2026.



APPENDIX B: HISTORICAL PHOTOS OF NORMAL

Figure B-2. Historical photos of Uptown Normal and the surrounding area.

10



APPENDIX C: FORMATTING HELP DOCUMENTS

HELP WITH PAGE NUMBERS

THIS DOCUMENT CAN BE USED AS A GUIDE TO PROPERLY ADD PAGE NUMBERS
TO YOUR THESIS OR DISSERTATION.

1. Inserting section breaks (in the right place!)

You will need to insert TWO section breaks
Where to find section breaks:
In the Layout tab in Word click into the dropdown menu for Breaks and under

Section select Next Page:

ign Layout References Mailings Revie
"= Breaks - Indent Spacing
Page Breaks

FPage
Mark the point at which cne page ends
and the next page begins,

J AL

Column
Indicate that the text following the column
break will begin in the next column.,

:

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

Section Breaks

MNext Page
Insert a section break and start the new
section on the next page.

-

[ T

Continuous
Insert a section break and start the new
section on the same page.

Even Page
Insert a section break and start the new
section on the next even-numbered page.

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.
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a. The first section break will be immediately after your committee members page
i. Place your cursor at the end of your last committee member’s name and
insert a section break
b. The second will be on the last page BEFORE your first chapter
i. If you do not have TABLES and FIGURES pages this will be the last page
of your contents section
ii. If you only have a TABLES section, place the page on the last page of
your TABLES section
iii. If you only have a FIGURES page or if you have both TABLES and
FIGURES pages then the page break will be on the last page of the
FIGURES section
2. Unlink sections
a. Double click into the header and footer on any page
b. In the header AND footer of the first page of section 2, deselect link to previous
c. In the header AND footer of the first page of section 3, deselect link to previous
3. Inserting Page Numbers
a. While in the footer of section 2 insert page numbers by going into the Insert Tab,
select the drop down menu for Page Numbers and select Format Page Numbers
1. You will want to select the number format to be in roman numerals
1. Ensure that the start at position is 1
iii. Ensure that “Continue from previous section” is deselected

Page Number Format ? it

Mumber format: |, i, iii, ... ~
|:| Include chapter number

Chapter starts with style: |Heading 1

Use separator: - [hyphen)

Examples 1-1, 1-A

Page numbering
O Continue from previous section

@ startat: i 5

b. While in the footer on section 3 insert page numbers by going into the Insert Tab,
select the drop down menu for Page Numbers and select Format Page Numbers
1. You will want to select the number format to be standard numbers
ii. Ensure that the start at position is 1
iii. Ensure that “Continue from previous section” is deselected

12



Page Number Format

Mumber format: |1, 2, 3, .. ~
|:| Include chapter number
Chapter starts with style: |Heading 1
Use separatar: - [hyphen)
Examples: 1-1, 1-A
Page numbering
O LContinue from previous section
@) startat: 1| =
| oK I | Cancel

13



Format your Own Table of Contents (TOC)

If you’re not using the template from the Graduate School here are a few help tips to help you
format your own.

1. Remove all of the spaces between your headings and page numbers
Highlight everything that you currently have in your TOC and including the CONTENTS

header
3. Right click anywhere on the highlighted region to access the Paragraph settings

Paste Options:

el

e‘ e, e
= Lw LA
Adjust List Indents...
l— Restartat1
:j Lontinue Numbering
S Set Mumbering Value...
Font...

Paragraph...

B 4 =

Smart Lookup

Synonyms 3

&7

Translate

&

Hyperlink...
t,j MNew Comment

4. Open the Tabs... option (found in the bottom left corner of the pop up dialogue box) and
enter the tab stop positions below. Note: when you enter the position you will need to
verify in the Alignment section that you have the appropriate alignment selected. Once
you have everything in place, the position and the alignment, click the Set button. Only

: ) . b}
click OK when you’re done, otherwise you’ll haveto . % £0
baCk ll’ltO the l’IlCIlLl. Iab stop position: Default tab stops:
0.5° =
a. 0.5 Left
Paragraph ? x Tab stops to be ceared:
b. 1 0 Left Indents and Spacing  Line and Page Breaks
General
C. 1 . 5 Left agnment: [N
Alignment
d 2 0 Left Outline level: | BodyText |~ Collapsed by default S O cent @G
. . Le Lenter RIg
() Decimal () Bar
. D B
Indentation
e. 6.5 nght — . Leader
Left: 025 |2 Special: B
Right: [ Hanging ~| [o2s ® 1None Oz @ 5=
4
[ Mirror indents Oz __
Set Clear Clear All
Spacing
Before: opt Line spacing: At Cancel
After: spt |3 Multiple ~| [1.08
Don't add space between paragraphs of the same style Tabs ? x
Tab stap position: Default tab stops:
Preview 65 05"
05"
T- Tab stops to be cleared:
15"
5
E
Alignment
O Left (O Center @® Right
Set As Default Cancel O Decimal O Bar
Leader
® 1None ®Ee— O3
(OF I
Set Clear Clear Al
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5. Once you have your tabs set you can go ahead a tab over your headings the appropriate
amount
a. First, center the CONTENTS heading
b. Next, make sure that your Page header is tabbed over to the 6.5” tab mark
i. Just keep tabbing over until it is aligned with the right 1”” margin
1. You will do the same thing with your page numbers
c. Level 0 : ACKNOWLEDGMENTS, CHAPTERS, REFERENCES, and
APPENDICIES
1. These headings do not get tabbed over, the stay aligned with left 1: margin
d. Level 1
1. Tab over once
e. Level 2
1. Tab over twice
f. Level 3
1. Tab over three times
... and so on!

g. Page numbers
1. Tab over until they are aligned with the right 1”” margin
1. ** This 1s where you placed the tab at the 6.5 mark with right alignment

15



Pagination on Landscape Pages

YouTube link for MAC users only

https://www.youtube.com/watch?v=D-CUY2Y1VGI

Windows Users Please Follow the Instructions Below:

1t will be very helpful to keep the Show/Hide feature on throughout this process. To toggle the
Show/Hide feature click on the paragraph symbol found on the Ribbon:

Times NewRo - |12 - A A Aa- # = - EE - *-—-i_—_v =3 8 q
B I U-aex, ¥ QA-F-A- =E=== 1=- H-H-
Fant fa Paragraph Fa

Step-by-Step:

1. Place a section break at the end of the page that is immediately before the first page you
want to orient in landscape (if you haven’t already).
a. To insert a section break, navigate to the Layout tab and look for the Breaks
dropdown menu. You’ll want to insert a Next Page Section Break
2. Place a section break at the very end of the last landscape page (if you haven’t already).
3. Double-click on the header of the first page of the landscape page(s) so that you enter the
“Header and Footer” tools of the page.
a. On the top, from the menu, de-select “Link to Previous” so that it is no longer

selected.
D [=l, Previous
=], Next
Go to ==

Footer :"_' Link to Previous

Navigation
b. If'the “Link to Previous” button is selected it will be shaded blue
4. Double-click on the footer of the first page of the landscape page(s) so that you enter the
“Header and Footer” tools of the page.
a. On the top, from the menu, de-select “Link to Previous” so that it is no longer
selected.
5. On the first page that follows the landscape page(s), de-select “Link to Previous” in the
header and footer, as you did in the landscape pages.
6. Place your cursor on the first landscape page, navigate to the Layout tab, and from the
Orientation dropdown select Landscape.
a. Scroll through your document to make sure that only the page(s) that you want to
be in landscape are in landscape.
7. Double click back into the footer of the first landscape page.
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https://www.youtube.com/watch?v=D-CUY2Y1VGI

8. In the Ribbon, from the Header & Footer Tools Design tab select the “Page Number”
drop down.

TABLE 1 of Instr

Layout - Mailings Review Views ACROBAT @ Tell me what you
| T | T ‘ T | | | 1 | | "2 Previous = fram Top
5] =T = .
I 7l o |ew | [=F et Diefarent Ge & fven Pages | Lir Fomter fram Batiarns
Header Foot Date 8 Document Quick Pictures Online Gota  Got
' - == e S ponline | Sote Goto (i (Ermiene ] Show Document Text = Insert Alignmeant Tab
Header & o Page v et Mavigation Options Pasition
= ) Bottormn of Page . = T SRR SR Va A
# [ Bage Margins Wl Page x -
[#1 Current Position -
N Ely Eormat Page Numbers -
: 3« Remove Page Numbers
- Accent Bar, Left Accent Bar, Right Vertical, Left E - Dren
- bstinence Sell Dev
v Scale (AASE o
il L
5 Afte
5 £
B >
’ fc
= Pilain Number The
- ]
- ]
2 Barder, Left Berder, Right Large, Left
E & Anonymous Mes
= Large, Right — Ty (AATL ,2
- [E More Page Numbers from Office.com - \
M A
- F
| e
Page 1ot 3 596 words L[

9. Under “Page Margins”, you’ll see a list of options.
10. Under the section that says “Plain Number”, select the first one that says “Border, Left”.
11. A page number will appear that looks similar to the screenshot below.

LE1

ics Anonymous (A4) variables

Instruments used to measur

‘Author and Year Tnstrument iption Measurement Properties
DiClemenis. Carbonari,  Alcohol Abstinence Self  Developed for evaluation of treatment ~Confidence reliability
Montgomery, and Efficacy Scale (AASE outcomes: used in Project MATCH (largest ~ alpha cocfficients

Hughes, 1994 Scale) Iongimdingl RCT of AUD treatment) Negative Affect 88

After Social/Positive 82,
factor analysis, original scale reduced from  Physical and other
49-item questionnaire to 40 items (20 ftems  concerns 83, and

for abstinence, self-efficacy and Withdrawal and urges
nding 20 ftems measuring drinking .81
) -Temptation reliability
AASE scale uses four subscales alpha
egative Affect.” “Social/Positive,” coefficients: Negative
hysical and Other Concerns,” and Affect 99
“Withdrawal and Urges.” Social/Positive

86, Withdrawal and
Urges 70, and Physical
ang Other Coneerns 60.

-A moderate inverse
relationship betw
temptation and efficacy
was. found.

-Construct, convergent, and
divergent validity with no
apparent gender

.

n

Tonigan, Connors, and  Alcoholics Anonymous ~ Measures recent and lifetime participation in -Reliability alpha
Miller, 1996 Tnventory (AAT) AA using a 13-item questionnaire. Factor coefficients for Project
Analysis for participants from Project MATCH group: 85 for
MATCH (largest longitudinal RCT of the total scale.
AUD treatment), and test-retest analysis -Reliability alpha
From another recruitme: oup. coefficients for test-retest

12. Now, you’ll have to change the direction of this page number. Do the following:
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View ACROBAT

Double-click on the page number; you’ll see a new tab appear on the Ribbon that
says “Format”.
Go to the “Format” tab, you’ll see a drop down that says “Text Direction”.

Select the second option “Rotate all text 90 degrees”.
|

Eshape Outline =
&F Shape Effects ~

(F]

L T T

A A

Instruments used to measure Alcoholics Anomymous

& res oo [N (5] = S sl
| A Text Outline - I e = : u
— Text Align Create Position Wrap  Bring Send  Seled
A Text Effects~ | pirection~ Tet~ Link M Text~ Forward ~ Backward - Par
WordArt Styles Arrange
S o5 e B | ABC Horizontal [T B T B
Rotate all text 90°
(]
() —re
Rotate all text 270°
TABLE 1

Author and Year

Instrument

Description

“ﬁ Text Direction Options...

ent Properties

TV M mmin e

Alnnlaal Aletinamaas Calf

Thmmemd e nd For bt L bt s

[ TRV 3= PRUGRSERS, b N P

13. Make sure that the font style is “Times New Roman” and the size is 12; if not, change it.
14. You’ll see a black vertical line next to the page number; to remove it, just adjust the

dimensions of the box around the page number so that we can’t see it anymore.

15. Double-click on the page number, right-click, go to “Format Page Numbers”, and make
sure that you select the option that says “Continue from the previous section”.

=

Instruments used to measure Alcoholics Anonymous (AA) variables

Author and Year

Instrument Description

Measurement Properties

RiClsmenis. Carbonari,

Montgomery, and
Hughes, 1994

o]

Tonigan. Connors, and

Miller, 1996

Alcchol Abstinence Self
Efficacy Scale (AASE
Scale)

Developed for evaluation of treatment
outcomes; used in Project MATCH (largest
lonetudingl RCT of AUD treatment).

After
factor analysis, original scale reduced from
49-item questionnaire to 40 items (20 items
for abstinence, self-efficacy and
corresponding 20 items measuring drinking

ISmRIatoR)-

The AASE scale uses four subscales:
“Negative Affect,” “Social/Positive,”
“Physical and Other Concemns,” and
“Withdrawal and Urges.”

Alcoholics Anonymous
Inventory (AAT)

Measures recent and lifetime participation in
AA using a 13-item questionnaire. Factor
Analysis for participants from Project
MATCH (largest longitudinal RCT of
AUD treatment), and test-retest analysis
From another recruitment group.

16. Now you’re done formatting the page numbers!
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-Confidence reliability
alpha coefficients:
Negative Affect 88,
Social/Positive .82,
Physical and other
concerns 83, and
Withdrawal and urges

81.

-Temptation reliability

alpha
coefficients: Negative
Affect 99,

Social/Positive
.86, Withdrawal and
Urges 70, and Physical
ang, Other Concerns 60.

-A moderate mverse
relationship between
temptation and efficacy
s found.

-Construct. convergent, and
drvergent validity with no
apparent gender

diffsrsnces
-Reliability alpha
coefficients for Project
MATCH group: .85 for
the total scale.
-Reliability alpha
coefficients for test-retest




How to Align Periods

1. Select Roman Numerals/Arabic Numerals in List (using Numbering Feature of Word) — only
if you need roman numerals, otherwise, skip to step 2.

2. Click on the numbered bullet dropdown from the “Paragraph” section of the Home menu

3. Select Define New Number Format

4. Under Alignment, select Right Alignment (default is left)

5. Periods should be aligned

Here is the difference:

1. A

2. B

3. C

4. D

5. E

6. F

7. G

8. H

9. 1
10.J
11. K
12. L

I. A
2. B
3. C
4. D
5. E
6. F
7. G
8. H
9. 1
10. J
11. K
12. L
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How to Align Page Numbers: 2 Methods
Positioning Page Numbers at the 1 Right Margin on Contents, Tables, and Figures Pages
Method 1

1. Remove any spaces between the page listing and the heading so they are right next to one
another on the same line

2. Then select the Paragraph expander tool in the lower right corner and select ‘Tabs’

3. Set the TAB stop position to 6.5”, alignment to RIGHT, and no leader dots (the first
option)

4. Click OK, and then hit the TAB key once, this should push your page number exactly to
the edge of the right margin

5. [If this works, apply this to all page listings to make sure they are aligned together within
the TOC (works on Tables/Figures Listing pages as well)

Method 2

1. Between the title/heading and the page number — delete all the blank spaces that were
entered using a Tab space or a Space Bar

2. Place your cursor at the end of the title/heading (and before the page number)

3. On the top left corner of the word you will see a tiny L shaped indent option

&3] s O

Document] - Word

Insert Design Layout References Mailings Review View ACROBAT Q Tell me... Budaraju-WORK, Prad... R.Share

-y - P a— i 1 — = £ Find -
- - - | A = w z1— v A =3= % '
D Times New Ro = |12 A A Al =T iz = === l l AaBbCcDc AaBbCcDe AaBbL,( 3D pen|
~|  %ac Replace
Paste . | oL aky = = = | 1=. - B i =
o B I U~abex x A-¥- A === = Sy - 00 TMormal | TNoSpac.. Heading1 |+ [} Select -

ra

Noard = Font ] Paragraph ] Styles ] Editing -
]."'I"'E"'I"'l"'l"'"'I"'3"'I"'4'"I"'5"'I"'6"'é"'?"' -

For
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5. Click on the right end of the ruler and drag the indent so it is placed at the 1” right margin

(at 6.5” on the ruler). It should appear like this: (notice the inverted L)

= || wac REplaLe

Pavste ¢ B I U-abkex ¥ A- . A-==== Iév oy - . TNormal | ThoSpac.. Heading! < s Select

Clipboard Font I Paragraph I Styles Editing
J 1---|---§---|------|------|---3---|---4---|---5---|---6----?---

eDe AaBbC
jac.. Headingl | [:} el

—
ra

Bg [ Editi

|---5---@---:
|

L Fnd =

6. Now, press Tab key once while your cursor is between the title and the page number
7. This should perfectly position your page number at the 1” right margin
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