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[bookmark: _Toc168483381]Introduction 
This document gives some guidelines for writing a thesis following the format proposed for aerospace engineer of the University of Napoli "Federico II" [1]. The document itself is a rough template that can help the student to write the thesis. The main scope of this document is to help the student to avoid common errors and therefore is not exhaustive. The student should read this document carefully to avoid useless interactions with the Tutor.
Some of the information are general (see also Marulo 2016 and Francesconi 2009) but chapter 3 gives some recommendations on the correct use of Microsoft word. Latex users can easily find similar content on the WWW.

[bookmark: _Toc168483382]Advice and FAQs on how to write a thesis
As written in the guidelines [1] the thesis should have a maximum length of 30 pages. If the thesis is longer than 35 pages it will be rejected.
The first task is to choose a proper subject. If the thesis is experimental most probably this will be imposed by the tutor. 
[bookmark: _Toc168483383]Literature-review based thesis
If the thesis is based on a literature review (compilativa) then the choice of the subject is of fundamental importance. First, since you are free to choose whatever you want, it is better to pick something that you like and are particularly interested in. Pragmatically it is better to make an initial bibliographic search to be sure that there are enough sources to take on the work. At this point a preliminary Table of Contents (ToC) should be sent to the Tutor. 
One important thing to bear in mind when writing a thesis is that plagiarism (plagio) is not accepted therefore every part of the thesis that is not original should be quoted by using quotes ("no pun intended") and citing the source (see also par XXX). The same applies to non-original figures. Furthermore, the use of automatic translators should be avoided. 
The literature review should be a critical synthesis of many sources and of course the student should find the sources by himself since this is one of the tasks in writing a thesis.
The student can choice to write the thesis either in English or in Italian but if the former is chosen it should be written in a relatively good English. The task of the Tutor is to correct concepts and not orthographic or grammatical errors. 
When writing in Italian never use personal forms ("Chiamiamo endoreattori i propulsori respiranti") and also try to avoid impersonal forms ("Si chiamano endoreattori i propulsori respiranti"), better to use direct forms ("Gli endoreattori sono propulsori respiranti").
[bookmark: _Toc168483384]Referencing
For every element (in particular figures) that is not original, therefore taken from an external source should be referenced by citing the original source. 
Historically, the sources are listed in a final chapter that is normally called bibliography (bibliografia). Nowadays, sources may also be web sites and therefore an additional Website list (sitografia) can be added. 
There are two options for sorting the list: alphabetical or in order of appearance. In any case all the elements in the list must be cited in the text. 
[bookmark: _Toc168483385]Alphabetical list
When using an alphabetical list (in this document the bibliography) of references the citation should start with the first author surname followed by the initials and then the other author's surname and initials and the year in brackets. Then the title of the article or the book. 
If a book is referenced the editor should be added and then optionally the city where the book was originally printed finally, if possible, add also the Digital Object Identifier (DOI), e.g. Farokhi (2014) in the Bibliography.
[bookmark: _Hlk168480172]When referencing an article, the title is should be followed by the name of the journal, the Volume number (if present) or the article number, the pages, and finally the DOI, e.g. Astarita et al (1997) in the Bibliography.
When referencing a thesis or a university private communication the title should be followed by the type of document (e.g. PhD or Master Thesis), the university and finally either a DOI or a web link, e.g. Marulo (2016) in the Bibliography.
In the text the citation should be first Author surname and year (normally in brackets), if the paper was authored by two scientists both the surnames should be included (e.g. Astarita and Carlomagno 2013) if more there are more than two authors then the first author surname should be followed by et al (e.g. Astarita et al 1997). 
[bookmark: _Toc168483386]Order of appearance list
When the order of appearance is used (in this document for the websites) the rules for referencing the source are the same but the element should be sorted by taking in to account the order of appearance. E.g.:
Students of the Università di Napoli "Federico II" can install Microsoft Office 365 by following the instructions reported in [2]. Some useful information on the use of styles in Word can be found in [3] and [4]. It is important to bear in mind that Microsoft Office 365 can be installed in multiple machines [2].
[bookmark: _Toc168483387]Figures and tables
All the figures and tables must be explicitly cited in the text and, of course, the numbering must be sequential. Normally a two-level numbering system is used by including also the chapter number. Therefore, in the first chapter the first figure (for tables use Tab instead of Fig) in order of appearance will be labelled as Fig. 1.1 and the second Fig. 1.2; of course in the second chapter the first will be labelled as Fig. 2.1 and so on.
If a figure is not original (taken from an external source) a reference should be added at the end of the caption (see Fig. 2.1).
[image: ]
[bookmark: _Ref192175580]Fig. 2.1 - Rayleigh curves in the temperature–entropy plane (Astarita et al 1997)
[bookmark: _Ref168320626][bookmark: _Toc168483388]Some advices on how to write a thesis with MS word
Students of the Università di Napoli "Federico II" can install Microsoft Office 365 by following the instructions reported in [2]. The present document can be used as a template and by using Word styles the formatting should be consistent.
[bookmark: _Toc168483389]Use of styles
Some useful information on the use of styles in Word can be found in [3] and [4]. Each paragraph can use a particular style that can be easily selected by simply pressing the button in the home tab (see Fig. 3.1). By pressing the small arrow on the bottom right corner, the style window is shown. Again, the style of a paragraph can be changed by pressing one of the shown styles, or as shown in Fig. 3.2, by pressing the small arrow on the right it is possible to modify it. 
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[bookmark: _Ref168242655]Fig. 3.1 – Word bar.
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[bookmark: _Ref168242766]Fig. 3.2 - Word style window
Normally all the styles are based on the "Normal" one, therefore changing an option will reflect in all the other styles (e.g. try changing the font color as shown in Fig. 3.3).
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[bookmark: _Ref168243069]Fig. 3.3 – Modify style window.
The style "Heading #" (where # stands for number, in Italian "Indice #") should be used for the headings since, in this way, the table of contents can be automatically generated and updated. 
Other styles used in this document are:
"Bib Numbered" is used for the Website list (Sitografia).
"Bullet list" (the one used here) and "Bullet list indent" are used to make bullet lists; the latter is used for a second level:
This is the second level.
"Eq" is used for equations.
"Figure" is used to automatically center the figures.
"Figure caption" is used for the figure or table captions.
"Normal" is used for the standard paragraphs.
"Normal non indent" is used for the standard paragraphs when the first line should be left aligned.
"Numbered list" and "Numbered list indent" are used for numbered lists; the latter is used for a second level:
This is the first element of a second level numbered list;
This is the second element of a second level numbered list.
"Toc #" (or "Sommario #" in Itialian) are used for the table of content.
[bookmark: _Toc168483390]Using automatic numeration for figures, tables and equations
Word enables the use of automatic numeration for figure and table captions. As shown in Fig. 3.4 by selecting "Insert Caption" in the reference tab it is possible to first define a custom caption and then inserting it.
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[bookmark: _Ref168244178]Fig. 3.4 – How to insert a figure caption.
To create a new caption (as used in this document "Fig. #.#") simply press on new label and write "Fig." then press Numbering and select the options as in Fig. 3.5.
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[bookmark: _Ref168244584]Fig. 3.5 – Caption numbering
When citing a figure press "Cross-reference" in the reference tab, select the options as in Fig. 3.6 and press Insert. The cross-references are updated automatically if a new figure is inserted. 
The automatic numbering of equations is tricky. Use the following steps:
Insert a tab (Fig. 3.7) in a new line;
Insert the equation from the insert tab using the equation editor (Fig. 3.8);
Insert a second tab;
Apply the "Eq" style (the equation will be centered);
Check that the following line has a normal style and insert a "Style Separator" at the end of the row containing the equation by pressing Ctrl-Alt-Enter.
Insert a caption as shown in Fig. 3.9 and enclose it in parenthesis.
Now it should be possible to cross-reference the equation, e.g. (3.1).
		
[bookmark: _Ref168311492] (3.1)
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[bookmark: _Ref168244780]Fig. 3.6 – Cross-reference window.
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[bookmark: _Ref168310378]Fig. 3.7 – Tab key.
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[bookmark: _Ref168310169]Fig. 3.8 – insert equation.
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[bookmark: _Ref168311086]Fig. 3.9 – Equation caption.
[bookmark: _Toc168483391]Automatic citing of the references
When using an alphabetical list remember to sort the references by simply pressing the sort button in the paragraph section of the Home tab.
When citing elements of an order of appearance list (Websites) it is better to start with a first and last void line so that initially the list appears as:

https://softwaresso.unina.it/office365/

As done before for Figures and equations add a Cross-reference to the element of the list as shown in Fig. 3.10.
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[bookmark: _Ref168482059]Fig. 3.10 – Cross reference for bibliographic elements.
When adding a new reference insert the reference it in the correct position and only at the end remove the two blank entries. In this way the numbering should be correctly updated.
If a field needs (e.g. a cross-reference) to be updated simply select it and press F9, of course by selecting all the text and pressing F9 all the fields will be updated.


[bookmark: _Toc168483392]Conclusions
A summary of the most important result of the study is finally written in the final chapter normally called "conclusions".
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