Term Paper Template
[bookmark: _GoBack]The TERM2 template provides commands you can use to insert a title page and any other front matter and formats. The template also paginates the paper's text according to the recommendations in A Manual for Writers of Term Papers, Theses, and Dissertations, 5th ed. (Chicago, 1987) by Kate L. Turabian, revised and expanded by Bonnie Birtwistle Honigsblum. This template is suitable for most undergraduate research papers.
At the bottom of the Format menu are several template commands that can be used to insert different parts of the paper, such as the title page and table of contents. Before you carry out the command that inserts each part, you must make sure that the insertion point is positioned where you want the next part to start. The insertion point should be on a blank line whenever you choose a command.
TERM2 Template Commands on the Format Menu
Insert Title Page 
Use this command to create the title page. Word prompts you for information that is inserted and formatted automatically according to the guidelines in the Turabian manual.
Insert Table Of Contents 
Use this command to insert a table of contents. Position the insertion point where you want to insert the table of contents, and then choose the Insert Table Of Contents command. Word uses the chapter headings for the table, automatically formatting it and referencing the correct page numbers.
Insert Other Front Matter 
See the instructions for the dissertation template for front matter that is sometimes used in formal papers. Use this command where appropriate.
Insert Chapter Start 
Use this command when you are ready to begin typing your term paper and whenever you want to start a new chapter. The Insert Chapter Start command starts a new page, numbers the chapter, prompts for a chapter heading, establishes proper pagination, and assigns the correct formatting to the headings so that they can be gathered into the table of contents.
Insert Quotation Block and Insert Quotation Poetry
Use these commands to insert block quotations of prose or poetry. These commands automatically create the correct indentation and spacing for quotations, as specified by the Turabian manual. Choose the appropriate command before you begin typing the quotation. Use the ENTER key to return to normal text style when you have completed the quotation. Consult the Turabian manual to determine when these styles should be used instead of a direct quotation within quotation marks.
Insert Bibliography
Use this command to begin your bibliography. The template creates the appropriate title and page number formats. Consult the Turabian manual for instructions on the presentation of individual entries.
Note: Word takes some time to carry out several of these commands because Word applies the appropriate page number formats for each part of the paper.
Dissertation Template
The DISSERT2 template is based on the dissertation format described A Manual for Writers of Term Papers, Theses, and Dissertations, 5th ed. (Chicago, 1987) by Kate L. Turabian, revised and expanded by Bonnie Birtwistle Honigsblum. The Turabian manual recommends arranging the parts of the paper in the sequence shown in the following table.
	Dissertation Part
	Reference in Turabian Manual

	Front matter
	

	Title Page
	1.6

	Acknowledgments*
	1.8

	Preface*
	1.9

	Table of Contents
	1.10-17

	List of Illustrations*
	1.18-22

	List of Tables*
	1.23

	List of Abbreviations*
	1.24

	Glossary*
	1.25-27

	Editorial Method*
	1.28

	Abstract*
	1.29

	Dedication*
	1.30

	Epigraph*
	1.31

	
	

	Text
	

	Introduction*
	1.33

	Part*
	1.34

	Chapter
	1.35

	
	

	Reference matter
	

	Appendix*
	1.38-44

	Bibliography
	1.46


*Optional parts
When you create your dissertation with the template, make sure to keep the parts of your paper in this sequence to preserve the automatic pagination features of the template. Before you carry out the command that inserts each part, you must be sure that the insertion point is positioned where you want the next part to start. Refer to the preceding table for the normal sequence of parts. The insertion point should be on a blank line whenever you choose a command. 
The table of contents, list of illustrations, and list of tables should not be inserted until after you have finished your paper. The template creates these parts by compiling information from your document, and they will be incomplete if you insert them before the text is finished.
Options in the Insert Dissertation Part Dialog Box
Title Page 
This option creates a title page for your dissertation. The template prompts you to type the name of the university and formats it correctly for you. The template automatically inserts your name and the current date on the title page. The template retrieves your name from the Summary Info dialog box (File menu).
After you have created the title page, you can change the information that you entered by retyping or by positioning the insertion point on the line of text and pressing the Update Field key (F9). This method brings the current information into a dialog box for editing.
Acknowledgments, Preface, List Of Abbreviations, Glossary, and Other Front Matter
Use these options for creating optional front matter. Each one starts a new page, inserts the appropriate heading, and applies the appropriate formatting as required. For each of these parts of the paper, you can then type information to appear on these pages. The Other Front Matter option prompts you to enter the heading for the type of front matter you want. 
Introduction 
If your paper includes an introduction, use the Introduction option to insert the heading, establish correct page formatting, and begin arabic pagination for your introduction.
Part Title Page 
Use this option if your paper is divided into parts. The title page of the first part follows the introduction (Turabian 1.34). You can also insert a heading on each part title page with the appropriate formatting. When you insert a part title page, make sure that you do not delete the section break (double-dotted line) at the beginning of the page.
Chapter Start 
Use this option when you are ready to begin typing the text of your paper, as well as each time you start a new chapter. The Chapter Start option begins a new page, numbers the chapter, prompts for a chapter heading, establishes proper pagination, and assigns the correct formatting to the headings so that they can be gathered into the table of contents.
Quotation Block and Quotation Poetry
Use these options to insert block quotations of prose or poetry. These options automatically create the correct indentation and spacing for quotations, according to the Turabian manual. Select the option before you begin typing. When you have completed the quotation, press ENTER to return to the regular text style. You can also use Word styles to apply the block quotation format after the text has been entered. Consult the Turabian manual to determine when block quotation styles should be used instead of a direct quotation within quotation marks.
Illustration Number 
If your paper contains illustrations, use this option each time you insert an illustration, or a space for an illustration, in your document. This command automatically numbers your illustration, and you can insert optional captions. When your paper is complete, position the insertion point in the correct location for the list of illustrations (see the preceding table), and then use the List Of Illustrations option.
Table Number
If your paper contains tables, use this option to insert a table number and caption. Follow the instructions for this feature in Chapter 17, "Tables," in the Microsoft Word User's Guide.  When your paper is complete, position the insertion point in the correct location for the list of tables (see the preceding table), and then use the List of Tables option.
Table Of Contents, List Of Illustrations, and List Of Tables
The last parts of the dissertation to be prepared are the table of contents, list of illustrations, and list of tables. The template creates these parts by compiling information from the body of your paper, so they cannot be inserted until the paper is complete. Position the insertion point at the correct location in the paper (see the preceding table), and then select the appropriate option in the Insert Dissertation Part dialog box.
The Table Of Contents option compiles the various parts and chapter headings with the appropriate page numbers and formats the information to meet the Turabian manual's specifications.
The List Of Illustrations option creates a list of illustrations with the correct numbers, captions, and page numbers. You may wish to edit the captions into a shorter form once this list is compiled.
The List Of Tables option compiles table numbers, headings, and the appropriate page references according to specifications in the Turabian manual.
Appendix and Bibliography
Use these options to create appendixes and a bibliography on new pages with appropriate headings. See the Turabian manual for guidance on how to list citations in the bibliography.
Styles
The dissertation template uses eight heading styles. Heading 1 through Heading 6 are used for the various types of headings in the table of contents. Heading 7 is used to create the figure numbers and the titles for illustrations. Heading 8 is used for table numbers and headings.
Rearranging or Moving Text
Most of the Insert Dissertation Part options begin a new page or document section. Make sure that you preserve the formatting and pagination properties associated with the various parts of the document. 
Page breaks appear on the screen as single dotted lines. Section marks are used to store certain formatting characteristics; the marks are visible only on the screen and appear as double dotted lines. Be very careful about deleting or moving these section marks. If you delete a section mark, you might remove some of the formatting or the page numbers associated with the text that follows. If you need to move or delete a part of the dissertation that is preceded by a section mark, make sure you move or delete the section mark at the same time so that the proper formatting stays with the text. 
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