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Guidelines for the Preparation of Dissertations, Theses and Research Papers

SUBMISSION DEADLINES
Spring
f Initial Submission Deadline12" week of the Semester, Friday, 4:30 PM
f Final Submission Deadlinel3™" week of the Semester, Friday, 4:30 PM
Forexample, for Spring 2a02the deadlines are
1 Initial Submission DeadlineApril 2, 2021, 4:30PM
1 Final Submission DeadlineApril 9, 2021, 4:30PM

Summer
{ Initial Submission Deadline3™ week of the Semester, Friday, 4:30 PM
f Final Submission Deadline4™" week of the Semester, Friday, 4:30 PM
For example, for Summer 202he deadlines are
9 Initial Submission DeadlineJune 3, 2021, 4:30PM
1 Final Submission Deadlineluly 2, 2021, 4:30PM

Fall
{ Initial Submission Deadline12" week of the Semester,ifiay, 4:30 PM
f Final Submission Deadlinel3" week of the Semester, Friday, 4:30 PM
For example, for Fall 22D the deadlines are
1 Initial Submission DeadlineNovember6, 220, 4:30PM
1 Final Submission DeadlineNovember B, 220,4:30PM

Important Information:

1 Any day before the initial deadline is okay for submissidgpload your paper as soon as
possible to get the feedback faster.

1 Submit acomplete papeby theinitial deadline Your submission shouidclude all
required pages, shoutebt haveany bBank page®r unfilled charts

1 Revise your paper based on the feedback provided by the administrator and resubmit it.
This process continues until the paper meets the guidelines and format reitepay
ProQuest when you subntite first time, butya  dondét pay for any sub
submissionsThereis not a fee for Researdbaper submissioim OpenSIUC.)

1 Theinitial andfinal submission deadlines are firfthyou cannot meet both deadlines,
then your paper will be considered for the following semegtatuation.
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Who must submit final papers to the Graduate School?
9 All Ph.D. students mustubmit Dissertations.
1 SomeEd.D. studentsubmitDissertations; others submit Research Papers. Consult yousad
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final paper to the Gaduate School. Consult your advisor.




PART | i THESIS/ DISSERTATION GUIDELINES

ORGANIZATION OF PAGES

Download and use a template for your paper! Here is theTimsis/Dissertatioemplates

The pages of your paper should be in the following order:

Title page

Copyright statement (when applicable)

Approval page

Abstract

Dedication (Optional)

Acknowledgments@ptiona)

PrefacgOptional)

Table ofContents

List of Tables(with page referencdsrequired if you have more than one table

10 List of Figures(with page referencésrequired if you have more than one figure

11. TextBody

12. Exhibits (tables, figures, photographs, &tonly required if you are igsenting all of
your tables and figures after the body of your paper

13. Referencesgor otherappropriate title prescribed lgyo u r  p rstylg maaualp s

14. Appendices Qptionali required if you have copyright permission or other documents
that do not fit elewhere in your papgr

15.Vita

©oNoOA~®ODE

TITLE PAGE

1 Make sure thayour papetitle on tre title page, the approval page, the abstract phge,
vita page, and your Oral Defense and Thesis/Dissertation Approval forms match exactly.
1 MonthYear at the bottom of this pagethe month and year gfaduation

APPROVAL PAGE

1 Only the namegnot the signatures)f your committee are needéat this page(The
signatures will be on the original Thesis/Dissertation Approval form that is submitted to

the Graduate Schoallponoti ncl ude a commi ttee member 6s n
member didndét sign both your approval form
1T Use your official SIU major in the Iine #fi

1 Date on this page is the date on which your committee signs yowvapform. It
should be in the format Month Date, Yelor example, March 8, 2019
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https://gradschool.siu.edu/current-students/thesis-dissertation-researchpaper/etd-templates.php

ABSTRACT
1 Date on this pages thedate ofyourdefense in the format Month Date, Year
TABLE OF CONTENTS

1 Do not list the Table of Contents as an entry on the Table de@isrpage.

1 Put the ones digit of every page number in a straight vertical line at the right margin.

1 Include the titles of ChapteemdAppendices.

o For Thesid Dissertation headings within chapters may also be included, but this

is optional.

1 Where chagr titles are longer than one line, end the first line before it reaches the page
number vertical line, and then indent the first word of the second line so that it starts

under the first word of thitle. (See templates.)

1 Indent the chapter listingsmder the word CHAPTERS, and indent the appendices

listings under the word APPENDICES.

1 The APPENDICES line is only required if you have more than one appendix. If you have
only one appendix, then name it APPENDIX. If you have more than one appendix, then
name them with capital letters, for example, APPENDIX A, APPENDIX B, APPENDIX

C, etc.

1 Table of Contents are already created on the templates, and you only need to customize
this page. Another option is to create an active Table of Contents by following th

instructions below.
Inserting a table of contents using the inbuilt option from MS Word

1 In Word, tables of contents rely on your use of styles to format headings. If you already

used the Heading 1, Heading 2, and other heading styles to format youredactum

youor e

ready to insert youFable of Contentd-ollow these steps to insert a Table of Contents:
o Click where you want to create the table of contant$ clickthe References tab.
In the Table of Contents group, click Table of Contents

File Home Insert Design Layout References Mailings Review View Help
% B Add Text - 1 [ Insert Endnote ;D @ =l Manage Sources @
™! Update Table AE, Next Footnote ~ ER Style APA -

Table of P Insert 5 Smart Insert . t'l_,.r . Insert
Contents - Footnote Lookup = Citation ~ £ Bibliography - Caption

able of Contents Footnotes = Research Citations & Bibliography




o Choose thetgle of Table of Contents you wish to insert. Automatic Table 1
creates a Table of Contents titled Contents. Automatic Table 2 creates a Table of
Contents titled Table of Conteno, Automatic Table 2 is recommended.
o0 Manually add the sub tittecSHAPTERandPAGE and align them utmost right
and left respectively.
o Word will create aable of Contentfrom the document text you styled with one
of the first three heading stylddeading 1, Heading 2, and Heading 3. Tlable
of Contentwill include a stringof dots between the heading text and the page
number for each heading.
o When readers hover over a page number, the heaaliegghlighted which
reminds that they can use the Table of Contents for navigation.
1 After the headings are insertethange the farstyle of the title TABLE OF
CONTENTS, center align,imake it all capitals and also set the font color to Black.
1 Setthe line spacing to 2.0, change the font style,afitiee headings, page numbéfs
needed) to make it consistent with the reshefdocument.

Updating Table of Contents

AAter youobve edited your document, page number
your Table of Contentscorrect!
1 To update your Table of Contents, rigiitk in the table and choose Update Field
or
1 choo® Update Table from the Table of Contents group on the References tab. Select
entire table or page numbers only and click OK to regenerate the table of contents from

your headings
File Home Insert Design Layout References Mailings Review View
% ) Add Text - ABl M) Insert Endnate }D @ =l Manage Sources
! Update Table AE. Next Footnote - ER style: APA -
Table of 3 Insert > Srnart Insert 5 t}r )
Contents ~ Footnote Lookup Citation - &y Bibliography ~
Table of Contents Footnotes ra | Research Citations & Bibliography

No Heading styles?

T I'f the headings i n vy o u rstylesdefarenreserting yaurtabtedt f o
of contents, select each of thedepel headings for your Table of Contents and apply the
Heading style from the Styles group on the Home tab of the ribbon.



AaBbceDe AaBbceDe AaBhCi AaBl AagbceD /—\ab AaBbCcC AoBbCcDc AaBbCcDc AnBbCcD: AaBbCeDe AaBbCcDi AoBbCcDi AABBCCDI AABBCCDL

TNormal TNoSpac.. Headingl Heading2 Headingd  Title Subtitle  SubtleEm.. Emphasis  IntenseE.  Strong Quote  Intensz Q.. Subtle Ref.. IntenseRe.. |5

Styles |F]

or

1 Follow the templateand manually type in the headingscreate a Table of Contents.

LIST OF TABLES and LIST OF FIGURES

1 Put the ones digit of every page number in a straight vertical line at the right margin.
It is requiredto include table/figure title next table/figure number.
1 Wheretable/ figuretitles are longer than one line, end the first line before it reaches the

=

page number vertical line, and then indent the first word of the second line so that it starts

under the first word of the first line.

Forexamplé
Figure 23. The effect of switch cost thre total annual cost and the optimum number of
51T/ 0] 1= 65
Formatting Guidelines
FONTS

1 Use the same font throughowdur paperSome standard fonte choose fromTimes
New RomanBookman, Couriemr Ariel.

1 Theregular text in théody of the document should use a 10 opaidtfont size.
Headings and subheadings may go up to 14 point but must be of the samdda# sty
the body of the text.

1 Bold and Italics may be used. In generéhlics is used for Genera, species, letters,
words or phrases cited as a linguistic example, and foreign Wwttsand italics may
be used to distinguish heading and-belading leved; follow your department
guidelines, and be consistent throughout your paper.

1 For tables,six (6) point font should be the smallest uséd to use the same size as the
rest of the body, if possible.

SPACING
1 The body of the document must be double spaced
1 There should be no extra spacing between paragraphs
1 There should be no extra spacbheforeandafter eaclsubheading.
1 Spacing within the table may be single or double spaced basedaability



1 There should be a judicious use of@pg to "set off" tables, charts, and figures;
typically, ore doublespace before and after the table. Again, once spacing is chosen, you
must be consistent throughout.
1 Places where single spacing is acceptable:
1 Between the lines of a title or heading ttees up more than one li&ote: when
bre&king for second line, do notréak up a word. Consider readability.)
Between the lines of a long quote that is indented on both sides.
Within a figure or table.
Between the lines of a figure/table title or explanation/description
Within a reference in the References section. If you singleedpeteveen the multiple
lines of a reference, then you should insert a blank space between reference entries.
1 Within footnotes.

= =4 -4 -4

Double spacing the document

1 Navigate taDesigntab.
1 Go to Paragraph Spacing (on Top Right) and Set tHabtile.

:I —.# Paragraph Spacing ~ [ i I:| I__LI
=

Style Set

Page Page
Color = Borders
ickground -~

or
1 Select tle paragraph which needs to be double spaced
1 Navigate to Homé, Paragraph line spacing optioAs2.0
Deleting extra spaceabove each sub heading, paragraphs.

Only 2.0line space is allowed throughout your woBametimes,itough the line spacing is set
to double, you still can see some extra space between thedgpesially above each sub
heading, new paragraph etc.

To fix this:

1 Select text
1 On Home talA Paragrapi®, Click paragraph Settings button on the bottom right.



Insert  Design Layout  References  Mailings

N Calibri(Body) ~/11 ~ A A Aa~ Pp = -i=-%-r €E3= 2]

Paste S 2 iy L p L E=== t=, o
¥ Format Painter B I U-aex. x A-% A- === |E Q e

Clipboard M Font M Paragraph @

1 On Indents and Spacing tabtthe Spacingo O for bothBeforeandAfter tabs
1 Click OK.

*

Insert Design Layout References Mailings View Help Q Tell me what

B Calibri (Body) =[11 ~ A A Aa- f =-f=-%- =3 8 T | aspcen
F’ﬂ_ste ¥ Format Painter || B 1 U 7 ake X X7 A-F-A-E=== = - 1 Normal

Clipboard P Font P Para: 1.0

1.15

1.5

20

25

30

Line Spacing Options...
Add Space Before Paragraph

Remove Space After Paragraph

[l e



Paragraph ? x

Indents and Spacing  Line and Page Breaks

General

alignment: | [T

Outline level: |Body Text ~ Collapsed by default
Indentation

Left: 0 $ Special: By:

Right: 0 S [nane) ~ =

|:| Mirror indents

Spacing
EBefore: Opt z Line spacing: At
Aftar: opt = Double w =

|:| Don't add space between paragraphs of the same style

Preview

Sarmpla Tooet Sarmpela Toot Sarmpela Toodt Sarm sl T S el T S o T S o Tt Sl Tt

vt Taoet Sl Taoet Sl Taoet S Sl Tt S o Tt S o Tt Sl Tt

Sampla Tt Sarmple Tt Sarmple Tt Sarmpla Tt Sampla T

Tabs... Set As Default Cancel

TEXT JUSTIFICATION

T

1
1

The text in bapters should be left justified onlynless your program requires full
justification of text (e.g., Mathematics).

Text on title page and approval paaye centexd.

Chapter titles are centered, and othesidings may be centereas fits youprogram
designated style.

MARGINS AND INDENTATIONS

T

=a

Margins are one inch all around. So, text should sta&tinch below the top of the page

and endne inch above thigottam of the page

Pages witltharts, tables, and figures may have greater margins than listed but may not go
into the required margins.

Paragraph indentations shoulddeniform five spaces.

With a heading at the bottom of a page, when there is not raoan lEast one line of

text under it, move the heading to the next page. In this situation, it is acceptable to have
a larger bottom margin.

PAGINATION

T

No page numbers on Titgage Copyrightpage or Approval page

10



1 The pagesitfter the Approval page amieceding the texi.e. Abstract,

Acknowledgements, Table of Contents stwould be numberaasing lower casRoman
numerals(i, ii, iii, ..) starting with Abstract.

1 Roman numeral page numbers mustéetered an@ositionedonehalf inch from the
bottomof the page

1 Text pagesReferences/bliography,AppendicesandVita shouldconsist ofArabic
numeralg1, 2, 3..)only, without punctuation, embellishment, or running headds
numeral paging should be continuous.

1 For theses and dissertations, thal#ic page numbers may be located either 1adiighed

on the top of the page or centered-tiad inch from the bottom of the page.

Page numbers need to be consistent with the same fonastgeeastheregulartext.

1 If a page of your document is foatted with landscape orientation, the header and footer
of the page are also formatted with landscape orienta®age numbers olandscape
orientedpages should be in the same position as page numbpstoaitorientedpages.

For example, if portraipages have page numbers centered at the bottom, then the
landscape pages will also have page numbers centered at the bottom.

=

Creating different page number styles in one document

1 Use the Section break formatting to have different page numbering stylesvsectionis
created that starts on the next page. Withtyipe of section brealyou can apply different
page numbers, headers, footers, page orientation, paper size, and vertical alignment to the
sectionsin the documentf you are using templatesthis is already taken care.

Thesis/ Dissertation should have the following sections:
Section 1- No page numbers on Title page, Copyright page, or Approval page.

Section 2- The pages after the Approval page and preceding the text, i.e. Abstract,
Acknowledgements, Table of Contents etc. should be nhumbered using lower case Roman
numerals (i, ii, iii ..) starting with Abstract.

Section 3- Text pages, References/Bibliography, Appendices and Vita should consist of
Arabic numerals (1, Z¢é )

By default, word dcument comes with Section 1. So, creating Section breaks 2,3 should
serve the purpose.

For creating Section 2

71 Click at the end of Approval page
1 Click LayouttabA Breaksthen undeSection Breaksclick Next PageSo, this
creates a new section 2 fronb#ract

11
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File Hame Insert Design References Mailings Review Vig

¥ o ’# Breaks = Indent Spacin
0 3 D -

- . - - Page Breaks = |0 pt
Margins Orientation  Size  Columns
- - - - Page
Mark the point at which one page ends
and the next page begins.

Page Setup

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

J I L

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

Section Breaks

Next Fage
Insert a section break and start the new
section on the next page.

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.

(T [P

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

i

IT
[

1 Click on the header/ footer of Abstract page (Section 2) andlah&ko Previoubutton
todisableit. This unlinks Section 2 from Section 1 and allawgsrto create roman page
numbers in Section 2 without creating page numbers in sectionl.

H - ETD - Dealing with page numbers - Word
File Home Insert Design Layout References Mailings Review View Help Design Q Tell me what you want to do
D D @ F ﬁ |;| |'_| [14 Previous [[] Different First Page .+ Header from Top: |0.5" . a
=] H — .
O ] - -] Sy Mext [ Different Odd & Even Pages + Footer from Bottom: 0.5" -
Header Footer Page Date & Document Quick Pictures Online  Goto Close Header
- ~  Number~  Time Infor Parts~ Pictures  Header Show Document Text [5] Insert Alignment Tab and Footer
Header & Footer Insert Mavigation Options Position Close

Link to Previous

Link to the previous section to
continue using the same header or
footer.

Turn this feature off to create a AaBbCcD
different header or footer for the
current section.

For creating Section 3

12



1 Click at the end of page with last roman page number

i Click LayouttabA Breaksthen undeectionBreaks click Next PageSo, this
creates a new section 3 from Chapter 1 (text)

1 Click on the header/ footer of Chapter 1 (Sectiparl clickLink to Previousutton to
disable it. This unlinks Section 3 from Section 2 and allows to create Arabic page
numbers in Section 3 without messing up with roman numbers in section 2

Note:Don 6t f or feader ahddootermfhch segtio from its previous section. By
default, the Link to Previous button is enabled. You can see it dark grey if it is enabled.

Inserting roman page numbers for front pages

1 Doubleclick on the footer section of the Abstract p&§ection 2) It automaticallyopens
the Design tab.
1 Click Page numbe#, Bottom of the page and choose center alignment (Plain Number 2).

Header & Footer Tools

Hame Insert Design Layout References Mailings i Design

5 T [S14 Previous [ Different First Page
- R =l [E a0 lad E |
= = =i Mest [[] Different Odd & Ewven P

Header Footer Page Date & Document Quick Pictures Online Go to
= = Mumber = Time Info ~ Parts - Pictures Header Show Document Text
Header & F [®] Top of Page ert Mavigation Options
[]1 Bottomn of Page Simple -

E]  Page Margins Banded

»

>

[ 4
[#¥1 Current Position >
Erj Format Page Numbers...

E;.( Remowe Page Mumbers

Plain Number 1

Plain Number 2

1 It assigns Arabic page numbers 1, 2, 3 ..
1 Select page number and change the font style and size to make it consistent with the text.

Times NewRe » (12 |=| a° a7 Ar‘v

B I U+ A=~ 3=~ Styles

13



1 Now right click on the page numband choose Format Page numbers to change the

Inserting Arabic Page numbers

T

T

format from Arabic to Roman page numbers
1 Choose Roman number format from the ddapvn list, start at and click OK

Mumber format: | i, ii, iii, ...
|:| Include chapter number
Chapter starts with style

Use separator

Examples 1-1, 1-A

Page numbering
Gl LContinue from previous section

(@ startat: | =

Heading 1 e

- [hyphen) [+

Cancel

Arabic page numbers are locatther rightaligned on the top of the page or centered

on the bottom of the page.
Follow the same procedure mentioned above in order to insert Arabic page numbers at

the bottom

To have them aligned ohe top right, double click on the header section of the first

chapter page

Click Page numbet Top of the page and choose right alignment (Plain Number 3).

center . You

14
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B

Q s

Document] - Word

Q Tell me what you want to do

File Home  Insert  Design  layout  References  Mailings  Review  View
D D F D |;| L—‘ D Eiq Previous [] Different First Page
M = o
- ! - L 4§ i Next [] Different Odd & Even Pages
Header Footer Page  Date & Document Quick Pictures Online Goto
v Number~  Time  Infor  Parts~ Pictures Footer Show Document Text
Header & F @ Top of Page » | Simple | ptions
[ Bottom of Page » Plain Number 1
[ Page Margins 3
[ Current Position » !
Eh Format Page Numbers...
B; Remove Page Numbers Plain Number2 e
1
Plain Number 3
1
Plain Number 3

.+ Header from Top: 0.5" : B
" Close Header
and Footer

"'+ Foater from Bottom: |0.5"
Insert Alignment Tab

Pasition Close

T

MNavigation

It assigns Arabic page numbers 1, 2, 3 ..
1 Select page number and change the font style aadasinake it consistent with the text.

Options

o]

Position

(lose

Changing theorientation of a particular page(s)to Landscape

T

Times New Ri =

R fsis A

B I U¥ A vim s Shyles

Create &ection break next pageon the previous page for which the orientation has to

be changed.

Add anotheiSection brealat the end of last landape page.
Click the header, to confirm a new section has been created. This ptloveschange

the page layout of only this section without changing the layout of the entire document
Click Layou®y Orientation and set the Orientation tandscape

15
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File Home Insert Design References Mailings Review View Help Q Tell

¥ [ "= Breaks ~ Indent Spacing
ORSE0 E 3 —

} . ; i f[Line Numbers~ 3= Left 025" - 4= Befores O pt
Margins Orientation Size Columns

= = = ~  b? Hyphenation~  =%Right: 0" LIS After  Bpt

up ] Faragraph P
D Portrait
D Landscape

4 k4K

HEADINGS AND SUBHEADINGS

T

l

l

T

T

Chapter titles All chapter titlesand top headingshould be in all capital letters.
(including front and back content, e.g., PREFACE, CHAPTERPRENDIX, etc.)
Either bold altop headingg r dondét bol d any.

Use numerals (2,3...) instead of words (ONE, TWO, THREE) to represent Chapter
numbers. E.g. CHAPTER 1 instead of CHAPTER QONEhe Table of Contenendon
the heading for the chapter).

Be consistent with chosen format style for headings andheading throughout your
document.

Donét | e av eouttextumdandathihagthewery bottom of the page.

MULTIMEDIA OBJECTS

Multimedia object types includaversizedables, complex equations, graphs, diagrams, digital
pictures, digital video, digital audio, virtualaigy, and even computer software that you have
developed.

il
1

Multimedia objects andwersize map$iles may be included as a supplenaytfile.
Supplementary files may be uploaded to ProQuest in addition to your ETD pdf file.

SIMPLE OBJECTS
Most simple objets like tables, graphs, and diagrams can be embedded in your ETD using your
Word Processor. Here are some guidelines when you embed the objects.

T
1

T

Float the object to the top of the page.

Your page can have multiple objects provided they all completelyifitout

compromising on margins.

Title should be directlpelowthe object for figures anabovefor tables. Number the

object according to its position in the chapter (e.g., in Chapter 5 you may have a Table
5.1, Table 5.2, and Figures 5.1, 5.2, and.5.3

When tables or figures are too wide to fit within the requirediocle margins, either
reduce the size (if possible) or change the orientation of that page to landscape.
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INCLUDING PREVIOUSLY-PUBLISHED CONTENT
To include content that has been publisblsgwhere (even if you are the author), you must
follow certain steps to ensure you avoid copyright infringement.

T

Content that is in thBUBLIC DOMAIN does not have copyright issues. This content
includes only works created and published by the U.S. gmarhand works where the
author has been deceased for over 70 years. All other published works are covered by
copyright laws.

To include previously published content (anywhere in your paper, including in the
appendix) that is not in the public domain, youst do wo things: 1.) Cite the source

where you found the content under the content wherever you are including it. Use a full
citation with title, authordate, publisher, URL (if appropriate), etc. 2.) Include the
permission that you received to indithe content in your paper. This permission might
come in various forms: an email from the publisher, an excerpt from original
work/website that states that anyone has permission, or (if you were the author) a clause
from your publishing contracfsee Example 1 below.)

Exampes of content that must have permission include: an entire survey instfuhment
someone else wrote and published, a unique and complicated figure that someone else
designed and published, a poem or song that someone else wrote and published
photograp or image that someone else took/created and published.

You have more flexibility to use PART OF something without getting permission. For
example, you could provide the first question of the survey instrument, a couple lines of
the poem, or you could apliapart of the complicated figure to fit your reseaiste

Example2 below) If you use only a small part of the content, this is considered FAIR
USE. You can do this without getting permission, but you still must cite the original
source. If you adapted the wosktatethat you adapted &s part of the citatiorAlso

include the original source in your list of REFERENCES.

FAIR USE can also be achieved by usingnaall version of an image photograph (as
opposed to a larger one). Use the srsalieze possible that witle acceptable for your
purposes. Also, it is best tocludepreviouslypublished contenbnly when itis intricate

to the message of your papearhen it is the best way &aborate or support your
argumentAlways cite the dginal source of aimage or photograph

Many publishers have forms to request permission on their websites. If there is no form,
an emalil is also an acceptable method of requesting omig8e sure to tell them that

you want to include the content in your thesis or dissertation. They almost always say yes
to this type of use.

* Note the difference bi@veenbeing able to use a survey instrumentathgrdata for your
research study ANDeing abldo include that entire survey instroent in your appendix!
These two actionsequiredifferent and eparatepermissions.

Ask Dr. Rose Moroz if you have questions about including previepghtished contenSee
below forexampls.
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Example 1

This example shows where a student included a previpudlished figure, properly cited its

source
appendix.

found

per mi ssi on

on

Person Pretrauma

!

Seismic Event

U

the publisheros

Challenges

Management of
Emotional Distress

Beliefs and Goals

Fundamental Schemas:

Life Narrative

!

Mostly Automatic and Intrusive

Rumination

1y

Writing, Talking, Praying

Self Disclosure

Reduction of Emotional Distress
Management of Automatic Rumination
Disengagement from Goals

4

g

Rumination (Deliberate)
Schema Change

Narrative Development

iI

Social Support

Madels for Schemas,
Coping, Posttraumatic
Growth

!

—

Enduring Distress

Posttraumatic

I— Growth
{3 Domains)

—

Wisdom

Figure 2. The Trauma and Transformation Model. Adapted from “Posttraumatic Growth:
Conceptual Foundations and Empirical Evidence” by R. G. Tedeschi and L. G. Calhoun, 2004,
FPsychological Inquiry, 15, p. 7. Copyright 2004 by Lawrence Erlbaum Associates, Inc. Used
with permission from the publisher (see Appendix K).
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APPENDIX K

PEEMISSION TO REPRINT THE TRAUMA AND TRANSFORMATION MODEL

R cne  RightsLink ® | ? = 2 2
Center

Home Help Email Support sign in Create Account

TARGET ARTICLE: "Posttraumatic Growth: Conceptual
Foundations and Empirical Evidence"

Author: Richard G. Tedeschi, , Lawrence G. Calhoun
Publication: Psychological Inguiry

Publisher: Taylor & Francis

Date: Jan 1, 2004

I Routledge

Taydor & Francia Croup
I

Rights managed by Taylor & Francis

Thesis/Dissertation Reuse Request

Taylor & Francis is pleased to offer reuses of its content for a thesis or dissertation free of charge contingent on
resubmission of permission request if work is published.

BACK CLOSE

D 2020 Copyright - All Rights Reserved | Copyright Clearance Center, Inc. | Privacy statement | Terms and Conditions
Comments? We would like to hear from you. E-mail us at customercaref@copyright.oom
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Example 2

This example shows where a studecluded just a small part of a previouglyblished attitude
scale (in order to avoid needing publisher permission) and properly cited the source where the
entire attitude scale could be found.

APPENDIX E

WHITE RACIAL IDENTITY ATTITUDE SCALE (WRIAS)

The following provides an example of the WRIAS, including the Likert scale used in the current
study and one item corresponding to each of the five statuses, listed consecutively. For the
complete scale, please refer to the following work:

Helms, I. E. & Carter, R. T. (1990). Development of the White racial identity inventory. In J. E.
Helms (Ed.), Black and White racial identity (67-80). Westport, CT: Greenwood Press, Inc.

This questionnaire 1s designed to measure people’s social and political attitudes. There are no
right or wrong answers. Use the scale below to respond to each statement.

1 2 3 4 5
Strongly Disagree Disagree Uncertain Agree Strongly Agree

I hardly think about what race I am.

I do not understand what people of color want from White people.

I get angry when I think about how White people have been treated by people of color.
I feel as comfortable around people of color as I do around White people.

I involve myself in causes regardless of the race of the people involved n them.

Lh B b =

APPENDIX

9 List of terms, definitions, questionnairesdasther supplemental information which is
useful, but not essential, to the body of the thesis or dissertation may be included in an
appendix

1 When you have more than one appendix, name each Appendix with a letter (A, B, C,
etc.) and list each Appendix septely with a title in the Table of Contents.

1 An APPENDICES cover page prior to Appendix A in your paper is optional.

1 Because these final papers will be available online, you remsiveall signatures from
any documents that you include in your paper.

1 Any previouslypublished content that you include in your appendix must be properly
cited and permission displayed as appropriate. (See the previous section of this
document.)
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VITA
1 Only mentionthedegreesou have alreadgarned, nothedegree in progress.
1 Only list publications that werg@readypublished or accepted, not the omeprocess.
1 If a publication has been accepfted publicationbut not yet published, note it with (in
press).

Submission Guidelines

After you pass your defense...
1 Your commiteemembers willsign theThesis/DissertatioApproval and Oral Defense
forms andyour department representative vgillbmitoneoriginal of eachof these forms
to the Graduate School.
1 Itis requested that the Thesis/Dissertation Approval forms be pont@8% bond paper
to match the paper used in the Morris Library copy. This official form is bound into the
Morris Library copy of your paper.

SOME ITEMS TO HAVE HANDYWHEN YOU LOGIN TO SUBMIT YOURETD
1 A PDF copy of your dissertation/thesigis must be aingle file.
1 Abstract
T Optional Supplementary files (images, data, ¢t@) are an integral part of the
dissertation/thesis, but not part of the full text.
T Advisor and other Committee Membeanames
1 Three sibjectcategorieghat bestncludeyour dissetation/thesis
T A credit card tanakethe payment.

SUBMISSION PROCESEOR THESIS/DISSERTATION
Allow about 3660 minutes to submit your paper for the first time. There are several steps to the
process and questions to answer.

1 Login toProQuesSubmission site.

1 Fill out the form according to the instructions provided

1 Preview and make certain all information is correct

1 Respond to questions about type of publishing, copyright registration, delay of
publication (fiembar good) ,belawfal maverdetalsabauty b o un
these questions.)

Pay submission fee(s) using credit card (minimum fee required $30; other fees for
optional services.

Browse and submit your ETD

Submit anyassociatedupplementarynultimedia files(optional)

Select'Submit” to submit to the Graduate School

You will see a web page indicating that your ETD arrived and awaits review

=

= =4 -8 -9

IMPORTANT DETAILS ABOUT THE SUBMISSION PROCESS
1 Submit complete paper by initial deadline
1 Any day before thanitial deadline is okajor submissionThe sooner the better
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https://www.etdadmin.com/cgi-bin/school?siteId=48

After you submit, please allow us a couple of days to get back to you.

Be patient because others are also submit8ogetimes 50 or more students submit in
one day!

Come to see us during our waikhours or anytimeyan appointment.

For any queries, call us at 6483-8501, 618453-45140r send an email to
ETDsupport@siu.edu

= =4

= =

After your paper has been approyhde r e 6s t he emai | message that

Drear XXHMHK,

Congratulations! Your thesis/dissertation submission has met the formatting requirements and has
been accepted by the Graduate School. Your manuscript will be delivered to ProQuest Dissertation
Publishing by batch after commencement. It can take 8-12 weeks before it is available online.

ETD Administrator
Southern lllinois University Carbondale

f Onceapprovedjou dondt have to subunpdpgrovedour paper
submission is used as the final version.

1 After your paper is approved, yoiile is sent to the Graduate School Graduation Office
for graduatiorclearance.

1 TheGraduation office will NOT send you anyessagéf/whenyou havebeencleared
for graduation. Instead, your department will be notified ohtiaere is a problem

FEES

1 There is a 30 onetimefee to cover the cost ofterdboundcopy for the SIC Morris
Library. This is the only fee required for submtiyourThesis/Dissertatian
You doné6ét have to pay for the resubmission
Choose Traditional Publishing and ProQuest will upload your paper to OpenBhere.
is no publishing fee for Traditional Publishing.
1 ProQuest would charge an additio8b.00 fedor making your work openly accessiple
but you can get the same service (Open Acdess)of costhrough OpenSIUDyY
replying to the OpenSIUC email that you will receivé Wweeks after graduation. For
more information, visihttps://opensiuc.lib.siu.edof emailopensiuc@lib.siu.edu
1 As author of your thesis/dissertation, you own the copyright, uthwpve the option to
request that ProQuesgisteryour copyright on your behalf. If you choose this option, an
additional copyright fee of .00 will be added to your submissioasts For more
information about copyright and your thesi
Guidelineso tab in ProQuest.

= =4

OPEN ACCESS AND OPENSIUC INFORMATION

1 When submitting to ProQuest, you will be asked to select a type of publishing. Choose
ATradi tional Publishing. o I'f you would 1|ik
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open access, then you can do this focimarge through OpenSIUC. There is a $95
charge for this service through ProQuest, but there is no need to pay this fee!

1 After your thesis/dissertation has been approved and your date of graduation has passed,
the Graduate School will forward your ETD tooRuest, and then ProQuest will forward
your ETD to OpenSIUC. OpenSIUC will post your ETD so that anyone on the SIU
campus may access your thesis/dissertation, unless you have requested an embargo.

1 OpenSIUC will send you an email asking if you want to make thesis/dissertation
Open Access, which would make it available to anyone anywhere via the internet. If you
do want this, then respond to the email to allow this to happen. Then your
thesis/dissertation will be available to everyone within SIUC agdrixze OpenSIUC will
make this happen without charge, but only if you give your permission.

1 If you do not respond to the OpenSIUC email, then your thesis/dissertation will only be
available in three ways: 1) a printed copy in the Special Collections sectiborris
Library 2) through OpenSIUC (on campus) and 3) via ProQuest either by direct purchase
or via access to the ProQuest Dissertations and Theses database, unless you request an
embargo.

T 1'f you candt find the emai lesisidissenatio®tplken S| UC,
available through Open Access, then you can contact OpenSkhjermgiuc@Ilib.siu.edu
and make this request.

f More information about OpenSIUC is availabléntip://opensiuc.lib.siu.edu/fag.html

EMBARGO

1 ProQuest will ask if you want them to release your work (make it available on their website
and to search engines) right away or to delay release.

1 The soonest that your work will be raked is about 5 weeks after the day of graduation.
You can choose to release your work after any length of time or even never release it.

1 If you choose to delay the release of your work, access to the full text of your work will be
delayed for the periodf dime that you specify using this option.

1 ChoosefiNoo to delay the release of your worknd then choose the length of the delay
and the reason for the del&8ee below.

Delaying release in ProQuest

I want my work to be available in ProQuest as soon as itis published. *
O Yes
@ No - | have patents pending, or another reason why | need to delay access to the full text of my work.

How long would you like to delay the release to ProQuest? * (more info)
O 6 months O 1vyear O 2years

MNote to administrator (optional): 200 characters

Clear

Reason for delaying release to ProQuest: *

[Select ~
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To delay more than 2 years, write a note to the administiéédrexactly how lag you

would like to delay. Then choose a reason for delay from thedbram.

If you arrange an embargo and later want to shorten or lengthen the embargo time period,
contact both ProQuest (8@21-0600) and OpenSIUC to request the change.

COPYRIGHTREGISTRATION

As authorof your thesis or dissertatipgou own the copyright, but ProQuest will offer to
registeryour copyrightwith the U.S. Office of Copyrighor $75.

T

)l
1

Registering with the U.S. Office of Copyrigastablishes your claito the copyright fo

your dissertation/thesis apdovides certain protections if your copyright is violated

More Information:http://www.copyright.gov/help/fag/mandatory _deposit.html

This is optional Consult with your advisor if you are unsure about whether or not to do
this.

Requesting ProQuest to file for U.S. Copyright Registration

* Yes, file for a new copyright—| am raquasting that ProQuest file for copyright on my behalf.

No, do not file for copyright—I| am requesting that ProQuest not filz for copyright on my behalf.

Required: Select the checkbox to indicate you have read, understood, and agree to the following:
o | will pay a fee of $75.00 (U.S. dollars) to ProQuest for filing on my behalf with the U.S. Copyright Office.
« | am the sole guthor of the disseration or thesis | submitted to ProQuest
« | do not acknowledge any co-authors or co-claimants of my work
See manuscript examples rejected and deemed not by a sole author

ORDERNG COPIES

1
il

Ordering bound copies through ProQuest is optional. It costs around $62.00 and takes
about 812 weeksfter the graduation date be mailed

Another optim is for you tgprint your approvedbaper and take to the SIU University
Bookstorein the Student Center. They will arrange for it to be professiobaliynd for

just $30.00n 4 weeks or lesafter your paper is approve@ontact the Bookstore at 618
536-3321 for more informatiorfSUSPENDED DUE TO COVIEL9 CLOSED

CAMPUS!

OTHER COMPLETION INFORMATION

SURVEY OF EARNED DOCTORATES

T

If you are a doctoral student, you must complete the Survey of Earned Doctorates
available ahttps://seehcses.org/login.aspxefore the final submission deadline. After
you complete this survey,&urvey of Earned Doctorates completion certificate willbe e
mailed to you and to the Graduate School.
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FORMS

1 All Thesis/ Dissertatin Oral Defense and Approval forms are available on
https://gradschool.siu.edu/abeng/forms.phpThese forms are to be completed, signed,
and submitted by your advisor or program administratataff. Forms submitted by
students will not be accepted.

1 The Graduate School would need one Oral Defense and one Approval form by the Final

Submission Deadline in order to accept your paper.

Thesis/Dissertation Approval forms are archived with the piaporris Library,

Signatures on the forms must be valid.

1 The instructions for digitally signing forms are available at
https://gradschool.siu.edu/aboutis/forms.php

1 Email IRB compliance form® Dr. Rose Moroz, Assistant Dean of the Graduate School
atrmtmoroz@siu.edif your paper involves human subjects or use of live vertebrate
animals.

= =4

LETTER OF COMPLETION

If you need to have official university sbrmation that you have completed your degree, prior
to graduation day, then you may send an email with your dawg tagdayraduation@siu.edu
to request a Letter of Completion. This letter cannot be writtgil after you are completely
cleared for graduation.

OTHER NOTES

1 If you were required to secure permission for using human subjects or animals in your
study, then you must submit a copy of your approval letter to the Graduate School. Send
it attachedo an email addressednmtmoroz@siu.edut is recommended that you make
a statement within your methods section that the study methods have been approved by
the SIUC Human Subjects Committee or SIUC Institutidiramal Care and Use
Committee. You are not required to include this approval letter in your paper. If you do
include it in your appendix, be sure to white out any signatures.

1 If you include equations in your paper, and you number them, place the equatibars
in a straight vertical line at the right margin. Be consistent with your numbering system.

1 Makesurey ou dondét have an wyoultrdh€cript(atherBhBrib99pr ades o
600). You must complete all incomplete courses before graduation.

1 Diplomas are mailed after graduatid?lease allow up to 8 weeks after graduation to
receive your diploma. You can arrange to pick up your diploma at the Graduate School if
you prefer by sending an emaildoad.gradation@siu.edu

1 If you have questions about graduatapplications or proceduresontact
grad.graduation@siu.edu

1 If you have questions abotlte commencementeremony visit
https://commencement.siu.edu/

1 If you have questions about the ProQuest website or ordering through ProQuest, contact
their Customer Service at 8821-0600 extension #77044.

1 Questions or feedback regarding this Guidelines documentdsheuirected to Dr. Rose
Moroz, Assistant Dean of the Graduate Schontmoroz@siu.eduRevised 10/4/20
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PART |1 7 RESEARCH PAPER GUIDELINES

ORGANIZATION OF PAGES

(SeeResearch Papdemplaté

The pages of your paper should be in the following order:

Title page

Copyright statement (when applicable)

Approval page

Abstract

Dedication (Ofional)

Acknowledgments@ptiona)

PrefacgOptional)

Table of Contents

List of Tables(with page referencdsrequired if you have more than one table)

10 List of Figures(with page referencésrequired if you have more than one figure)

11. TextBody

12.Exhibits tables, figures, photographs, dgtaequired if you are presenting all of your
tables and figures after the body of your paper

13. Referencesgor otherappropriate title prescribed lgyo u r  p rstylg maaualp s

14. Appendices Qptionali required if you haveapyright permission or other documents
that do not fit elsewhere in your paper

15.Vita

©oNoOA~®ODE

TITLE PAGE

1 Make sure that your paper title on the title page, the approval page, the abstract page, the
vita pageyour Oral DefensandResearch papé&pproval forms math exactly.
1 Month Year at the bottom of this page is the month and yeaadtigtion

APPROVAL PAGE

1 Only the names (not the signatures) of your committee are needed for this page. (The
signatures will be on the original paper Research Paper Approvathatns submitted
to the Graduate School.)

1 Date on this page is the date on which your committee signs your approval form. It
should be in the format Month Date, Year, for example, March 8, 2019.
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ABSTRACT

1 Date on this page is the date of your defenskerfadrmat Month Date, Year.

TABLE OF CONTENTS

Do not list the Table of Contents as an entry on the Table of Contents page.
Put the ones digit of every page number in a straight vertical line at the right margin.
Include the titles of Chapters and Appendice
Where chapter titles are longer than one line, end the first line before it reaches the page
number vertical line, and then indent the first word of the second line so that it starts
under the first word of the first line. (See templates.)
1 Indent the chpter listings under the word CHAPTERS, and indent the appendices
listings under the word APPENDICES.
1 Table of Contents are already created on the templates, and you only need to customize
this page. Another option is to create an active Table of Coriigritdlowing the
instructions below.
Inserting a table of contents using the inbuilt option from MS Word

= =4 4 A

1 In Word, tables of contents rely on your use of styles to format headings. If you already
used the Heading 1, Heading 2, and other heading stylestm®&®t your document
ready to insert youFable of Contents. Follow these steps to insert a Table of Contents:
o Click where you want to create the table of contant$ clickthe References tab.
o Inthe Table of Contents group, click Table of Contents

File Home Insert Design Layout References Mailings Review View Help

% 7 Add Text - ABl I Insert Endnote ;D @ =l Manage Sources B

DIU date Table AE, Next Footnote = ER style APA -
Table of 5 Insert 5 Smart Insert B3ty Insert
Contents ~

Footnote Loockup = Citation ~ & Bibliography ~ Caption
able of Contents Footnotes fx  Research Citations & Bibliography

0 Choose the style of Table of Contents you wish to insert. Automatic Table 1
creates a Table of Contents titled Contents. Automatic Table 2 creates a Table of
Contents titled Table of Contento, Automatic Table 2 is recommended.

0 Manually add the sutitles CHAPTERandPAGE and align them utmost right
and left respectively.

o Word will create a Table of Contents from the document text you styled with one
of the first three heading stylddeading 1, Heading 2, and Heading 3. The Table
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of Contents will hclude a string of dots between the heading text and the page
number for each heading.

o When readers hover over a page number, the heaaliegghlighted which
reminds that they can use the Table of Contents for navigation.
1 After the headings are insertedhange the font style of the title TABLE OF
CONTENTS, center align it, make it all capitals and also set the font color to Black.

1 Set the line spacing to 2.0, change the font style, size of the headings, page numbers (if
needed) to make it consistenthvthe rest of the document.

Updating Table of Contents

AAter youbve edited your document, page nhumber
your Table of Contents incorrect!

1 To update your Table of Contents, rigiitk in the table and choose Updatield
or
1 choose Update Table from the Table of Contents group on the References tab. Select
entire table or page numbers only and click OK to regenerate the table of contents from

your headings
File Home Insert Design Layout References Mailings Review View
% T Add Text - ABl I Insert Endnote }D Bf = Manage Sources
[l Update Table AE Next Footnote = E@Style APA -
Table of 5 Insert 5 Smart Insert _E‘ t}r )
Contents ~ Footnote Lookup  Citation - & Bibliography ~
Table of Contents Footnotes ra Research Citations & Bibliography

No Heading styles?

T I'f the headi ngs tifomatiedwith stylks) eformi@serting gour ¢ahled
of contents, select each of thedepel headings for your Table of Contents and apply the
Heading style from the Styles group on the Home tab of the ribbon.

AaBbCeDe AaBbcede AaBhCe AaBh  2s8bhced /—\aB AaBbCcC AaBbCcDd AaBbCcDt AaBbCcDi AaBbCeDe AnBbCcDi AaBbCcDi AABBCCDD AABBCCDC

TNormal  TNoSpac.. Headingl Heading2 Heading3 Title Subtitle  SubtleEm.. Emphasis IntenseE.  Strong Quate  Intense Q.. Subtle Ref.. IntenseRe.. |5

Styles |F1

or

1 Follow the templates and manually tyipehe headings to create a Table of Contents.
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LIST OF TABLES and LIST OF FIGURES

1 Put the ones digit of every page number in a straight vertical line at the right margin.
It is required to include table/figure title next to table/figure number.

1 Wheretable/ figure titlesare longer than one line, end the first line before it reaches the
page number vertical line, and then indent the first word of the second line so that it starts
under the first word of the first line.

For exampl eé
Figure 23. The effect afwitch cost on the total annual cost and the optimum number of
ST/ (0] 1= PR 65......

=

Formatting Guidelines

FONTS

1 Use the samiont throughout your paper. Some standard fonts to choose from: Times
New Roman, Bookman, Courier, or Ariel.

1 The regular text in the body of the document should use a 10 or 12 point font size.
Headings and subheadings may go up to 14 point but must e sdrne font style as
the body of the text.

1 Bold and Italics may be used. In generéhlics is used for Genera, species, letters,
words or phrases cited as a linguistic example, and foreign words. Bold and italics may
be used to distinguish heading anth-feading levels; follow your department
guidelines, and be consistent throughout your paper.

1 For tables,six (6) point font should be the smallest used. Try to use the same size as the
rest of the body, if possible.

SPACING

1 The body of the document mus# double spaced.

1 There should be no extra spacing between paragraphs

1 There should be no extra spacbefore and after eacdubrheading.

1 Spacing within the table may be single or double spaced based on the readability of the
data.

1 There should be a jutlbus use of spacing to "set off" tables, charts, and figures;
typically, ore doublespace before and after the table. Again, once spacing is chosen, you
must be consistent throughout.

1 Places where single spacing is acceptable:

Between the lines of a titler heading that takes up more than one line.

Between the lines of a long quote that is indented on both sides.

Within a figure or table.

Between the lines of a figure/table title or explanation/description

Within a reference in the References sectiogolif single space between the multiple
lines of a reference, then you should insert a blank space between reference entries.

=4 =4 =4 -4
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1 Within footnotes.
Double spacing the document

1 Navigate taDesigntab.
1 Go to Paragraph Spacing (on Top Right) and Set tHabtile.

:I i.! Paragraph Spacing ~ |_‘5| 3 j D

Style Set
= ty Page Page

_6._14 Default Color -~ Borders
- ackground -~

Built-In

Mo Paragraph Space

Compact
S=| Tight
—4’:— Open
—J..:— Relaxed
—¢_— Double

Custom Paragraph Spacing...

or
1 Select the paragraph which needs to be double spaced.
1 Navigate to Homé, Paragraph line spacing optioAs2.0

Deleting extra space above each sub heading, paragraphs.

Only 2.Gline space is allowed throughout your work. Sometimes, though the licagpsaset
to double, you still can see some extra space between the lines, especially above each sub
heading, new paragraph etc.

To fix this:

1 Select text.
1 On Home tald Paragrapt® Click paragraph Settings button on the bottom right.
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Insert Design Layout References Mailings Review

D Calibri Body) |11 ~ A" A" Aa- A = -i=-%=-

= [ Q-

Paste ) . ey, )
¥ Format Painter B I U-aex, x [A-%F A

-

Clipboard IF] Font I Paragraph @

On Indents an&pacing tatset theSpacingto 0 for bothBeforeandAfter tabs.
Click OK.

Insert Design Layout References Mailings Q Tell me what

B Calibri (Body) = |11 ~| A A |Aa- | ¢ = -E=-%- =32 2 T | \pbcanc

Paste > 2 - a3k LEE=E= = - BE -
~ Format Painter (B I U mame x. x| A-W- A - == == IS Fo. R T Mormal

a
&
3

Clipboard ~ Font

[v] 20

2.5

3.0

Line Spacing Options...

Add Space Before Paragraph

2l i

Remove Space After Paragraph
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Paragraph ? x

Indents and Spacing  Line and Page Breaks

General

alignment: | [T

Outline level: |Body Text ~ Collapsed by default
Indentation

Left: 0 $ Special: By:

Right: 0 S [nane) ~ =

|:| Mirror indents

Spacing
EBefore: Opt z Line spacing: At
Aftar: opt = Double w =

|:| Don't add space between paragraphs of the same style

Preview

Sarmpla Tooet Sarmpela Toot Sarmpela Toodt Sarm sl T S el T S o T S o Tt Sl Tt

vt Taoet Sl Taoet Sl Taoet S Sl Tt S o Tt S o Tt Sl Tt

Sampla Tt Sarmple Tt Sarmple Tt Sarmpla Tt Sampla T

Tabs... Set As Default Cancel

TEXT JUSTIFICATION

T

1
1

The text in bapters should be left justified onlynless your program requires full
justification of text (e.g., Mathematics).

Text on title page and apprdyaage are centered.

Chapter titles are centered, and othesidings may be centereas fits your program
designated style.

MARGINS AND INDENTATIONS

T

=a

Margins are one inch all around. So, text should sta&tinch below the top of the page

and endne ind above the bottom of the page.

Pages witltharts, tables, and figures may have greater margins than listed but may not go
into the required margins.

Paragraph indentations shoulddeniform five spaces.

With a heading at the bottom of a page, whenetienot room for at least one line of

text under it, move the heading to the next page. In this situation, it is acceptable to have
a larger bottom margin.

PAGINATION

1
T

No page numbers on Titgage Copyrightpage,or Approval page
The pagesifter the Aproval page angreceding the texi.e. Abstract,
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Table of Contents etshould be numberagasing lower cas&oman nurerals(i, ii, iii, ..)
starting with Abstract.

1 Roman numeral page numbers mustéetered and positioned ehalf inch from the
bottomof the page.

1 Text pagesReferences/Bliography,Appendicesand Vitashouldconsist ofArabic
numeralg1, 2, 3..)only, without punctuation, embellishment, or running headérs
numeral paging should be continuous.

1 For Research Papers, the Arabicgpagmbers should be locateght-aligned on the top

of the page.

Page numbers need to be consistent with the same fonastyzeas the regular text.

1 If a page of your document is formatted with landscape orientation, the header and footer
of the pge are also formatted with landscape orientation. Page numbers on landscape
oriented pages should be in the same position as page numbers onquaetreet pages.

For example, if portrait pages have page numbetbe top rightthen the landscape page
will also have page numbeos the top right corner

=

Creating different page number styles in one document

1 Use the Section break formatting to have different page numbering stylesvsectionis
created that starts on the next page. Withttige ofsection breakyou can apply different
page numbers, headers, footers, page orientation, paper size, and vertical alignment to the
sectionsin the documentf you are using templates, this is already taken care.

Research paper should have the followiaegti®ns:
Section 1- No page numbers on Title page, Copyright page, or Approval page.

Section 2- The pages after the Approval page and preceding the text, i.e. Abstract,
Acknowledgements, Table of Contents etc. should be numbered using lower case Roman
numerals (i, ii, iii ..) starting with Abstract.

Section 3- Text pages, References/Bibliography, Appendices and Vita should consist of
Arabic numerals (1, 2, 3..)

By default, word document comes with Section 1. So, creating Section breaks 2,3 should
serve he purpose.

For creating Section 2

1 Click at the end of Approval page.
1 Click LayouttabA Breaksthen undeSection Breaksclick Next PageSo, this
creates a new section 2 from Abstract.
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H -0 -

File Home Insert Design References Mailings Review Vie

D@ s ’# Breaks - Indent Spacing
o 5 D

Page Breaks = 0pt

Margins Orientation  5Size  Columns

- - - - Page
Mark the point at which one page ends
and the next page begins.

Page Setup

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.

M

ion Breaks

2]
o}
A
=g
=]

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

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.

AT I

Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

dil

1 Click on the header/ footer of Abstract page (Section 2) arldigh& to Previousbutton
todisableit. This unlinks Section 2 from Section 1 and allows user to create roman page
numbers in Section 2 without creating page numbers in sectionl.

H - e ETD - Dealing with page numbers - Word
File Home  Inset  Design  layout  References  Mailings  Review  View  Help Design Q Tell me what you want to do
By [E14 Previous ] Different First Page +Header from Top: |0.5" z
o 4 ] e P - a
O3 BN =S E g —L
n o [ Next [] Different Odd & Even Pages + Footer from Bottom: 0.5 -
Header Footer Page Date & Document Quick Pictures Online Go to . Close Header
- *  MNumberr Time Infor Pars~ Pictures Header Show Document Text Insert Alignment Tab and Footer
Header & Footer Insert Mavigation Options Position Close

Link to Previous

Link to the previous section to
continue using the same header or
footer.

Turn this feature off to create a
different header or footer for the
current section.
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For creating Section 3

1 Click at the end of page with last roman page lpem

1 Click LayouttabA Breaksthen undeSectionBreaks click Next PageSo, this
creates a new section 3 from Chapter 1 (text).

1 Click on the header/ footer of Chapter 1 (Section 3) and ktlidkto Previousutton to
disable it. This unlinks Section 3rém Section 2 and allows to create Arabic page
numbers in Section 3 without messing up with roman numbers in section 2.

Note:Donét forget to unlink header and footer of
default, the Link to Previous button is &ted. You can see it dark grey if it is enabled.

Inserting roman page numbers for front pages

1 Double click on the footer section of the Abstract page (Section 2). It automatically opens
the Design tab.
1 Click Page numbe#, Bottom of the page and choosnter alignment (Plain Number 2).

Home Insert Design Layout References Mailings
D D F m I;l [Z14 Previous [ Different First Page
D] =] fr=
— ] - == iy Next [] Different Odd & Even P4
Header Footer Page Date & Docurnent Quick Pictures Online Go to
- - Mumber~  Time Info -~ Parts -~ Pictures Header Show Docurment Text
Header & F E Top of Page ert Mavigation COptions
<] Bottoem of Page Simple =

1 Page Margins Banded

[#] Current Position

* v v ¥

Eh Eormat Page Mumbers...
E;; BRemowve Page Mumbers

Plain Number 1

Plain Number 2

1 It assigns Arabic page numbers 1, 2, 3 ..
1 Select page number and change the font style and size to make it consistent with the text.
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Times New Re - |12 |+| A a7 A.‘v
-

1 Now right click on the page number and choose Format Page numbers to change the
format from Arabic to Roman page numbers.
1 Choose Roman number format from the ddapvn list, start at i and click OK.

Mumber format: | i, ii, iii, ... A
|:| Include chapter number
Chapter starts with style: |Heading 1 A
Use separator - [hyphen] |v

Examples 1-1, 1-A

Page numbering
O Continue from previous section

-

(®) Start at: i =

Inserting Arabic Page numbers

1 Arabic page numbers are located righigned on the top of the page

1 To have them aligned on the taht, double click on the header section of the first
chapter page.

1 Click Page numbe# Top of the page and choose right alignment (Plain Number 3).
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H e Document! - Word

File Home  Inset  Design  layout  References  Mailings  Review  View Q Tell me what you want to do
D D r\ D D D D H [54 Previous [] Different First Page .+ Header from Top: 0.5 - ﬂ
# 0 =] iz} - N
- I - - ﬁ Sy Next [] Different Odd & Even Pages +Footer from Bottom: | 0.3" .
Header Footer  Page  Date & Document Quick Pictures Online Goto . _ Close Header
- = Number= Time Infor  Parts- Pictures Footer Show Document Text Insert Alignment Tab and Footer
Header & F @ Top of Page } Simple « ptions Position Close
[ Bottom of Page » | Plain Number 1
& Page Margins 3
[ Current Position 4 '

FE Format Page Numbers...

E;( Remaove Page Numbers Plain Number 2

Plain Number 3

Plain Number 3

1 It assigns Arabic page numbers 1, 2, 3 ..
1 Select page number and change the font style and size to noakeigtent with the text.

Navigation Options Position Close

TimesNethv AN &"v

B I UW~A-icrizr sy

=3

Changing the orientation of a particular page(s) to Landscape

1 Create &ection break next pageon the previous page for which the orientation has to
be changed.
1 Add anothelSection brealat the end of last landscape page.
1 Click the header, to confirm a new section has been created. This wlovweschange
the page layout of only this section without changing the layout of the entire document
91 Click Layouty Orientation and set the Orientation tandscape
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H -

File Home Insert Design References Mailings Review View Help Q Tell
E D-qf IE % "= Breaks ~ Indent Spacing
- _ D - i1 Line Mumbers~ 3= Left: |0.25" 2 I=Eefore Opt -
Margins Orientation Size Columns o . — = "
- = o = bt Hyphenation ~ =& Right: |0" - += Aften 6 pt .
up ] Faragraph P
D Portrait

D Landscape

HEADINGS AND SUBHEADINGS
1 Chapter titleg All chapter titles and top headings should be in all capital letters.
(including front and back content, e.g., PREFACE, CHAPTERPRENDIX, etc.)
T Either bold all top headings or donét bol d
1 Use numerals (1,2,3...) insteafdwords (ONE, TWO, THREE) to represent Chapter
numbers. E.g. CHAPTER 1 instead of CHAPTER ONE (in the Table of Cortetts
the heading for the chapter).
1 Be consistent with chosen format style for headings andheatlings throughout your
document.
1T Dondét | eave a heading without text undernesze

MULTIMEDIA OBJECTS

Multimedia object types includaversizedables, complex equations, graphs, diagrams, digital
pictures, digital video, digital audio, virtual reality, andte computer software that you have
developed.

1 Multimedia objects and oversize maps/files may be included Additionalfile.

SIMPLE OBJECTS
Most simple objects like tables, graphs, and diagrams can be embeddedpape&rusing your
Word Processor. éfe are some guidelines when you embed the objects.

1 Float the object to the top of the page.

1 Your page can have multiple objects provided they all completely fit, without
compromising on margins.

9 Title should be directlpelowthe object for figures anabovefor tables. Number the
object according to its position in the chapter (e.g., in Chapter 5 you may have a Table
5.1, Table 5.2, and Figures 5.1, 5.2, and 5.3).

1 When tables or figures are too wide to fit within the requirediocie margins, either
reduce the size (if possible) or change the orientation of that page to landscape.
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APPENDIX
1 List of terms, definitions, questionnaires, and other supplemental information which is
useful, but not essential, to the body of tegearch papenay be included ian
appendix
1 When you have more than one appendix, name each Appendix with a letter (A, B, C,
etc.) and list each Appendix separately with a title in the Table of Contents.
An APPENDICES cover page prior to Appendix A in your paper is optional.
1 Because tbse final papers will be available online, you must remove all signatures from
any documents that you include in your paper.

=

VITA
1 Only mention the degrees you have already earned, not the degree in progress.
1 Only list publications that were already pubbsl or accepted, not the ones in process. If
a publication has been accepted but not yet published, note it with (in press).

Submission Guidelines

After you pass your defense...
1 Your committeenembers willsign theResearch Papépproval and Oral Defense
forms andyou or your department representative wilomitone original of each of
these formgo the Graduate School.

BEFORE YOU BEGIN THE SUBMISSION PROCESS, PLEASE MAKE SURE YOU HAVE THE
FOLLOWING ITEMS

The submission's title

An abstract of 250 wordor less (optional)

A list of keywords (10 maximum) (optional)

Full name of your Advisor

Y our document in Word format (preferred) or pdf
Additional files, if any.

=A =4 =4 =4 4 -4

SUBMISSION PROCESS FORESEARCH PAPER

1 Navigate toOpenSIUCsubmission site
T You wi || need an account to make your submis
link in the upper right of the screen

e . T - "
swesr T 9 QpenSIUC

Home About Help | My Account
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https://opensiuc.lib.siu.edu/gs_rp/author_guidelines.html

1 Login to your account.
M Click on the "Submit Research" link in the lower left of the screen.

R >
SIU &y elp = OpenSIUC

Home  About Help My Account

Enter search terms:

.

Advanced Search You will need an accountto make your submission. To do so, click on the “My Account” link in the upper right of the screen.

Submission Process For Research Papers

Create an Account

Follow the instructions. An email will be sent to you with instructions to complete the process and activate your account.

FETMEE ETEL S Only when your account has been activated will you be able to submit your Research Paper.

Submitting Your Research Paper

Goto hitplopensiuclib.siu.edu/igs rpl. Click on the "Submit Research” link in the lower left of the screen.

Article Title

Flease enter the fitle using Headline Capitalization—e.g., The Scholarly Communication Crisis. It should be entered exactly

) as you want itto appear on the final version.
ool's Research Papers

Author

Include an email address in order to receive monthly notification of download statistics.

Degree Name

You must select one. If you do not see your degree name, send an email to opensiuc@lib.siu.edu with the name of the

Authors degree.

Journals

il
il
1

Department

Choose the Department granting your degree.

Advisor

Use Last Name, First Mame, Middle initial
E.g., Smith, John L.; Jones-Smith, Laura A.

Fill in all the detds, browseanduploadyour Research Paper.

Submit anyassociatedupplementarynultimedia files (optional)

When the preceding steps are complete, click ofiSindmit button at the bottom of the
screen. This completes the submission process.

IMPORTANT DETAILS ABOUT THE SUBMISSION PROCESS
1 Submit complete paper by initial deadline
1 Any day before the initial deadline is okay for submission, The sooner the better!
1 After you submit, please allow us a couple of days to get back to you.
1 Be patient lbcause others are also submitting.

After your paper has been approved, hereos
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Dear X300,

Congratulations, after careful review, your article”Title” has been accepted for publication in
Research Papers. We look forward to publishing your article as soon as possible.

Research Paper Administrator
Southern lllinois University Carbondale

T Once approved, you dondét have to submit
as the final version.

1 After your paper is app~ved, your file is sent to the Graduate School Graduation Office
for graduation clearance.

1 TheGraduation office will NOT send you any messédg®u have cleared for
graduation. Instead, your department will be notified only if there is a problem.

FEES
1 There is not a fee for Research Paper submission.

COPYRIGHT

Copyright Permissionfor Use of Published Work
1 To use an already published wdt&xt, photograph, drawing, data etc.) in your paper,
you must obtain permission from the publisher of that work.
1 Most publishers have forms to request permission on their websites. If there is no form,
an emalil is also an acceptable method of requesting permission.
1 Cite the source in your paper at the point of use, and insert the permission letter/email in
the Appeidlix.

Forms

1 TheResearch Paper Oral Defense and Approval forms are available on
https://gradschool.siu.edu/abeng/forms.php

1 Create 2 originals for each, just to be safe. Only 1 originahct enust be submitted to
the Graduate School.

1 The Graduate School would need one Oral Defense and one Approval form before the
Final Submission Deadline in order to accept your pdp#reryou or your program
representative wikubmitone original of eeh of these formto the Graduate School

1 TheSignatures must be originaho fax, scans, stamps, or color prahte

1 Committee members who are away from campus and cannahsiffyms by handnay
e-sign them. The instructions for getting theignatures are available on
https://gradschool.siu.edu/_common/documents/forms/instruefboressigning pdf

1 Print the esigned forms and get the signatures from other faculty members by hand on
those same papers.
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LETTER OF COMPLETION

If you need to have official university confirmation that you have completed your degree, prior
to graduation day, then yanay send an email with your dawg tagjted.graduation@siu.edu

to request a Letter of Completion. This letter cannot be written until after you are completely
cleared for graduation.

Questions abodbrmatting a Rsearch Paper should beedited to Mr. John Russeit
johnprussell@siu.edu

Questions or feedbkeegarding this Guidelines document should be directed to Dr. Rose
Moroz, Assistant Dean of the Graduate Schontmoroz@siu.edu

RevisedOctober 4 2020
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