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INTRODUCTION

The submission of a thefisojectis the last step in a program leading to the
awardng of a graduate degree. The document is a statement of the results of a long
period of esearch and related preparationdertaken to fulfill partially, the
requirements for an advanced degrBlee purpose of the Masters program idetad
to the graduation aftudents whose research skills equip them to perform successfully
in both academic and professional environments.

This Guide is aimedt insuring hat the same thesis format is adopted actdss
Facultiesat the University of BalamandThis Quide addresses only mateof format
and presentatignsuch asarrangement of contenpaper, spacing, headings and
referencing The final thesis is approved by the Faculty committee with regards to
questions ofquality and contentIf there are questionselatedto the policy for
submitting a thesior project, the Facultyolicy Manualshould be referred to.

If a student has quéshs regarding the format of the théprejectafterreading
throughthe directios and examples in the Guijdinat studen should contact the
Graduate Studs Assistantlt is advisable to sk questions at the beginning avoid
extensivemodificatiors later.

The Quide in its most recent form is available in printed form at @B
Bookstoreandon theLibrary web page:

http://local.balamand.edu.lb/english/Library/gradquide.html

The Librarymust receiveone printed copyf the tesigpojectwith the signed
SignatureApproval and one electronic copy on GBROM as an Archive Copylhe
student is responsible for making certain that @learance Formndicating the
completion of the graduatbesisprojectis submittedt o t h e D ebefoedtte Of f i c e
deadline

The Library wishes you success in the completion of your thmsigect
Congratulationgo you in advancen completing such #&borioustask. See you at

graduation.

The Library Administration.



GENERAL FLOW CHART OF
THE MAST EHHESIS/ PROJECT

The flow chart here pertains to the steps required to fulfill the requirements of
the Library. Students should refer to thaculty Policy Manualn relation to items

suchthe proposals, suhissionrequirementdefore and after the defenskealline s é

1. Acquire approval to thesis/project proposal from the Faculty

bookshop or download from the Web

v

3. Cosign with Library staff the Agreement
confirming knowledge and use of Manual

!

[ 4. Submit one (1) print copyto the Library at least %1

[ 2. Acquire a copy of the Guide from the UOB }

month before the defense date

o

5. Make the revisions required by the Library to acquire
final approval of the Library

v

< 6. Defend Thesi#Project > 6b. Unsatisfactory

v

6a. Satisfactory

6¢. Make corrections
suggested by Examiners
v
6d. Resubmit to Library
for final r evision

¥*/
6e. Resubmit to Supervisor
for approval

( 7. Print 2 copies of the W
» Thesis Clearance form < |
from the Library Website J

8. Acquire ThesisSuper vd rsd rroesa d
signatures on both copies of theClearance Form

v

[ 9. Submit Thesis / Projectinal version (print & electronic) and the Turnitin }

Originality Report to the Library for completion of Clearance Form

v

10. Submit the signed Clearance
form to the Deanfd

GRADUATION!
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CHAPTER 1
GENERAL CONSIDERATIONS

1.1 Before the Defense:
1. Preliminary copies of the thefsojectshould be submitted to tHebrary before
the defenséor corrections irfformatting.
2. The preliminary copies should be submitted at least one month before the defense

date.

1.2. After the Defense:

1. Further revisions required by the Jury and the Library should be made before
submitting a copy of the final version to the Supemvisot o si gn t he #f.
Pageo as f.inal approval

2. After finalizing the fASi gn dprojeatsboul®lzeg e o0,
submitted to the Library within one (1) week of the defense.

3. The studenshouldprint and signthe Thesi&rojectCompktion Clearance Form
(Appendix A or B found on the Library websit® have it signed properly after the
defense and the required corrections are madk to:

(http://www.balamand.edu.lb/english/Library/gradguide.fhtml

4. Submitted Material: All degreeandidates will be required to turn in the following
items in person:

a.  One unbound copy drabrianopaper(refere to 2.2 in the Manuahithin

a large enough envelopgtleé page attached on the outside plastic folder as

a Circulation Copy. The documemind covers should be clipped or tied
togetherNOT stapled or punched.
b. One electronic copy on GROM as an Archive Copy. No writing on the
CD itself.
c.  Two (2) copies oftie Thesid ProjectCompletion Clearance form signed
by the student and ttseipervisor
5. After checking these items, the Librarian will then sompth copies of th&hesis/
ProjectCompletion Clearance form, onewfh i ¢ h wi | | be returne

Office. Only then will the final grade be sent to Registrad sffice.



1.3 Faculty, Dpartment and Degree Titles

1.3.1Institute of Theologypffers the following Master degrees:

Master of Theology in Pastoral Studies Al ) olal i 3 o it zabe
Master of Theology in New Testament Stud Aol gl bl s 3 o W zule
Master of Theology in Antiochian Studies S Y ol ll 3 @l s

1.3.2The Faculty of Arts and Social Scien€Eaculté des Lettres et des Sciendesnaine

= LYl sl s 15V 2)S7) offers the following Master degrees:
L8IsT g ay a0l a5 515/
LS.DU iy e ax — byl a3 J.:.,JLA/ =

2. Department of Education =Départe nt d 6 Educat i on
2.1 Master of Artsin Eduation
2.2 MastereenSci ence de LO6Educati on
2.3 Master of Arts inEducational Technology
2.4 Master of Arts inCurriculum and EducationdManagement
2.5 Mastere erCurriculum et Gestion Educative
3. Department of English Literature and Language
3.1 Master of Artsn English Language and Literature
3.2  Master of Artsan English Language Teaching
3.3  Master of Artan Comparative Literature
4. Déparement deLangues et Lettres Francaises
4.1 Mastere erLangues et itératureFrancaises
5. Deparement of History
5.1  Master of Artan History
6. Déparement de Langues Vivantes
6.1 MastéreenLangues Vivantes
7. Department of Mass Communication
7.1 Master of Artan Mass Media an€ommunication
8. Department of Philosophy = Départent de Philosophie
8.1 Master of Artsn Philosophy




8.2  Mastére erPhilosophie
9. Department of Physical Education=Départe nt dO6 Educati on Physi
9.1 Master of Arts inlPhysiology and Biomechanics of Physical Exercise
9.2 MastereelPhysi ol ogi e et Bi om®canique de
9.3  Master of Arts inPhysical Activity and Health
9.4  Mastére erActivités physiques et santé
9.5 Master of Arts inSports Management
9.6 Mastére inManagement du Sport
10. Department of Psychology = Départentde Psychologie
10.1Master of Artsan Psychology
10.2Mastére erPsychologie
11. Department oPolitical Science and International Affairs

11.1 Master of Arts ifPolitical Science and International Affairs

1.3.3 The Faculty of Business and Manageroéfets the following Master degree:
Department of Business Administration

Masterof Business Administration

1.34 The Faclty of Engineeringpffers the following Master degrees:
1. Department of Computer Engineering
1.1 Master of Science in Computer Enginag
2. Department oElectricalEngineering
2.1 Master of Science in ElectricBhgineering
3. Department oCivil Engineering
3.1 Master of Science in CiviEngineering
4. Department oMechanicalEngineering
4.1 Master of Science in Mechanidahgineering
5. Department oChemicalEngineering
5.1 Master of Science in Chemidahgineering
6. Department of Engineering Management
6.1 Master of Science in Engineering Management

1.35 The Faculty of Sciencedfers the following Master degrees:

1. Department of Computer Science



1.1 Master of Sciencan Computer SciencéSoftware Engineering)
1.2Master of Sciencan Computer Scienc@nformation Systems)
2. Department of Biology
2.1 Master of Sciencin Biology
3. Department of Chemistry
3.1 Master of Sciencan Chemistry
4. Department of Mathematics
4.1 Master of Sciencen Mathematics
5. Department of Environmental Sciences
5.1 Master of Sciencen Environmental Sciences

6. Master of Science in Chemistry (Food Science and Technology)

1.3.6 The Faculty of Health Sciena#ters the following Master degrees:
1. Department oMedical Laboratory Sciences

1.1 Master of Sciences i@linical Laboratory Sciences

1.3.7The Faculty of Medicine & Medical Sciena&ters the following Master degrees:
1. Department of Biomedical Sciences

1.1 Master of Sciencan BiomedicalSciences

1.4 Copyright Issues

Ownership of copyright shall reside with the student. However, the student must
grant royaltyfree permission to the University to reproduce copies of the thesis or report.

The University ofBalamand (UOB) owns the intellectual property of any material
published during the authorbés stay at UuoB,
not have the right to publish any thesis or project outside of UOB. The students cannot go
into any ageement with publishing house or external body to publish their work.
Otherwise there are legal repercussions.

When the thesis/project supervisor deems a piece of writing as worth publishing in
the Thesis/Project Completion Clearance Form, it signifiesttledraft is published by
the University of Balamand in any format (print or/and etedtr), not by an external
body.



For more details required about the Lebanese law, link:
http://www.economy.gov.lb/MOET/English/IPR/Copyright/Documents/CopyRighpdEn.

1.5Plagiarism

As a community committed to intellectual endeavor, the University of Balamand
recognizes honesty as the foundation of the academic activities of its faculty members and
students. UOB strives to provide students with the knowledge, skills, and judgment they
need to function in society as educated adults. Falsifying or fabricating the results of one's
research, presenting the words, ideas, data, or work of another as one's own, or cheating on
an examination corrupts the essential process of higher education.

Plagiarism, a from of academic dishonesty, is intentionally or carelessly passing off
another persondéds work as oneds own. |t I S
theories or anot her personb6s actualkbywords
creating the impression that the work is on

The Graduate Studies Assistant has the right to check that no plagiarism, what so ever,
is included in the text. If this is hohe case, the student(s) angbarvisor will be notified
that the thesisepot has not been accepted in titardry. After the corrections are made
and document redrafted by the student(s) and tipe1Sisor, a copy of the finaln@inal
Report from Turnitin should be submitted with the final draft as evidence that thescopy i
plagiarism free. Then the copy will be accepted in the print and electronic format and the

Clearance Form signed by the Graduate Studies Assistant.

1.6 Penalties
Failure to comply with the policies and standards outlined iméoeualwill result in

the student being peretd with the ensuing chance of further delay in graduation.



2.1Language

Adequatecommand of the requirehnguage(English, Arabic or Frenchand its

CHAPTER 2
FORM OF DOCUMENT

constructions, spelling and usage is requifessistance, if needed, should be sought with

faculty members of the relevant Department, as well as in standard dictionaries and

handbooks/manuals of composition. These materials are found in the Main Library.

The writing in a technicathesis must be cleaaccurate, and concise. Sentences

should be short, and paragraphs are used to separate divisions of content witiesishe

Nothing should be in théhesis which does not contribute to the message. Spelling is

importantand correct and clear sentersteictures should be used.

Technicaltheses are written in the third person singular, neuter gender; for example:

Use Rather than
AThe study wasiWe did the st
i Measurements |Al took measur

Authors and partners shouhdt be mentioned in thithesis/ project as this distracts

the reader away from the contents, and toward the writer d¢fidisés

2.2 Paper

U The thesis or report must be typed on one side on 21 x 29.7 cm (A4) white, acid
free paper of 80 gr. and 25% regtton.

uTo

conf i

rm t he of

type

brand name once held up to the light.

U The final document should be printed Watemark Fabriano Logo 80gr. (A4

paper,

OLIMPICA) paper (15 yeaguarantee, acid free and atd@rmites).

2.3 Margins

U Right(left for Arabic), top, and bottom margins: a minimum of 218 is required.

U Left margin(right for Arabic): 3cm.

U Header and Footer margins: 1.@%

t

shoul



U For the binding process, text, illustratiol$g{ures) orTables must not appesnside
the specified margins.

U Page numbers are the only items which may appear idHdhder.

2.4 Spacing and Inde&ion

U Preliminary pages, tables, figures and appendioesanda-half space;in Arabic

single spaceNo empty blanks in between.
U Footnotessingle space
U Text body:double spacen Arabic EXACTLY 32pt.
U Reference ligWorks Cited Double spachg (in Arabic EXACTLY 32pt) with a

hanging iment of 1cm

U The right alignment of English text should be justified except where noted differently
such asn the Reference Ligfor Arabic text paragraph alignment is right).

U Paragraph indentation of 1 cm is obligatory.

U One blank entry betweeheading and subheading sectioMO blank entries
between the heading or subheading and the text.

U One blank entry aftéFables/Figures

2.5Headings and#headings:

U Levels of heading and subheadings establish the hierarchy of sections in order to
orient the reader.

U Headings function as an outline to reveal the orgdiua of the body of the thesis

U Oneto five levels of headings can be used dependimthe structure of the thesis

U Each chapter should begin on a new page while the pagination is continuous and
placed at the top righitand side of the page.

U The format of the five levels of hdings is asollows (AppendixC):
CHAPTER TITLE: CENTERED UPPERCASE (bold; 14t.) (Arabic: 18pt.)

Body Level 1: Regular Upper and Lower Case (regular; ptt) (Arabic:
18pt.)

Body Level 2: Italics Upperand Lower Case (italics; J&.) (Arabic: 16ot.)
Body level 3: Reqgular bwer case (underlined; f@R) (Arabic: 16ot.)

Body Level 4: Regular bwer casdregular; 1pt.) (Arabic: 16t.)



EXAMPLE:
CHAPTER 1
ASSESSMENT OF ECONOMIC DEVELOPMENT
Level 1: 3.1 AggregatéconomicGrowth

Level 2: 3.3.1 Developments in tli&xternal Trade Sector, 9798
Level 3 3.3.1.1 Exports and imports in the GCC and MDE countrie9897

Level 4: 3.3.1.1.1Export revenues

Sloddlaall a5 il y3 1 J Y Joad 101 geal)
Slodlaall azy ) Y Y A M

Syl ). ). sl s )

g3 T L2 il A
Jﬂ\c'sfdﬁ.v.\.\.\ tiag) ) al> L

2.6 Pagination (Page Numbering)

Preliminary _pages The following guidelines apply to title pagesignature page,

acknowledgments and dedication, table of contents, lists of tables and figures, abstract,
etc.):

Small Roman numeralsi , i i ,,is placedat theupper&ighthand cornerl.25cm

up from thetop edge of the pag@Header margin)Arabic text: placedat theupperleft-

hand cornerl.25cmup from thetop edge of the pag@ieader margin)

Title page is considered page "i" but is not numbered. The next page is "ii" and

continues until first page of text.

Body of the Thesig Appendices:The following guidelines apply to the text:

First page of text is "1" (Arabic numerals 1, ), 2and is Pla@cedt theupper right
hand cornefArabic: Hindi numeralsplacedat theupperleft-hand cornér 1.25cmup
from thetop edge of the pag@eader margin)



Page 2 and subsequent text pages are numlaackglaced athe upper right hand
corner Arabic: placedat theupperleft-hand cornér 1.25cmup from thetop edge of
the pag€Header margin)Text begin.5 cm from the top edge for chapter headings.
U Pagenumbers from 1 to the end should be consecutive inguthbles, figures,

references andppendices.

2.7 Fonts

a Acceptable fonts are Times New Roman (English and French) / Traditional
Arabic (Arabic); do not use modern or ornamental styles.
a The samaypeface must be used throughout the document.

U  Acceptable font size in the body and preliminary pages is 12 point (English and

French) / 16 pointArabic) ..l Lii,

a Larger type up to 14 point (English and French) / 18 pdhknalfic) can be
used for chpter/section titles.
U Bold face may be used in the preliminary pages (before the text) and major headings

but not in the body of the text.

2.8Printing

Laser printing or any other letter quality printing using black ink is reqdoedill
text material Dot matrix or ink jet printing are not acceptable unless of high resolution

(600 dots/inch or more) to generate the same effect as laser printing.

2.9Corrections

U Corrections on the submitted copies, i.e. whiteout, correction tape, interlineations
(wording writtenbetween the lines of the text), etc., will not be accepted.

U All submissions must be neatly executed and correct in spelling, punctuation and
format.

U Proofread carefully before copying and submitting your document to the Library.

U Once copies are sent fanding, no corrections will be accepted.

U The hard copy must beadtical to the electronic document
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2.10 Figures

i

i

i

Figures include original photographs, charts, graphs, maps, diagrams and drawings.
All figures must be listed in th&able of Contents(AppendixK / W) asList of
Figures (Appendix M).

Figures are inserted in the text as close as pos#iiglethe first reference imade to

it.

Color copies are accepted, but beware of light colors that do not appear in
reproductions (ex: blue ink).

Figure captions must appear centered below the figure, containing the figure number
according to chapter (if applicable) and sequence. A Figure title is in boltilgtd

font (ExampleFigure 1.3: The variations in scholastic performance

Figures placedh landscape positioan the page should lweiental so that the top is

on the left margin. The captionust also be placed in the same orientation

Figures not of your production have to be cited according to the APA style (Section

11: Images, Photos, Bées and Figurespp. 4851) or MLA style pelow the figure

signal the source information with the descrip8ource followed by a colon, then

provide the correct MLA bibliographic inforrtian for the source).

2.11Tables

i

i

All tables must be listed in thEable of ContentsasList of Tables (Appendix M).

Tables are inserted in the text as close as possible after the first reference is made to
it.

Color copies are accepted, but beware of light colors that do not appear in
reproductions (ex: blue ink).

Table captions must appear centered above the table, containing the table number
according to chapter (if applicable) and sequence. The Table title is in bdld phd

font (Table 2.1: Percentage of dropouts across ten years

Tables placed in landscape positiofoversized figureson the page should be
oriented so that the top is on the left margin. The caption must also be piaited

same orientatiofAppendix D.

Explanation of each term and sign used is compulsory withabk&when needed.

Tables not of your production have to be cited according to the APA (Section 11:

Images, Photos, Tables and Figures, ppsBlor MLA style pelow the tablesignal
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the source information with the descrip&ource followed by a colon, theprovide

the correct MLA bibliographic information for the source).

2.12Common Guidelines for Figures and Tables

U Remember t@cknowledge the sourcef anyfiguretable you reproduce or modify
from another author or work.

U Give numbers and headings or captibmsll tables and figures that appear in the
text. Number the tables and figures consecutively throughout the paper by using a
decimal system to number them by chapter. (The first table in Chapter 1 would be
Table 1.1, the second Table 1.2, and so on.).

U Usea capitalization scheme when you refer to figures or tables within youiFtaxt.

example,us@ Ta b IfieFoi gourr e, 6 t hroughout your docul

U If you continue a table or a figure onto succeeding pages, repeat the table or figure

numberand h e wotridn iecadd obuticdbommtnot repeat the

U In cases where numerous tables or figures would mtishe flow of the textgroup
them at the end of the chapter, in the order of their mention in the text.
U If you have appendix tables and figures witldividual titles, you must list each in
the List of Tables and.ist of Figures. But if you have many appendix tables and/or
figures that can be grouped under an appendix title, you do not have to give them
separate titles, numbers, headings or captiorigstothem in theList of Tables or
Figures. The appendix title in the table of contents is sufficient description, as the
following example illustrates.
APPENDIX A: Graphiclllustartions 132
APPENDIX B: DataTables 136

2.130versize Figures and Tables (AppenDix

If you have trouble fitting a large table or figure within the margins, place the table
or figure and its number and caption sideways (landscape position) on the page. However,
place the page number in its usualipos at the bottom of the page as if it were printing
in the normal (portrait) orientation. (You may have to print twice or cut and paste to get the
page number in the correct location.) Tables or figures landscaped on a page should have
their top edge re the left binding side of the paper.

If figures and tables are larger than 21 x 29.7 cm (A4), you have three options:
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Reduction: Copies must be clearly eligible.

Page numbers and captions must remairnsiat.

Margins: Right, left, and bottormargins: 2.5cm; and to

margin: 3cm.

Folding: The page should be 29.7 cm in height to be bound pro
with the other pages.

Be careful or else page may be damaged. Correct mg
and position of page number must be maintained or

oversize page.

Pocket Pocket material must be folded to within 18 x 25.4 cm.

material: No numbering is required but should be listed in the T

of Contents.

If pocket material is CD or Floppy diskette, 3 copies n

be submitted.

2.14Exhibits
U Exhibits are items likeideos, groups of slides, or a model.
U The items must be clearly labeled.
U Extra copies of the title page are required to attach for identification purposes.
If an exhibit is an integral part of a thesis two identical versions must be submitted

except in theease of threelimensional models.

2.15Mathematical Expressions/Equations
U If the textcontains more than one equation, then equations of key importance should
be numbered consecutively in parentheses at the right margin.
U Derivations of equations @xamples where values are substituted for variables need
not be numbered.

U An equation shall be referenced in the text by the izgpdationand itsnumber

f(x) = x+3 (EquationXX.YY)
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Where XX is the chapter number and YY is the sequence number efumetion
in that chapter.

U If an equation is previously quoted in an earlier chapter, say as Equation 4.5 and need
to be requoted in chapter 5, its number will remain as Equation 4.5.
U If referring to two or more equations in the same sentence, each $ieulamed

separatel y. For exampliesitcadoffis es &@uat i pné
through (3).0

U0 When referring to an equation, use the
[ Equation 2.4 proves é.], but whthelis n a t
[ As calcul ated above in (2.3), ¢é].

U The multiplication sign(3 ), rather than a dot)(or an &), shall be used to indicate
multiplication of numbers and numerical values.

U Although the stacked style of fractions is preferreadepxions shall be made in the

b
text to avoid printing more than twmes of type. For exampléype 3 rather than

b/a.

U The general rules regarding the use of upright and italic text in equations are as
follows:

1. Quantity symbols (including the symbols for physical constants), subscripts or
superscripts representing symbols for quantities, mathematical variables, and
indexes are set in italic text.

2. Unit symbols, mathematical constants, mathematical functions\dabtions, and
numerals are set in upright text.

Example:

x=rsind c b (Equation3.1)
where
X is the xcoordinate on a Cartesian plane,
ris the length of the position vector,
d is the angle between the position vector and a coordinate axis,

J is the angle from the plane in which both the axis and the position vector lie to either of

the coordinate planes including that axis.
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Further examples: Equation2.5 andEquation3.2.
1. Equatior?.5 illustrates the use of italics and exponential function in an equation.

g = 1/% (Equation2.5)

where

C,, Is the correction factor for decay during sample collection,

/ is the radionuclide decay constant,

T.is the sampling duration.

U To format equations, refer to Appendix Y2 Formatting Mathematical

Expressions/Equations

2.16Quotations &ParentheticaCitations
U Refer to:available in the UOB Bookshop or Online:
http://www.balamand.edu.lb/english/Library/gradguide.htmi

1. QUICK NOTES: American Psychological Association (APA) Style Manual
(Adapted from the Publication Manual of the American Psychological Association
6th ed., 2010 AND American Psychological Association (2007). APA Style to
Guide Electronic Reference§ection M. Parenthetical (in-text) citations

2. QUICK NOTES: Modern Language Association (MLA) Style Manual (Adapted
from the MLA Handbook for Writers of &earch Papers, Seventh Edition, 2009):
Section VI. Parenthetical (intext) citations

2.17Footnotes
U Limit the use of footnotes. If the information is trivial remove it; if it is important
enough include it in the main document.
U Use footnotes asxplanatory or supplementary notes or personal commentary of the
author that does not belong in the main text. They sometimes present a view opposed to
that presented in the text. Or they elaborate a point relating to the main argument but not
important enugh for inclusion in the main paper.
U Do not use footnotes for referencing or bibliographic citations.
U Refer to:available in the UOB Bookshop or Online:

http://www.balamand.edu.lb/english/Library/gradguide.html
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1. QUICK NOTES: American Psychological Association (APA) Style Manual
(Adapted from the Publication Manual of the American Psychological Association
6th ed., 2010 AND American Psychological Association (2007). APA Style to
Guide Electronic Referencdesectian Il . Notes

2. QUICK NOTES: Modern Language Association (MLA) Style Manual (Adapted
from Adapted from the MLA Handbook for Writers of Research Papers, Seventh
Edition, 2009.Sectionll . Notes
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CHAPTER 3
ARRANGEMENT OF CONTENT

3.1Preliminary Pagesifuell cilasiall)

These pages are numbered separately the body of the thesis, using lower case
Roman numer al slacédiat, the iupper righti hand coéngArabic: Hindi
numeralsplacedat theupperleft-hand cornér These pages should be placedhi@ order

as listed below.

3.1.1Title Page( /sl 4sis) (Page du Titre)
U Required
U Not numbered but first page of thi@esis.
U Content: full of ficial title of thesis;
name of the degree; and date (month and yedmaifsubmission
U English Format Appenk E / SampleAppendix F
U French Format AppendixXO/ Sample Appendi®
U Arabic: Format AppendibS/ Sample AppendiX

3.1.2 SignaturePage(4il/ sl 5 liv))( FOr me doO6Approbati on)
U Required
U Numbered but placed as second page after cover page.
U Thisis to certify that theThesis Jurynembers have granted their approval as to the
final version of the submitted material. As sutie student and the supesor both
hold responsibility for the format ammdntent of the thesis

U Your name must appear exactly as it does on Yile Page.

U Note that fié and have found that it i's ¢
t hat begins AThis is to certify that I h
as a | ower case letter nao. Mi crosoft Wo

you will have to override that.

U The number of signature lines can be adjusted actptdithe size of your Jury

0 ONLY include facultesb degrees with their names on tBégnature Pag simply
type their names beneath the lines you create for signétlicesed by their degree

U English Format Appenx G / SampleAppendix H
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French: Format AppendiQ / Sample AppendiR

U Arabic: Format Appendix)/ Sample Appendi¥/

3.1.3 Acknowledgemenis/x Y/ /_<i) (Remerciements)

i
i

i

Required:not more than one page.
Content:brief statement of appreciation or recognition for special assistance.

Sample Appendix

3.1.4 Abstract(_«wliius) (RESUME)

i

i

Required:maximum length of300 words

Content: It is a brief summary of the contents of thesiswhich must be self

contained, and congte when read. It should contain statements of the problem
(6whyod), the methods (6howbdé), the result:
This part is written last, and is then placethatbeginning of théhesis.

No reference to tables, figures or other vgork

Sample Appendixd

3.1.5 Table of Contentg-L sisaf)) (Table de Matieres)

i
u
u
u
u

i

Required:for thesis to be used efficiently.

1 Lists all parts of the thesis except title page sigdaturepage.
I Arabic numbers are used to distinguish parts; Hindi numbers for Aratigc

Wording and numbering should be consistent with the text.

I Content: Should provide an overview of the thesis structure by provideig

headings and subheadings.
Sample  English AppendixK Arabic: AppendixW

3.1.6 List of AbbreviationsGlossary or Abbreviationges_wi go lerival Gl 3 puie 425Y)

(Liste de Glossaire et Abbreviations)

i

Required used to explain symbols and nomenclature (names for things in a

particular field) in alphabetat order.

U Sample Appendix
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3.1.7 List of Symbols and Nomenclatufgs_wi so dlerial/ jgo b e 425Y) (Liste de
Symboles et Nomenclature)
U Optional: used to explain symbols and nomenclature (hames for things in a
particular field) in alphabetic order.
U Page layout similar to Glossary.

3.1.8 List of TablegJ sl 4a5Y) (Liste de Tables)
U Required:if document contains illustrations and tables.
U Content: caption must contain title and number of the table.
U Scanned or downloaded materialvé to be cited in captions example, (Richards,
1993)
U Sample: Appendix M

3.1.9 List of Figures(x s/ 4s3¥) (Liste de Figures)
U Required:if document contains figures.
U Content: caption must contain title and number of the figure.
U Scanned or downloaded materiakvé to be cited in captions examp(Rjchards,
1993).
U The size of figures and images has to be relative to the details portrayed.
U Page layout similar to List of Tables

3.2 Body of the Thesigll. )i L«3) (Corps dusujet)

This is the substance of tlieesis the detailed written statement of your research.
The internal organization of this material into chapters, sections and subsections is up to
you and youthesissupervisor(Sample English AppendixN / Arabic: AppendixX).

Each chapter should begin on a new page while the pagination is continuous and
placed at the top righitand side of the page

Line spacing is double space. Paragraph spacing is one blank line baeeekdmys
and subheadingsThere should be variations font size for headings and subheadings
while body font is regular and 12 {pefer tosection 2.5

3.3 Conclusios/wr H £dmnddBion
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State, with no elaboration, the specific conclusions lyave reached regarding the
results. Do not imply any moreertainty than you actually have regarding these
conclusions. If you are not sure, say so.

34 List of References/Works Cited p p F Tir IOF m (Ukte Fdes HOF

Références)

Citing referencess a very important part of research and requires attention to detail.
Your reference list will contain complete entries for each source of information used in the
development of thargument, research andfxperiment, and in the interpretation of the
data, including sources of charts, figures and images.

Citations not only document your research but taélgw the reader to access your
sources for further irastigation. When citing sources you must folline formatof a style
manual You cannot choosehich pieces of information you will include and the way in
which you format that information.

The following rules will apply to any style manual:

U You should not combine styles or change within the document from one style
of citation to another one.

U The style Manualsshow you the proper abbreviations, capitalizatiom an
punctuation to be used aitatiors.

0 You must follow the format shown; you cannot adédxtra pieces of
information, nor should you change the erdf the information given. (g. If the

title of a book is shown in the example as being underlined, you will need to do
the same in your citation. You do not have the choice whether or not to underline
T you must follow the example.)

U The form of citations for references should closely followdtyte adopted by

your discipline:

QUICK NOTES: The Modern Languag
Association (MLA) Style Manual

Theology Literature, Philosophy, History

Langauges and Translation

QUICK NOTES: American Psychologicg
Association (APA) Style Manuafor the
Faculties ofFFaculties of Social Science

Business & Management and Sciences

Education, Physical Education, Mg

Communication, ELT, Psychology, Politic

Science, Business, Economics, Biolo
Chemistry, Computer Scieng
Mathematics, Environmental Scienc
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Food Tetinology

QUICK NOTES: American Psychologicg Engineering, Biomedical Sciences
Association (APA) Style Manuafor the

Faculties of Engineering and Medicine

American National Standards Institute st| Clinical Laboratory Sciences
adopted by the American National Librg
of Medicine(NLM)

U  You can efer to theQUICK NOTES relatedto the adopted citation style
available in the UOB Bookshop or on reserve in the Library or it can be downloaded

from the UOB websitehttp://www.balamand.edu.lb/english/Library/gradguide.html

3.5 Appendice$ X c GAppendices)

The appendices contain any material which obstructs the smooth development of the
text of the thesis, but is important jugstify the resultsit is material ordata that is very

detailed and lengthy to be included in the main body of the thesis, but which should be
available for examination by the examiners to convince them sufficiently. Examples
include immense tables of data, interview samples, questionnagstians, lengthy

mathematical proofs or derivations, etc.
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CHAPTER 4
CHECKLIST

(Check ALL the items below before submittitige final versionof your thesis)

4.1 English
4.1.1Format

Title page includes all the required information and name oidtiition in full as
University of Balamand.
_______Abstract page is prepared in correct format and not more than one page in length;
about 300 words in length.

All required parts of the thesis have been included and are in the correct order.
__ Original (not photocopied) signatures of thesis exam committee and candidates
appear on all required documents.

Margin dimensions, indentations, spacing and pagination are correct.

Preliminary pages are numbered in lower case Roman numdhnalvattom center
of the page. Number is omitted from title page.

Beginning with Chapter I, or with the Introduction, all pages of text are numbered
continuously.
______ Style of bibliographic references is consistent and follows the correct citgten

Careful proefeading has been done to check format of pages and for typographical
errors.

Paper is of required quality.

4.1.2Procedures
_______One copy of the thesis is within a large enough envelop (title page attached on the
outsde) or zip folder.
______ Submit two electronic copies

Sign and submit the Agreement Form for the University of Jordan Library
Depository.

Submit all the required number of copies of additional materials.

Submit finatlearance form to thBeanfor grade release (Appendix T).
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_ Appendix A: Thesis Completion Clearance &rm
A \T‘& University of Balamand Libraries

=
i

mor  Thesi€ompletion Clearance Form

ann
B>

To be signed by all responsible parties after the defense and the required corrections are made;
then submitted to the office of the Dean of the Faculty. When the form is submitted, the grade for
the thesis will be sent to the Registrar.

To be completed by student:

Name of student:

ID# Signature:
Department:
Faculty:
Date: Final Version Submitted on: (DD-MM-YY):
Permission to Copy:

l, , hereby submit this thesis/project to the University of Balamand as
partial fulfilment of the requirements for a Master® degree. | agree to abide to the laws of intellectual
property as stated in Item 1.3 of the Faculty Policy and Style Manual. | agree that the UOB Libraries may
make it available to use in accordance with its regulations governing materials of this type. | further agree
that quoting, photocopying, digitizing or other reproduction of this document is allowed for private study,
scholarship (including teaching) and research purposes of a nonprofit nature. No copying which involves
potential financial gain will be allowed without written permission of the author.

To be completed by the Thesis Supervisor:

[] Student has successfully fulfilled the requirements for a Master6 sdegree from the Faculty of
in the Department of , including:

[] Completed all course work with a passing grade;

[] Wrote a thesis of acceptable quality;

[] Successfully defended the thesis in front of the examining jury.

] I have reviewed the above student's thesis and the final version has been completed satisfactorily.

Publication Approval: [J YES as is presented [J YES with modifications [J No
Name of the Thesis Supervisor:
Date: Signature:

(DD-MM-YY)

To be completed by the Librarian:

[] Thesis meets the specifications as set out in the Graduate Policy and Style Manual.
[] Have received:

[] Final approved manuscript

(] One CD of the Thesis has been received

[] Signature page with required signatures

Name of the Librarian:

Date: Signature:
(DD-MM-YY)
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Appendix B: Project Completion Clearance orm
/)\T\‘ University of Balamand Libraries

=]
=

Ty iy

Project Completion Clearance Form

J‘/Ty OF “E\\’

To be signed by all responsible parties after the defense and the required corrections are made; then
submitted to the office of the Dean of the Faculty. When the form is submitted, the grade for the project will
be sent to the Registrar.

To be completed by student(s):

Names of students:
ID#

Signature

Department:
Faculty: Business and Management

Date Final Version Submitted on: (DD-MM-YY):
Permission to Copy:

We, the above signed, hereby submit this project to the University of Balamand as partial fulfilment of the
requirements for a Masters degree. We agree to abide to the laws of intellectual property as stated in Item
1.3. | agree that the UOB Libraries may make it available to use in accordance with its regulations
governing materials of this type. | further agree that quoting, photocopying, digitizing or other reproduction
of this document is allowed for private study, scholarship (including teaching) and research purposes of a
nonprofit nature. No copying which involves potential financial gain will be allowed without written
permission of the author.

To be completed by the Project Supervisor:

[] Students have successfully fulfilled the requirements for a Master degree from the Faculty of Business
and Management in the Department of , including:
[] Completed all course work with a passing grade;

] Wrote a project of acceptable quality;

[] Successfully defended the project in front of the examining jury.

[l I have reviewedthea b ov e st ud e nt lsedinalperson leas ieenaomgleted satisfactorily.

Publication Approval: [J YES as is presented [J YES with modifications [J No
Name of the Project Supervisor:

Date: Signature:

(DD-MM-YY)

To be completed by the Librarian:
[ Project meets the specifications as set out in the Graduate Policy and Style Manual.
[] Have received:

[ Final approved manuscript
[] One CD of the Project has been received
[ Signature page with required signatures
Name of the Librarian:
Date: Signature:
(DD-MM-YY)
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. ) . . Level 1: CENTERED
Appendix C: Heading and Sibheadings UPPERCASE: Font

CHAPTER 3 size 14; Style: Bold

STATISTICS AT SQUARE ONE

) Level 2: Upper and Lower
3.1 Populations and Samples— | case:Font size 14: Style:

Regular

3.1.1 Populations

In statistics the "population” has a slightly different meaning from the one given

,,,,,,,,,,,,,,,,,,,,,,,

toitin ordinaryé € € € é é é ... E6eeeéeéeééé&. . ecececcé

Level 3: Upperand
Lower Case Font size
12; Style: Italics

3.1.2 Samples

A population commonly contains too many individuals to study conveniently, so an

investigation i é é .

3.1.2.1 Standard error of the mean

If we draw a series of samplé cald Level 4: Upper and rvationsén. each

lower case Font size 12;
Style: Underlined

rrrrrr

3.1.2.2 Standard error of a proportion or a percentage

Just as a standard error associated with a mean can be calculated, so a standard error

associated with a percentage or a proportiocabeulated:

3.1.2.2.1The standard error Level 5: Upper and

o lower casg Font size 12; |
The standard error associatee € é é é é Style: Regular é




Appendix D: Oversize Hgures

Table 2.3: The Ethnicity and Occupations of Members of Hammond's Middle Class in 1891 who Remaine
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Total

Livery.
Buildin

Page numberson such figures or
tables must be positioned in the
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toolbar

PhysicrarmroeTst
= Lawyer
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Total
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Top margin: 2.5 cm

Appendix E: Title Page Format (English)

Four blank entries:

(M

»
>

Font size 14;

/ Style: Bold

COMPLETE TITLE ALL1 N CAPITAL LETTERS

Left margin:
3.0cm

Line Spacing of page: 1.5
Centered

By

Full name spelled out, no initials

Right margin:
25cm

A thesissubmitted to the Department -6f----- in partial fulfillment of the requements

for the degree dflaster of in (available in Section 1.3)

Faculty of
University of Balamand

Month of Submission and Year

Copyright© YearandFull name spelled out as appears above (no initials)

All Rights Reserved

Bottom margin: 2.5 cm

|



Appendix F: Title Page Simple (English)

COMPARING THE CONFORMITY CHARA CTERISTICS OF
RETARDED CHILDREN IN REGULAR C LASSES TO THOSE IN
SPECIAL CLASSES

By
Rachel Stevenson

A thesis submitted to the Department afvifonmentalSciencesn partial fulfillment of
the requiements for the degree of MastérSciencein Environmental Sciences

Faculty ofSciences
University of Balamand

May 2011

Copyright© 2011 Rachel Stevenson
All Rights Reserved
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Appendix G: Signature Page Format (English)

Line Spacing of page: 1.5

Font size 16; _ _
Style: Bold; [>University of Balamand __~~ ----- 1
Centered Font size 14;
Faculty of ' Style: Bold,;
Centered

I
|
1
|
I

This is to certify that | have examined thiscopydast er 6 s t h esi s by
|
I

[Your name as it appears on fhide Pagé Centered

exactly in this
format

and havdound that it is complete and satisfactory in all respects,

and that any and all revisions required by the final

examiningJury have been made.

Font size 12

JURY MEMBERS:

Approved: [Signature]

Thesis Supervisor or Presidéyame, Title

Supervisor President of the Jury

Approved: [Signature]
External Exanm e r v dcerr aNanm Tifles

First External Examineft Moderator

Approved: [Signature]

External ENtoadre rnaetr 0drsé so rNa me , Titl e

Second External Examiner / Moderator

Date ofthesisor projectdefense: [Month Day, Year]

Instructional information is placed in brackets [ ] to help you format your
document. Do not include bracket in the original format.
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University of Balamand

Faculty of Sciences

This is to certify that | have examined this copy dla s t thesis sy
Rachel Stevenson
and have found that it is complete and satisfactory in all respects,
and that any and all revisions required by the final

examiningjury have been made.

JURY MEMBERS:

Approved: S-R.i&h?.l:dson

Samuel Richardson, Ph.D.
Presidet of the Jury

Approved: ANNAARBIS
Ann Ardis, Ph.D.

External Examiner

Approved: Dawd Lowe

David Lowe, Ph.D.

Supervisor

Date of thesis defese:May 31, 2011
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margin:
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Alignment centered; Font size
14; style bold
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enqouragement of various people anganizations.
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Text alignment of
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sizel2; style
regular; Line
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Top
margin:
Appendix J: Abstract (English) 25cm

ABSTRACT Alignment centered; Font size
™ 14: style bold

The purpose of this study is to compare the conformity characteristics of retarded
chitiren in regular classes to the conformity characteristics of retarded children who had
Paragraph indentation: 1 cm |ecial ctms$or the mentally retarded. An experimental

situation was devised in which each group was subjecte{ Text alignment of  |ur other

classmates to deny perception of abstract and verbal stimy Pody justified; Font jreviously
: . . . sizel2; style
been measured in reference to hiditgldo perceive these stimu reqular; Line

Increments in errors were observed and interpreted Spacing of pg1.5 Issure to

conform. When conformity to the total series of stimuli was compared between the two
groups, no differences were found. Differeneesre found, however, in the degree to
which the groups yielded in reference to the verbal stimuli.
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stimuli to elicit transfer reactions, and that this ability is baseg@revious experience. The
results suggest that differences exist between these two groups of children in the degree to
which they conform when the stimuli are capable of eliciting such transfer.
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Line Spacing of TABLE OF CONTENTS
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Table 3.2 Mean Diastolic Blood Pressures of Printers anddfmers

Number Mean diastolic bIooﬁ‘%&lard deviation
(

pressure (mmHgQ) Hg)
Printers 72 8 4.5
Tat_;les are msc_erte_d immediately after  § 40 \
their first mention in the text.

AN

3.1.2.2 Standard error of a proportion or a percentaq | N title and numbering are
placed ABOVE thetable

The text is continued directly after the insertio| 2d as close as possible.
Font size: 10 pt; style bold;

page 666 ébé6ébebbébééeéséé el centered

/////////////////////////////////

eeeeeeeceeceeeeeeeeeeeeeeeeeeeeeceeece.

70
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50

40
The title and numbering are
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and as close as possible.
Font size: 10pt; style bold;
centered.
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Figures are inserted immediately
after their first mention in the
text.
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7OE

Figure 3.1: Age Distribution of Sample (Dawn, 1999)

Use inttext citation if the figure,
image or graph is not your
original production




Appendix O: Title Page Format (French)
— Line Spacing of page: 1.5;
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Four blank entries: >
(M
TITRE EN LETTRES MAJUSCULES
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document.
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Par
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Copyright © 2005 Suzanne Roche
Tous Droits Réservés
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page de couverture] |
I
|
et que je | 6ai trouv® compl et et: sat.
et qudbéil a int®Qgr® toutes |l es =4-&wi-5i ons
MEMBRES DU COMITE:
Admis: [Signature]
[Nom du Docteur en toutes lettres, grades/titres/fonction]
Directeur de Mémoire
Font size 12
Admis: [Signature]
[Nom du Docteur en toutes lettrggades/titres/fonction]
Premier Rapporteur
Admis: [Signature]
[Nom du Docteur en toutes lettres, grades/titres/fonction]
Second Rapporteur
Date de soutenance du mémoire: [Jour, Mois , Année]
Instructional information is placed in brackets [ ] to help you format your

document. Do not include bracket in the original format.




Appendix R: Signhature Page &mple (French)

Line Spacing of page: 1.5
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— Line Spacing of
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Appendix U: Signature Page Brmat (Arabic)

Line Spacing of page: Single

Font size 24; Style: . o
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Appendix X: Body of the Thesis &ample (Arabic)

Use correct formatfor
all headings and
subheadings

Refer to Section 2.5

J3 U Line Spacing of
page: 1.5 & Text
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The title and numbering are
placed ABOVE thetable
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Font size: 13 pt; style bold; =)

The title and numbering are centered —
placed BELOW thefigure
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Font size: 13 pt; style bold;
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Appendix Y1: Computer Skills for Formatting the Document

1. Page set up:

§ Page Setup
Margins \ Paper | Layout |
Margins
Top: Bottom:
Left: Right:
Gutter: Gutter position:
Orientation

Portrait Landscape

u
EOMan

| Page Setup
Paper size:
a4 v
Width: 21 cm 2
Height:
Donar comwea

Page size: A4

'l|| 0

Page Setup

Margins | Paper |

Section _
Section start: \New page V]
Section direction: ’Left-to-right ‘

Headers and footers

[T] ifferent odd and even
[T] pifferent first page
From edge: Header: 1.25 cm ﬁ
Footer: |1.25 cm ﬂ
Page

Setting of headers &

footers

2. Paragraph Formatting of Preliminary Pages & Appendices:
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Paragraph

Indents and Spacing ] Line and Page Breaks [
General
Alignment: Justified W Qutline level: Body text v
Direction: O Right-to-left (® Left-to-right
Indentation
Before text: Special: By:
After text: 0cm $ {none) v <
Spacing
Before: Lie spacing:  At:
After: 0pt F> v s
Don't add space between paragraphs of the same style
Preview
o] Ca )

3. ParagraphFormatting of Body of the Text Pages:

2]x

Qutline level:
(® Left-to-right

Special: By:

Body text

(none) v s

Line spacing: At

Double v
phs of f.? e same :?";""

B S

Paragraph
Indents and Spacing I Line and Page Breaks [
General
Alignment: Justified v
Direction: O Right-to-left
Indentation
Before text:
After text: 0cm s
Spacing
Before: 0pt =
After: 0pt pes
mtienl| <nace between parag
Preview

[ ok

][ Cancel ]

4. Paragraph Formatting of List of ReferenceBNorks Cited:
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B Paragraph i

Indents and Spacing \ Line and Page Breaks ]

General
Alignment: E.Lefl: —\ﬂ Qutline level: Body text v}
Direction: O Right-to-left ® Left-to-right

Indentation

Before text: @ Special: By:
After text: [0 cm = |Hanging v | [lcm—CJ

Spacing I

- @ Line spacing: At:

Preview

[ OK ][ Cancel ]

5. Tables
5.1 To Fit Table to Margins
5.1.1Type the centered title of the numbered table in bold and font size 10 beltablthe

Table 5.1: Overview of different WIMAX profiles

1802:16-2004 §02.16-2004 $§02.162-2003

'LOS(fixed) ~ LOSNLOS LOS/NLOS {mobile)
(fixed nomadie,
partable)

10-66GHz ~2.11GHz 2-6GHz

2012528 MHz 250 KHz steps from 1,753 5/5/7/1020
1,5t MHz
20 MHz(scalable)

134 Mbits a 28 75NDBitsat20MHz 15 Mbit'sat SMHz

‘MHz

5.1.2Select the table by clicking on z{} box at the top lefhand corner of the table.
5.1.3 Click on the righhand button of the mouse.
5.1.4 Scroll down t?AUTO FIT C ChooseAuto fit to Window



Table:4,2:-Spearman-correlation?
«
e
& | Cut 5
53| Ccopy (e T | [
: 3 = Levele | Incomes|
4 Paste Rows k<o
[ Paste as Nested Table Do .192% 226} 223" -214%¢e
> =
| Insstt 2 o o0k 003 o0se
3 Merge Cells
HF  Dpistribute Rows Evenly e 1704 1704 1704 17042
:'_,_' Distribute Columns Evenly 8 1.0002 BIg 0879 0183fa
4 DrawTable 2 e 71 [ > [N VP
Q] Borders and Shading...
os 1704 1704 1702 170<|c
Cell Alignment 4
=l 1515 1 000~ .Sw": _‘271": o}
AutoFit > | AutoFit to Contents
2] Insert Caption... 4 AutoFit to Window 0004 0004
B3 Table Properties... 4 Fixed Column Width o 1704e
Education- Correlation- 223" 20874} 50077 1.000<] -3677¢¢
Levele Cosfficientc
Sig.{2- .003¢| 262¢) 0003 i 00040
tailed)s
N~ 1700 170 1704 1704 170nln

5.2 To Place theTable in the Center
5.2.1Select the table by clicking on K@> box at the top lefhand corner of the table.
5.2.2 Click righthand button of the mouse.

5.2.3 Scroll down t@able Properties

Table:4,2:-Spearman-correlation?

«
#  Cut =
» - Education: | Annual-
5a | Copy 2 2 5
2 ? ng- o Age Levele | Incomed)
[ Paste B
Insert » 2 .192% 226" 2257 2147
& Merge Cells | o omel 03 003 005
HF Distribute Rows Evenly
3 | Distribute Columns Evenly 4702 1707 1707 1709 1709
22 o) 51% 74 <
__’f Draw Table 2 1.000: 51 087 018
Q Borders and Shading... plﬁ;\ s 0497 2627 814¢]
Cell Alignment 4
l',‘ & 170¢] 1702] 7044 170
AutoFit 4 = —
670 317 1.0002] 5007 -271 4
g] Insert Caption...
[# Table Properties... 30 049¢ g 0002 0005
IR
Nz | 1705 170¢ 170¢ 1702 170¢

(5

[§]

[

[

5.2.40n the Table taE AlignmentC Center
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Table:d. Table Properties @
% Table ‘ Row | Column | cell
3:11; Size
g = ook i11.9-‘;cm C—i Measure in: ~C;m‘meters :J
ussfull 5 " i
T - ignmen
Atrlme- Correlation- 1] | ™9
Online-
booking E ﬂ E ‘ l
usefulnesse " e —
Left Center Right
Genderc Cerr_e_lsnom Text wrapping
Coeffictent> g
Siz.{2- Emm
(8] =
No |
aged Correlztion- 2 None Around
Coefficientc
Sig {2- Table direction
tailad)e O Right-to-eft @ Left-to-right
No
Educaton Correlanen. = Borders and Shading... ] [ Options... ]
cation- elation- 2
Levels Coefficient>
Sig.2- OK ] [ Cancel ]
tailed)>
& 2] e 0] ETY T

6. Figures
6.1 To Fit Figure to Margins
6.1.1 Type the centered title of the numbered figure in bold and font size 10 below the

figure.

Wireless Local Area Wired Workstations

Network Architecture !

Server
@ 3 ‘

Distibuton System (Wired LAN)
( - D
| |
Access Point 9 Access Point

(CLOL I B (AP)2

Ba;I:: -S,;;vlco Ba‘sigs-o‘rvlco
\Set (BSS)1 o Set(BSS) 2//
Extended Service Set (ESS)

Figure 4.1: Wireless Local Area network architecture

6.1.2 dick on thefigure and click on the rigkthand button of the mouse.
6.1.3 Scroll down t&izeand click



6.1.4 Resize #picture to have the Width 13cm; the Height is not an issue

1

gy e B e e
£-) XXAK RED @ S u Liwow v

“af Wi v S N T

Do

L

Cut

Copy

Eatended Oun
Stk

rOT

Paste

Change Picture...

Fastirs Cutn
IS B

o

Hyperlink...
Insert Caption...

Text Wrapping 4

O +BEMD B SK

SYNCOLEE

s 5 Size.
m o
\

%% | Format Picture...

Figure-4.1:Polyline®

0~

(]
|

rn
o I3 e M hae en e Gad Ll et S Gieimn Nawe Tow Sei e Sor Uim v
- al =M 2 » MO

| Size | AltText |

Size and rotate

Height:  [9.67cm |J| Width: 13cm
Rotation: ;J:i | C

Scale
Height: 29% 77 C Width: 38%

Lock aspect ratio
Relative to original picture size

Crop from
Left: 0cm $ | Top: Ocm
Right: 0cm S| Bottom: |Ocm
Original size
Height: 19.55cm Width: 33.89 cm

Reset

REIREY

Close

8B B K

o
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6.1.5 On the toolbar at the topicture ToolsC Format C Arrange C Align C Align

to Margin
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_}, v Formatting.docx - Microsoft Word Picture Tools - =
Page Layout References Mailings Review View \ Format
ictures : S . [y Picture Shape ~ & & Bring to Front ‘liz" [T 4 o
el - ——  — — " o Sy o0l 10em e
ure d; el il ’ ‘ ~ & Picture Border ~ 83 Send to Ba f 2
: : = Position _
e T & Picture Effects ~ - ET&Q Wrapping v ‘ %
Picture Styles e Arrange I |
1 X 5 |
RN, - ' C I N 30 N ZACIN PO ARSI R T N W I K E KR KR o |
£ : : - \ i
aly
[
) | &
75 T 2% ‘ Align to Page
O 3 = W P Forts T Gaig Lhod e o Goueion vasn Tom FetRewgr Faay Ui ||
b 0 |V | Align to Margin
|

g |-

tx 2R

C AT ¥ Lo ¥

View Gridlines

[ H#E | Grid Settings...

O+ EED B Sk

a

r
S RO AT PR 09 FITeAcK LT [MoceL r
=— )

Figure-4.1:-Polyline?

6.2 To Place the Figures in the Center
6.2.1 Qick on thefigure
6.2.2 Click on the&Center text button in the toolbar (see below)

fIrs

man

Page Layout

5

v|12 - [IEASIAS

I abe x, Aﬂ"ay'é'

Font

100X

o
8

References

Formatting.docx - Microsoft Word

Mailings Review View
aal = v = v S=v || <E SE| |y 4B
1] 3=~ 5= - S|l v w3 sosbccoc AaBbC AaB|
E ¥ = Y aniinse— ;i Heading1 T Headi
Paragraph s Styles
I5 3w ) vilgie PiviGee ) 0 Giv J o P o §en@iviigio G | 1 1 1 141

-
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-

SR
Jexa [0 xxacmERE M= W
vAE Bhee . - n

i
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6.3 To Draw Borders for the Figures

6.3.1 dick o

n thefigure

6.3.2Choosd~ormat Picture
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Change Picture...

Hyperlink...
Insert Caption...
Text Wrapping

Size...

NP GRD CATHO POLAA P

‘ ' Format Picture...

O +EED B SN

|
aTa LT fice:

Figure-4.1:-Polyline®
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6.3.3Click on Line Color C ChooseSolid Line C ChooseColor fi B1 a& Kliak on

Close

Format Picture

G Line Color
=
= |[“tine Color S| | O o line
Ll Line Style @' Solid line
hadow O Gradient line i
Falare 3
3-D Format Color: A
L &
3-D Ratation Transpa Theme Colors |5 |
EEEEEN &
Picture 0
Text Box I
o o
= 1T :
Standard Colors r
= mO ENEEN .
o
o More Colors...
Ko [|—]
oo Close i

Figure-4.1:-Polyline”

7. Sources:Thesource of any item not your production should be cited according to the

style you are using for your References.
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Appendix Y2: Formatting M athematical Expressions/Ejuations

Add an equation
1. Click where you want to add an equation. If you want the equation to be centered on a

new line, press ENTER.
2. On thelnsert tab, in theSymbolsgroup, click the arrow next tequation.

J
j Home | Inset | Pagelojot  References  Malings  Redew  View

1002802003 § 1400345 10

Coner Blank Paqe Toble  ture Clip Shapts SmatAt Chart | Hyperlink Bookmark Crosseference | Meoder Footer  Page  Tet  Quick: Wordad Drop ’ Equation Symbol
Pager Page Brask | Mo Co fumbee B Mg v e 'HONME Vi o
Pty Tables [lustrotions Links Header & Fouter Tt ymbols

3. Click a builtin equation or clicknsert New Equation.

- 8 X

©

g 4 A ﬁSlgnaturveLmev T[ Q

_%Date &Time
uick WordArt Drop |Equation|Symbol
e Cap - "8 Object ~ Y Y

Built-In
.13 - | Area of Circle

_/

A=nr

|

Binomial Theorem

(1.- a)n - Z (:)Ikan-k

" Quadratic Formula

—b+Vb? - 4dac J
r=—

2a ;

New Equation

Mat k=0
Choose one
Expansion of a Sum O R
nx  n(n—-1)x*
(=t I
beq I
Fourier Series I
o' [ £(+) = g + TR gt s e
fon | £(x) = a, Z(a,_cos > b, sin T ) I
n=1
Pythagorean Theorem I
+h=¢? I

TU Insert New Equation

A

&y

4. Once you have created the equation and calculated the results, enter a tab and a number
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EQUATION INSERTED TAB EQUATION NUMBER
i

nr = — (2.3)
o TAB

5. Click on thelnsert tab, in theTable group, clickon Convert text to Table.

@ummTme Mo Mooy i o [
§)50uE0RNQ L 4 04004 E N0
Conr Blank Page  Table mncnpmmmnmcnm mmmmuom«m HM«FM«M! Tet mwmmmop - Equation Symbol
P B b Wb B e+ Gpe HONRT
My e MmJ[_m |t ot s

Home | Insert | Page Layout References
=l
5 ad ¥ &

Blank Page abl Picture Clip Shapes Smar|
Page Break Art e

Pages  Insert Table E

0000000000
I
I
I O
I
|
I
|

Insert Table...

Draw Table

Conyert Text to Table... ¢

Excel Spreadsheet
Quick Tables 4

Bl & o E E

4. ChooseTable SizeC Number of columns: 2




AND Separate textatC Ta b s 0

5. Click a builtin equation or clicknsert New Equation.
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-
| 2

nr

N
_
—|—
|

o (2.3)

6. Align Number to the border of the page margin by dragging the separating line

7. And select the equation to align in Center of box

—_
==

nr

N
_
—|—
|

(2.3)

8. Select the table by clicking on tk.f} box at the top lefhand corner of the table.

9. Click right-hand button of the mouse.




