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Chapter  1 

Creating a Chapter
Start a chapter at the beginning of a new page. You can create a new page by clicking on “Insert|Break …” and choose “Page break.”

Chapter title should be formatted with tag “Chapter 1 Heading 1.” To put the chapter number and chapter title on separate lines separated by a blank line, put the cursor just before the chapter title, and type key Enter twice while key Shift is hold down.
Normal chapter body should be formatted with tag “Normal.”

Chapter  2 

Creating Chapter Components
2.1 Creating a Section
Create a section heading by applying formatting tag “Heading 2.” Capitalize the first letter of each significant word in the section title.
2.2 Creating Section Components
2.2.1 Creating a Sub-Section
Create a sub-section heading by applying formatting tag “Heading 3.” Capitalize the first letter of each significant word in the sub-section title.

2.2.1.1 Creating a sub-sub-section
Create a sub-sub-section heading by applying formatting tag “Heading 4.” Capitalize the first letter of the first word in the sub-sub-section title. 

2.2.1.2 A dummy sub-sub-section
Xxxxxx
2.3 Inserting a Figure

Figure 1 is an example of a figure in the thesis. The caption of a figure should be centered below the figure. Make reference to the figure using “Insert|Reference|Cross-reference …|[`Reference type’ = Figure, `Insert reference to’ = `Only label and number’],” as the hyperlink “Figure 1” at the beginning of this paragraph was created.

[image: image1]
Figure 1  A Sample Figure
2.4 Inserting a Table
Table 1 is an example of a table. The caption of a table should be centered above the table. Create a table caption by using |Insert|Reference|Caption …|[Label = Table].” Make reference to the table using “Insert|Reference|Cross-reference …|[`Reference type’ = Table, `Insert reference to’ = `Only label and number’],” as the hyperlink “Table 1” at the beginning of this paragraph was created.
Table 1 A Sample Table
	1
	2
	3
	4

	5
	6
	7
	8


2.5 Making References to Items in the Reference List

Create a reference list item with formatting tag “Reference Item.”

To make a reference to an item in the reference list, use “Insert|Reference|Cross-reference …|[`Reference item’ = `Numbered item’ `Insert reference to’ = `Paragraph number’],” and the result is a reference as in “Please refer to details on page 24 of [2].”
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