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Introduction
This document has been drawn up in order to help only with the formatting of the degree

thesis/dissertation.  All  instructions regarding the methodology and structure of the
thesis/dissertation (chapters, position of tables, acronyms, bibliographic sources, contents,
indices) are the responsibility of the supervisor, to whom students must refer for detailed
mformation.

Please refer to the following guides:

Faculty of Interpreting, Translation, Linguistic and Cultural Studies. Master’s Degree
Course in Specialised Translation and Conference Interpreting. — Guide to writing the
thesis for the Master’s Degree in Specialised Translation and Conference Interpreting —
Course in Specialised Translation and Course in Conference Interpreting (available in the
“Segreteria Online” [Online Office] in the restricted access area of the University website);
Faculty of Interpreting, Translation, Linguistic and Cultural Studies. Three-year degree
course in Interpreting and Communication. — Guide to writing the dissertation for the final
examination.

Di Fraia Guido. - Guida alla stesura della prova finale TULM Community).

Barbarito Luca. - Come fare una tesi di laurea o elaborato finale (IULM Community).
Russo Vincenzo, Bustreo Massimo. - Vademecum (IULM Community)

Important

In addition to this document, students have at their disposal a STYLE SHEET, a template
(plus user’s guide) aimed at helping students with the writing and structuring of the
thesis/dissertation, resulting in the production of a document where the presentation is
standardised and information can be hierarchised.

It is possible to fix an appointment to take part in a workshop explaining how to use the style
sheet.

The one-hour workshop is highly recommended in order to further benefit from the editing
assistance service, if necessary.

The multimedia room declines all responsibility for any omissions or printing errors.

For detailed information on the workshop (content, times and appointments) download the
online notice

For further clarification please contact Dr Ibrahima Mbengue, tel. 02-89141.2483,
biblioteca.multimediale@ iulm. it



mailto:ibrahima.mbengue@iulm.it

PART ONE:
Guidelines for Page Layout / Formatting

Degree Thesis / Dissertation

General notes on formatting:

The Print Centre (Centro Stampa), in collaboration with the Students Office, will provide for
the layout of the title page of the Degree Thesis / Dissertation. The title page will faithfully
reproduce the title as previously registered and as approved by the Head of Faculty, and can be
found on your personal page in the restricted access area of the Online Office (Segreteria
Online).

Every detail of the title (punctuation, lower/upper case, foreien terms etc.) must be carefully
checked by the students.

Important
The first two pages of the PDF file of the Degree Thesis/Dissertation must be left blank.

The Print Centre will use them for the title page and its reverse page.

Double-sided printing of the thesis.

The title page, the dedication and/or acknowledgements, the index, introduction, conclusions,
appendix, bibliography and chapters must always be on odd-numbered pages (the pages on the
right-hand side of the printed thesis and on the left-hand side of the screen, ie. when selecting
two-page View side by side m MS Word).
Proceed as follows, based on the examples below:
e If a chapter ends on an odd-numbered page (front) (e.g. page 17), the next page
(reverse) should be left blank, but included in the page numbering (in the example, page
18). This allows the next chapter to start on a front page on the right-hand side, with an
odd page number (in this case page 19). It is also recommended that the page number
does not appear on the blank pages.
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Front (odd)

Reverse (even)

Front (odd)

b oo shctn e welmi

* L dfficoks s powes o e e e doprisezn

* Lt e o St dofleris ¢ dele reorse cnlie e peme
ovmaccs J cte doras wvigme ol ane amtaces prns & puscnemars

i s

e « Ninpiemmne i fow & =

CAPIT
ANALISIDELLE FUN

Ly smeps adopueats s queco stude o
bbomche sccademche, § o chwmvo

Lo 2.
FIONI E DEI SERVIZI

frcss st s Semsionsle &4 pecis &
e & mamdue besen ponche, e

ot dals s Biblaomcs
1 contes

NOBALIT D1 4CCESSO
oot o st & scess, o guest”

A\
Ox_
<

(Last page of chapter 1)

21 Asalisi comparativa fusziofble

A4 opsi membre i Gragpe & nilleions 6 parsoce) 5200 6, woegest § pocts ©
campione & Guls Risare

Lo &5 qowsts seicne & & formow st s mbormasons sle fesziealits «
ol offce 4l porile
Lo tball = s presents b fomcions s s (Fanmors cha cipondess agk sbist

ol pecae. o e & o Semmane 3 sfbcadare ¢ 3 vame o vane pecblamanche
g sl fmsoms & e L e colefes comtuee b fimsion sesche cosest 24
g upelogu & sevize

(blank page butcounted as page 18)

e If the previous chapter finishes on an even-numbered page, e.g. page 22 (reverse), the

next chapter automatically begins on an odd-numbered page, page 23. Example:
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Format

All instructions regarding the methodology and structure of the thesis (chapters, position of
tables, acronyms, bibliographic sources, contents, indices) are the responsibilty of the
supervisor, to whom students must refer for detailed information.
However, the following printing choices are recommended:
o Left/right margins 3 cm, top/bottom 2.5 cm, justified text;
e Sizes and fonts:
o 12 pts for main body text for Arial/Tahoma/Verdana/Ms Reference Sans
Serif;
o 12/13 pts for main body text for Times New Roman, Garamond, Calibri;
e 1.5 line spacing;
e All pages are to be numbered with the exception of the title page, the dedication and/or

acknowledgements and the index.

Pictures

To avoid formatting problems when mserting pictures, the following procedures are
recommended:

e Save the pictures in a standard format (preferably JPEG or TIFF) in a specially created
folder;

e In MS Word, click on msert/pictures/from file and select the picture required from the

saved folder. By double clicking on the picture you open the tool bar for making

modifications (layout, size, colour, nsert caption, borders etc.);

Colours

Do not insert effects such as shadow, bevel, outlines, colours nto the page headings and
numbers;

If the thesis contains black and white pictures, convert them to grayscale NOT to RGB;

Only write m 100% black, ie. automatic black, and not registration black;

Avoid alternating use of Mac and PC or Word/Open Office/Pages.



Recommended Structure for the Degree Thesis/ Dissertation:

1. TITLE PAGE
If it is necessary to provide details of fonts, special formatting requirements or other

information regarding the title page, please write to: frontespizio@ iulm. it
2. DEDICATION (Optional, not compulsory)

3. CONTENTS

4. INTRODUCTION

5. BODY TEXT

6. CONCLUSIONS

7. APPENDICES OR ANNEXES (Optional, not
compulsory)

8. BIBLIOGRAPHY

9. ACKNOWLEDGEMENTS (Optional, not compulsory)

The positionofthe acknowledgements is at the discretion ofthe writer.
They can be inserted at thebeginning (after the title page) orat the end ofthe thesis (on
the last page immediately after the bibliography).
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Converting final document to PDF

The Portable Document Format (PDF) ensures that the printed or displayed versions of the thesis
maintain the desired format. The PDF format is therefore indispensable for the correct printing of the

degree thesis/dissertation.

Important
If you do not have the PDF option, already present in Microsoft Word 2007 and subsequent

versions, you will need to download and install PDFCreator.
Remember that to create a high-quality PDF document it is important to:

v' Use intact fonts for creating documents ensuring that they are all active and not
corrupt;

v' Avoid RGB colour values in that they have been conceived for video displays
and almost always offer colour solutions that do not conform with the origmnal if
converted to CMYK;

v" Do not insert objects saved in non-standardised formats (opt for JPEG or TIFF);
pictures must not contain layers;

v' All the documents and images provided must have a resolution of 300 dpi,
suitable for high-quality printing. This regulation applies to both four-colour
and grayscale images.

v Finally, to convert your work into PDF you need to use High Print Quality

mode.


http://sourceforge.net/projects/pdfcreator/

PART TWO
Technical Information:

How to write a bibliography /
Reference management software / Examples
Advanced Word features

How to write a bibliography

A bibliography is a structured list of the documents consulted during the research (articles,
books, websites, essays etc.). It allows the reader to verify the relevance and quality of the
sources consulted or to study the subject in greater depth.

The bibliography is compiled according to precise rules that may vary according to the type of
document (literary works, articles etc.) and the medium (paper or Internet).

Consisting of elements presented m a precise order (author, title, edition, etc.), the

bibliography is placed at the end of the work or in an annex.

Reference management software

The mamn functions of reference management software are the collection, organisation and
cataloguing of various types of documents. In addition it can help take notes and automatically
format citations according to different bibliographic styles.

The main reference management software are: Endnote, Reference Manager, RefWorks.

There is also free or open source software such as Zotero (Firefox plug-in), Biblioscape,
Bibus, CiteUlike...

With Microsoft Word it is also possible to automatically create a bibliography from the

citations nserted by clicking on Reference/Manage sources.
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http://endnote.com/
http://www.refman.com/
https://www.refworks.com/it/
https://www.zotero.org/
http://www.biblioscape.com/
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Examples:

The examples are based on the most widely used methods for compiling a bibliography based
on I1SO 690! and APA (American Psychological Association)? standards.

Printed works, Monographs

Method 1
SURNAME Name or Initials. Title. Place of publication: Publisher, Year of publication. No.

pages
Example

BARBARITO L. L'analisi competitiva: metodologia e applicazioni. Milano: FrancoAngeli, 2012.

Method 2
SURNAME Initials of name, (Date of publication). Title. Publisher, Place of edition. No.

pages
Example

BARBARITO L. (2012). L'analisi competitiva: metodologia e applicazioni. FrancoAngeli, Milano.

Book chapters

Method 1
SURNAME Name or initials. "Title of chapter". In. SURNAME Name or Initials.  Title of

work. Place of edition: Publisher, Year of publication, p. Pages-
Example

SAINAGHI R. “Caso Alberto Bivio”. In: INVERNIZZI G. (a cura di). Letture, casi ed esercitazioni
per l'insegnamento di Economia aziendale (fondamenti di economia aziendale): Corso di laurea in
Scienze turistiche: Anno accademico 2000/2001. Milano: Cooperativa libraia ITULM, 2000, p. 59-69

! An international standard issued by ISO (International Organization for Standardization) which establishes the rules for
the transcription ofbibliographical references relating to monographic and periodical publications, articles, chapters, etc. . It
covers bothprinted and unprinted material.

2 A system whereby the author's surname and the date of publication is given for quotations, with the full reference

provided in the final bibliography.
9




Method 2
SURNAME 1 [Initials, SURNAME 2 Initials, (Date of publication). "Chapter title". In:

SURNAME 1 Initials, , Title of work. Publisher, Place of publication, Pages

SAINAGHI R. (2000). “Caso Alberto Bivio”. In: INVERNIZZI G. (a cura di). Letture, casi ed
esercitazioni per I'insegnamento di Economia aziendale (fondamenti di economia aziendale): Corso di
laurea in Scienze turistiche: Anno accademico 2000/2001. Milano, Cooperativa libraia TULM, 59-69

Avrticles in periodicals

Method 1

SURNAME Name or initials. "Title of article" . Title of periodical in italics, Year, volume,
issue, p. first page-last page

Example

SCRAMAGLIA R. “Love and the web”. European Review, July 2002, Vol. 10 Issue 3 pp. 317-338

Method 2

SURNAME Name or Initials (Year). "Title of article". Title of periodical in italics, Volume in
bold (n°), first page-last page.

Example

SCRAMAGLIA R. (2002). “Love and the web”. European Review, 10 (3), pp. 317-338.

Theses — Academic works

Method 1
SURNAME Name or Inttials. Title of the thesis in italics. Type of thesis/dissertation and

discipline, Place of presentation: University, Year of presentation

Example

CANONICO Paolo. Gli effetti organizzativi di Intranet: un approccio interpretativo. Tesidi dottorato
di ricerca in economia aziendale. Napoli: Universita degli studi Federico II., 2003

For online theses add the wording [online] after the title. At the end of the citation insert the
expression Available at URL address: <URL>. (Consulted on date).

10




Example

CARRIERI Giuseppe. Lo sguardo del (sul) bambino e sul bambino nel neorealista italiano [Online].
Prova fmnale in Scienze e Tecnologie della Comunicazione. Milano: IULM, 2006 (Consultato il
18/07/2014).

Method 2
SURNAME Name or Initials, year of presentation. Title of the thesis in italics. Type of thesis /
dissertation and discipline, University , Page number p.

Example

CANONICO P. (2003). Gli effetti organizzativi di Intranet: un approccio interpretativo. Tesi di
dottorato di ricerca in economia aziendale, Universita degli studi Federico II.

Conference papers, seminars...

Method
SURNAME Name or initials. "Title of paper". In. SURNAME Name or Initials (edited by),

Title of conference in italics, Place of conference, Date of conference. Place of publication:

Publisher, Date of publication, first page-last page

Example

Bettetini Maria. “Il lecito piacere della finzione artistica”. In: Le felicita nel Medioevo: atti del 13.
Convegno della Societa italiana per lo studio del pensiero medievale, Milano, 12-13 settembre 2003.
Louvain-la-Neuve : Fidem, 2005, 53-68.

Online resources

Online Books / Monographs

Method 1
SURNAME Name or Initials. Title of work in italics [Online]. Place of edition: Publisher, Year
of publication. Pages. Available at URL address: <URL>. (Consulted on date)

Example

11




LESJAK M., BREZOVEC A., NEMEC RUDEZ, H. Innovative marketing of coastal destinations.
Koper: University of Primorska Press on behalf of Faculty of Tourism Studies, 2013. Disponibile
all’indirizzo: http://www.hippocampus.s/ISBN/978-961-6832-45-8.pdf. (Consultato i 17/07/2014).

Articles from online periodicals

Method 1

SURNAME Name or Initials. "Title of article". Title of periodical in italics [Online]. Year,
volume, issue (if present). Available at URL address: <URL>. (Consulted on date)

Example

LUKKA V., James, Paul T.J. “Attitudes toward Facebook advertising”. Journal of Management and
Marketing Research [Online]. 2014/14, p. 1-26.
Disponibile all’indirizzo: http:/www.aabri.com/manuscripts/131602.pdf. (Consultato il 17/07/14)

Method 2

SURNAME Name or Initials (Date). "Title of article" . Title of periodical in italics [Online].

Volume (no.) (if present). Available at URL address: <URL>. (Consulted on date)
Example

LUKKA V., James, Paul T.J. (2014). “Attitudes toward Facebook advertising”. Journal of
Management and Marketing Research [Online]. n.14, p. 1-26.
Disponibile all’indirizzo: http:/www.aabri.com/manuscripts/131602.pdf. (Consultato il 17/07/14)

Websites

Institution or SURNAME, Name (personal website). Title of main page in italics [Online].
Available at URL address: <URL>. (consulted on date)
Example

Universita della Svizzera Italiana. Biblioteca universitaria Lugano. Stile APA: sistema autore-data
[Online]. Disponibile all’indirizzo: https:/it.bul.sbu.usi.ch/learning/apa_date. (Consultato il 17/07/14).

12
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Website pages

AUTHOR or INSTITUTION. '"Page title". In: Title of main page/homepage in italics [Online].
Date of publication (if present). Available at URL address: <URL>. (consulted on date).

Example

Sciarra D. “Dieta Mediterranca patrimonio immateriale del’Umanita”. In: Il cambiamento, dal
virtuale al reale [Online]. 30-11-2010. Disponibile all’indirizzo:
http://www.ilcambiamento.it/articoli/dieta_mediterranea patrimonio unesco (Consultato il
218/11/19).

Online files

SURNAME Name or Initials. Title of document [Online]. Date of publication. Available in
(specify format) on the Internet at the URL address: <URL>. (Consultated on date)

Example

RUDDY David. Metadata and Digital Library Development [Online]. 2008. Disponibile in formato
PowerPoint su Internet all’indirizzo https://www.loc.gov/catworkshop/courses/metadatadl/ppt/mdld-

show-all.ppt
(Consultato 1l 21/07/2014).

How to cite bibliographic sources

There are two methods;
e the first method consists in inserting the citation in footnotes (classical method) and is used
especially in the Arts, Philosophy, Literature and History;
e the second method consists in inserting the citation in the body of the text (author-date
method). This method is more common and is used in Natural Sciences, Social Sciences,
Education, Linguistics and Management.

Examples for citations from books or articles in the footnotes

1) Books

Lavarini R. (2005). Viaggiatori: lo spirito e il cammino. Milano: Hoepli.
R. Lavarini, Viaggiatori: lo spirito e il cammino, Milano, 2005.

R. Lavarini, Viaggiatori: lo spirito e il cammino, Milano, Hoepli, 2005.
R. Lavarini, Viaggiatori: lo spirito e il cammino, Milano, 2005, 75 s.

R. Lavarini Viaggiatori: lo spirito e il cammino, Milano, 2005, pp. 75 ss.

13
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Lavarmi (2005), e.g.. in a recent study Lavarini (2005) maintains that... or (Lavarmi, 2005) if the name
does not appear in the phrase.

G. Fiorentino, Dalla fotografia al cinema, in G.P. Brunetta (a cura di), Storia del cinema
mondiale v. 5, cit, pp. 43-80.

De Carlo M., Sainaghi R., Destination Management. Letture e casi, Milano, 2007.

If you refer to a chapter from a book on a specific topic in the thesis, the following wording
can be used:

On this topic, see the whole of the second chapter of Proietti P. Paradossi del Novecento.
Influenze e ricezioni letterarie, Palermo, 2004, pp. 33-50.

In the footnotes a text is cited in its entirety only the first time; subsequently it must be cited in
the following way:

R. Lavarini, Viaggiatori: lo spirito e il cammino, cit., p. 75.

If the same text is cited as in the previous note without changing the page reference: ibidem.

If the same author and the same book are cited but the page reference changes: Ivi, p. 75

2) Articles

P. L. Basso (2000). Fenomenologia della traduzione intersemiotica. Versus, quaderni di studi
semiotici, 85, 199-216.

P. L. Basso. Fenomenologia della traduzione intersemiotica, in Versus, quaderni di studi
semiotici, 85 (2000), pp. 199-216.

Or:

P. L. Basso, Fenomenologia della traduzione intersemiotica, in Versus, quaderni di studi

semiotici, gennaio-dicembre 2000.

For further information on citations: http://www.aib.it/aib/contr/gnoli2.htm

14
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Advanced Word Features examples based on Word 2010)

How to create an automatic index

The Styles/Modify styles group allows you to start creating personal styles and also to create an

automatic table of contents.

It is possible to modify the style of each level of header in accordance with your needs.

1. Scroll through the text, select and highlight each

. . | =
chapter or paragraph and click on the level required
(right-hand side / toolbar); -

Heading 1 for Main Chapters (e.g. Chapter 1...) :

. .
Heading 2 for paragraphs (e.g. 1.1....) n
Heading 3 for sub-paragraphs (e.g. 1.1.1 etc.) ot ul)
Heading4.......... etc. T uf

[[] visualizza anteprima
[] pisattiva =tili collegati
opzion.. [(L=)

2. Click on the References tab, then Table of Contents (left-hand side, toolbar), “Insert Table of
Contents”, choose both the type of table of contents and the level by clicking on “Show levels” and
click on OK to insert the Table of Contents.

- 0
Home stampa Inserisci Layout di pagina Riferimenti L novembre2014_
2+ Aggiungi testo - AB 11 Inserisci nota di chiusura i3 Home  stampa  Inserisci  Llajoutgipeffna  Riferimenti ) Lettere  Revisione |
2 Aggiorna sommario A Nota a pié di pagina succ
Inserisdi not: 3 - . . . ;
. ';Zr?i(;;:; = Mostra note [2+ Aggiungi testo 1 Inserisci nota i chiusura = & Ges
jiincotpores | jaor sommario A8 Notaa pid i pagha successiva + & Sl
Tabella automatica 1 Tnserisci nota a Tnserisci -
[ pié i pagina o Mostra ote citazione * i
Sommario - . - ;
Sommario Note a pié di pagina | Citazioni e bib
TITOLO 1 (%
| Sormmano 0| A
itolo 2. Indice || Sommario | |_Indice delle figure | Indice fonti |
oo 3
o | Anteprima di stampa Anteprima Web
Tabella automatica 2 e oy
= =
commario DR B 20 A L0\ S — 1 ISTRUZIONI
Lot U0 {0 Ko X — 1
I . - [TITOLO 1 -
. y 4 | Mostra numeri di pagina Usa collegamenti ipertestuali anziché numeri di
Numeri di pagina allineati a destra pagina
Tabella manuale
Carattere di riempimento: | ....... E
Sommario Generale
DIGITARE IL TITOLO DEL CAPITOLO (LIVELLO 4 1 frmati Pa modello
alostra livelli fino a: |3
Digitare il it i 2).
Digitare il titolo del capitolo (ivello3) 0
59 Altri sommari di Office.c »
8 Inserisci sommario..,
A\ q e l\
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e I[f you want to change the format of the default heading styles in Word, use a custom
style. It is possible to create a new style from scratch or edit an existing one.

e To change indents, paragraph spacing and other attributes, click on the change required
in the Formatting section, use the dialog box to select options, then choose OK.

e Repeat steps 1 and 2 for each level in the Table of Contents, then click on Apply.

e When the desired styles are displayed correctly in the Preview box, click OK.

Sommario 9 T -
Modifica stile | S Stile comnandi word 1
Proprietd stile parte a
Nome: Titolo 1 tip a
Tipo Collegato (paragrafo e carattere) < Titolo 1 =]
Stile basato su: T Normale = Aggioma Titolo 1 in base alla selezione
Stile per il paragrafo seguente: | T Normale E N4 Modifica..

Formatt :
ormatiozions Seleziona tutto: (nessun dato) | |
TimesNewRoman  [v](16 [v]| & ¢ s _E

Rimuovi tutto: (nessun dato)

nina [tolo L.

1

Rimuovi dalla raccolta stili veloci | ]
[ TITPARI W -

Quando nella casella Anteprima vengono visualizzati correttamente gli

D Visualizza anteprima
stili desiderati, fare clic su OK.

[ visattiva stil collegati

Opzioni... E

Tipo di carattere: 16 pt, Grassetto, Colore carattere: Testo 1, Allineato al centro

Interiinea singola, Spazio

Frima: 24 pt, Mantieni con il successivo, Mantieni assieme le righe, Livello 1, Stile: Collegato, Aggiorna automaticamente,
Stile veloce, Priorita: 100

Aggiungi all'elenco degli stili veloci Aggiora automaticamente
(@ Solo in questo documento () Nei nuovi documenti basati sul modello

3. If you add or change the titles of chapters or paragraphs, the index needs to be updated. Simply

place the cursor on the grey space, right click the mouse, then choose the option Update entire table.
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How to number the pages of the thesis

Select “Insert” - Page number = Choose position

novembre2014_istruzioni_stampa_consegna tesi.docx - Microsoft Word = @ &3

Layout di pagina  Riferimenti  Lettere  Revisione  Visualzza  Sviuppo  Componenti aggiuntvi  Acrobat = @

ﬁ ﬁ =l @, collegamento ipertestuale = 4 [ Riga della firma - TC SZ -5
- - & SEgane = [® patae ora eI
Frontespizio Pagina Interruzione  Tabella | Immagine CipArt Forme Smartart Grafico Schermata . .. N N Casella  Parti Wordart Capolettera , . Equazione Simbolo | Incorpora
wota dipagina - - - 43 Riferimento incrociato ditesto - rapide = - - 4 Oggetto - - Flash
Pagine Tabelle llustrazioni Collegamenti Intestazione e pied & 1y atto | Testo simboli Flash
H92-0v& -~ Semplice ~|@ mnpasso 4
3111 Numeronormale 1 =8 Nel margine y
[21  posizione corrente »
'
[&  Formato numeri di pagina...
[®%  Rimuovi numeri di pagina

Numero normale 2

Numero normale 3

Starting numbering from the introduction

1. Place the cursor at the bottom of the page preceding the mtroduction;
2. Select “Page layout” —> “Breaks” = “Section Breaks” —> Next page

Home stampa Inseri:

nCclori - I]

Tipi di carattere ~

Rev

Margini Orientamento Dimensioni Colonne
Effetti ~ = = = =

Temi Imposta pagina Fl
p 4
u . Frt
Home stampa Inserisci Layout di pagina Riferimenti Lettere Rewisione Wisualizza Sviluppo Componenti aggiw
— = ioni ~ .
B colori l:l rm., = = Interruzioni = =S " Rientro
Tipi di carattere - =5 Interruzioni di plhgina n =
Margini Orientamento Dimensioni Colonne P
Effetti = = > - 1 g h =
» segffa il punto in cui termina una pagina e inizia la

Temi Imposta pagina = cucdbcsiva. Paragraf:

el = - O = =
Colgnna

L f = e z ! Z indiffa che il testo che segue linterruzione di colonna
- inizgera nella colonna successiva.
B I Disposizione testo
- s a il testo interno agli oggetti nelle pagine Web,
— a empio il testo della didascalia dal corpo del testo.
o Pagina successiva
- Inserisce un'interruziogle di sezione e inizia la nuova
- sezione nella pagi uccessiva.
o
- Continua
f Inserisce un'interruzione di sezione e inizia la nuowa
-~ sezione nella stessa pagina.
- Pagina pari
. Inserisce un'interruzione di sezione e inizia la nuowva
: sezione nella pagina successiva con numero pari.
. Pagina dispari
- Inserisce un'interruzione di sezione e inizia la nuova
— sezione nella pagina successiva con numero dispari.
=
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3. Open the footer by double-clicking the bottom of the contents page and this will open the “Design”
option in “Header and footer tools”: click “Link to Previous” and make sure it is not highlighted.

@ novembre2014 istuzion stampa_conseqna tesidocx - Microsaft Ward Sturetiesezonee piedipegina

Progettazine

Home stmpa  Dserisc  Lajowtdipagna  Rfermend Lefere  Redisione  Viuaiza  Suppo  Componentiaggiuntii  Acrobat

ah j N 3H | . recedete I Diersiper b pina pegna 2 m
S 5 { (Y . ) E
& Sucessio [ e pe et pare i 2 i cipaghracl s LS
Inestazione Piédi Numerodi Dtz Pari Iomegie Cipbt  Vai  Varielpe o S Chind ntestazione
© O pget g R0 i dlitesazon d pagia /2 0lega & precedente [¥N{osira testo documento P seris abulzione alleamento e i ag
Intesazione @ pié ci pagina Inseric Spostams Opzion Posiione Chiu

n . i

4. Click on “Page number” - “Format page numbers” = Choose the desired format. Insert

number 1 in “Start at” and confirm the operation by clicking on OK.

|y HUVEIILITLU L 13U ULIVHI_ AN PE_LUTISTYIIE LE3LUULA = INIILIUSUIL YWUId [ AU R
Home stampa Inserisci Layout di pagina Riferimenti Lettere Revisione Visualizza Sviluppo Componenti aggiuntivi Acrobat | Progettazione
Eé & @ E% | 5, Precedente [ oiversi per la prima pagina 5 Intestazione dallalto:  125¢cm 3 E
- 5} Successivo [ piversi per le pagine pari e dispari & Pié di pagina dal basso; 125cm 3

ata  Parti Immagine ClipArt Vai ai al pié _

_ Chiudi intestazione
allintestazione di pagina 2 collega a precedente Mostra testo documento

e pié di pagina
Posizione Chiudi

pagjia * pagina * [3) 1nserisci tabulazione allineamento

Intestazione efpié di pagina

eWra rapide -
Inserisci Spostamento Opzioni

2-0:3 0 A o112 1-3 14 15 1617 1-8-):9 110 141 112113 1 14 115 116 |- Fe 0 98 1+ ]
=

novembee2li

1] 110213041506 1 71 B0 911001 A1 12 1 131 a4 d|[F ]

Formato numero di pagina

1

siampa  Ifnsn  Layoud o pagna
Formato numero: 1,2, 3, ... EI
_: i
] < - e i [ ncludi numero di capitolo
Mamerody D Parti  Immagne C stile iniziale del capitolo: | Titolo 1 -
Y agmac | e o rapide -
Separatore: - (segno meno) | v
a3 ek ¥ .
L p— Esempi; 1-1, 1-A
LT b
Numer; pagine
¥
Continua dalla sezione preceddgte

ry

Fié di pagina -sezione 2-.‘ m
1

Click again on “Page number” - Choose position (Top of page, Bottom of page, Page margins...).
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How to insert footnotes in Word

Footnotes are essential elements of any research work in the academic field as they allow you

to document and remforce your arguments, and to provide the reader with comprehensive

mformation on a particular topic.

Click at the end of the word where you want to insert the footnote > “References” tab ->

“Footnotes” - “Insert footnote”. The cursor will now shift to the footnote area at the bottom

of the page and indicate the sequence number of the note.

To set the numbering format or the mitial number, select the “Footnotes™ option..

novembre2014 istruzioni stampa consegna test.doct - Microsoft Word

G Home  stamps  Inserisc  Layout dipaghg Htere  Revsione  Visualizza  Svlppo  Componentiaggiuntivi  Acrobat

-

ABl i nsensci nota f chusura ; [3) Gesticiort ﬂ =) Tnsericiindice delle figure j# ) Tnserisci indice EZ# 2 Inserisciinclce delle forti
8 Netaapié d pegie swccessin e G e APA i+ =1 Aggioma tabella o Aggjorna nic L Aggiomatebel
Sommario Inseriscinota 3 Inserisl ., Inserisci Seqna Seqna
v pié di pagina JET citazione * i sblogefa didasclp (2 Rfermento ooty | o ttazione
Sommario Note a pié di pagina Ctazioni e bibliografia Didascalie Indice Indice dell fonti

o @ U

H 92 -0 & =

*-I-]_-I-X-I-l-l-2-l-3- 41 5015
O] | | T [ T

N Note a pie di pagina e di chiusura @
= Fosizione

- (@)iMote a pié di pagina:; | Fondo pagina |z|
—

- N\ Mote di chiusura: Fine documento -
—

- Formato

u

. Eormato nu 1,2, 3, |ZI
= Segno personaliz Simbolo...

- Comincia da: 1 =

n

= Numerazione: Continua |ZI
& Applica modifiche

—

- Applica modifiche a: Questa sezione IZI
-

—

- Inserisci l [ Annulla

e
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