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[bookmark: _Toc240655431]I. INTRODUCTION 
Note: Read the directions in the following sections very carefully before proceeding. 
The sections below explain how to use this template while maintaining its formatting and accessibility. Follow these directions to meet Oklahoma State University’s formatting requirements and make your document accessible to readers with disabilities who may use assistive technologies such as screen readers.
Delete all instructional text in shaded text boxes before submitting your manuscript. 
[bookmark: _Toc240655432]Section Title (Heading 3 Style)
[bookmark: _Toc240655433]Using Styles (Subsection, Heading 4 Style) 
(Chapter Body Text style) All text in this template is preformatted using Word Styles. To preserve formatting, replace the placeholder text with your content. When pasting text from another location, use the paste option Merge Formatting (PC) or Paste and Match Formatting (Mac) so the pasted text matches the formatting of the template. If the formatting still does not match, try the paste option Keep Text Only and reapply any necessary bold, italics, or other formatting. 
To check or update the style of a text selection, highlight the text and choose the appropriate style from the Styles pane. If you don’t see the style you need, click the small arrow to open the full Styles pane (PC) or select Styles Pane (Mac). Table 1.1 lists the styles used throughout this document.
[bookmark: _Toc240646987]Table 1.1. Types of text and associated formatting styles found in the Styles pane. 
	Text Type
	Style

	Document title
	Heading 1

	Chapter titles
	Heading 2

	Section titles
	Heading 3

	Subsection titles
	Heading 4

	Chapter body text
	Chapter Body Text

	Figure titles and captions
	Figure Caption

	Table titles and captions
	Table Caption


Do not manually format text to look like a heading, as this can disrupt document structure, accessibility, and automatic generation of the Table of Contents, List of Tables, and List of Figures. 
[bookmark: _Toc240655434]Figures and Images
To make figures accessible to all readers, including those using assistive technology, follow these guidelines:
· Inserting figures and images: Use Insert → Pictures rather than dragging and dropping, which can cause inconsistent formatting.
· Text wrap: Select the figure → Picture Format → Wrap Text → In Line with Text to keep figures in a predictable reading order and prevent them from shifting when text is edited.
· Alt text: Add alt text to every figure that conveys meaning so assistive technology users can hear a description instead of seeing it. Right-click the figure (Mac: Ctrl + click) → View Alt Text, then write a concise one- or two-sentence description of its content and purpose (avoid starting with "image of" or "picture of"). 
· Decorative figures: Mark purely ornamental figures as decorative using the Mark as decorative checkbox in the Alt Text pane so assistive technology skips them.
· Data figures: For charts, graphs, or other data-heavy figures, include a brief description of key trends or takeaways in the body text nearby or figure caption, and/or provide the underlying data in a table.
· Color: Don't rely on color alone to convey meaning. Pair color with labels, patterns, or shapes so information is accessible to readers with color vision deficiencies.
[bookmark: _Toc240655435]Figure Captions
· Number and title: Give each figure a number and title. 
· Title/caption location: Place the title and any corresponding caption above the figure to maintain consistency and to support a logical reading order for assistive technology users.
· Style: Apply the “Figure Caption” style to the title and caption so it appears in the List of Figures. 
[bookmark: _Toc240646990]Figure 1.1. Figure Caption style; update this text with the appropriate figure number and caption.
[image: An Oklahoma State University graduate faces a crowd in the arena while gesturing "pistols firing" with his right hand. ]
[bookmark: _Toc240646991]Figure 1.2. Update this text with the appropriate figure number and caption.
[image: The iconic spire of the Edmon Low Library juts into a blue and white sky. ]
[bookmark: _Toc240655436]Tables
Use Word’s Insert → Table function to add tables to your manuscript. Use tables only to present data, not for page layout or visual organization. Follow these guidelines: 
Simple structure: Whenever possible, avoid merged, split, or nested cells as these are difficult for assistive technology users to navigate. If unavoidable, include alt text to describe what the table communicates. Avoid using the automatic alt text generator.
Alt text for tables: Right-click the table → Table Properties → Alt Text tab → enter a brief one- to two-sentence summary of the table’s purpose or its main takeaway in the Description field. 
Header row: Place your cursor in the table, select the Table Design tab, and ensure “Header Row” is checked. This allows assistive technology to recognize table structure and hierarchy.
Repeat header rows on multi-page tables: If your table spans more than one page, set the header row to repeat at the top of a new page. Select header row → Table Layout tab → check box for Repeat header rows.
[bookmark: _Toc240655437]Table Captions
· Number and title: Give each table a number and title. 
· Title/caption location: Place the title and any corresponding caption above the table to maintain consistency and to support a logical reading order for assistive technology users.
· Style: Apply the “Table Caption” style to the caption so it appears in the List of Tables.
[bookmark: _Toc240646988]Table 1.2. Simple table example. Update this text with the appropriate table number and title.  
	Test Table
	Column 1
	Column 2

	Row 1
	Sample
	Sample

	Row 2
	Sample
	Sample

	Row 3
	Sample
	Sample


[bookmark: _Toc240646989]Table 1.3. Complex table example. 
	Variable
	Day 1
	Day 2
	Day 3

	Variable 1
	Active
	
	
	

	
	Inactive
	
	
	

	
	Total
	
	
	

	Variable 2
	Active
	
	
	

	
	Inactive
	
	
	

	
	Total
	
	
	

	Variable 3
	Active
	
	
	

	
	Inactive
	
	
	

	
	Total
	
	
	


[bookmark: _Toc240655438]Bulleted and Numbered Lists
Use Word's built-in list tools so assistive technology can correctly interpret list structure, sequence, and hierarchy and not just the visual appearance of a list.
· Applying list formatting: On the Home tab, in the Paragraph group, select your list formatting from Bullets, Numbering, or Multilevel List. 
· Avoid manual symbols: Avoid using images or characters to give the appearance of a list. Assistive technology may interpret these as literal text, making the list structure and sequence unclear.
[bookmark: _Toc240655439]Hyperlinks
Follow these guidelines to make hyperlinks accessible:
· Descriptive link text: When possible, hyperlink meaningful text that describes the link’s destination or purpose instead of using the full URL. Avoid vague hyperlinked text such as “click here” or “read more,” which can be unclear, especially for users of assistive technology. 
· Full URLs: You may need to display full URLs in some situations, including citations in the References section. When a full URL is required, ensure it is an active hyperlink.
Delete this instruction box before submitting your manuscript.
Avoid repeatedly pressing Delete or Backspace near the end of a section. If content from the next section moves onto the current page, you may have deleted a hidden section break, which can disrupt formatting throughout the document. Use Undo to restore the section break. If needed, use Show/Hide ¶ on the Home tab to confirm that the section break is still present.
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[bookmark: _Toc240655440]II. REVIEW OF LITERATURE
[bookmark: _Toc240655441]Section
Use these pages to enter your chapter title and content. To preserve the template's formatting and margins, complete one chapter at a time. Replace the placeholder chapter title with your own, then type or paste your chapter content directly below it.
Avoid repeatedly pressing Delete or Backspace near the end of a section. If content from the next section moves onto the current page, you may have deleted a hidden section break, which can disrupt formatting throughout the document. Use Undo to restore the section break. If needed, use Show/Hide ¶ on the Home tab to confirm that the section break is still present.
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[bookmark: _Toc240655443]Section
Use these pages to enter your chapter title and content. To preserve the template's formatting and margins, complete one chapter at a time. Replace the placeholder chapter title with your own, then type or paste your chapter content directly below it.
Avoid repeatedly pressing Delete or Backspace near the end of a section. If content from the next section moves onto the current page, you may have deleted a hidden section break, which can disrupt formatting throughout the document. Use Undo to restore the section break. If needed, use Show/Hide ¶ on the Home tab to confirm that the section break is still present.


[bookmark: _Toc240655444]IV. FINDINGS
[bookmark: _Toc240655445]Section
Use these pages to enter your chapter title and content. To preserve the template's formatting and margins, complete one chapter at a time. Replace the placeholder chapter title with your own, then type or paste your chapter content directly below it.
Avoid repeatedly pressing Delete or Backspace near the end of a section. If content from the next section moves onto the current page, you may have deleted a hidden section break, which can disrupt formatting throughout the document. Use Undo to restore the section break. If needed, use Show/Hide ¶ on the Home tab to confirm that the section break is still present.


[bookmark: _Toc240655446]V. CONCLUSION
[bookmark: _Toc240655447]Section
Use these pages to enter your chapter title and content. To preserve the template's formatting and margins, complete one chapter at a time. Replace the placeholder chapter title with your own, then type or paste your chapter content directly below it.
Avoid repeatedly pressing Delete or Backspace near the end of a section. If content from the next section moves onto the current page, you may have deleted a hidden section break, which can disrupt formatting throughout the document. Use Undo to restore the section break. If needed, use Show/Hide ¶ on the Home tab to confirm that the section break is still present.
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[bookmark: _Toc240655449]Section
Use these pages to enter your chapter title and content. To preserve the template's formatting and margins, complete one chapter at a time. Replace the placeholder chapter title with your own, then type or paste your chapter content directly below it.
Avoid repeatedly pressing Delete or Backspace near the end of a section. If content from the next section moves onto the current page, you may have deleted a hidden section break, which can disrupt formatting throughout the document. Use Undo to restore the section break. If needed, use Show/Hide ¶ on the Home tab to confirm that the section break is still present.


[bookmark: _Toc240655450]REFERENCES
References formatting will vary by department and citation style. Consult your department and/or committee for guidance on reference formatting and acknowledging AI use.
Avoid repeatedly pressing Delete or Backspace near the end of a section. If content from the next section moves onto the current page, you may have deleted a hidden section break, which can disrupt formatting throughout the document. Use Undo to restore the section break. If needed, use Show/Hide ¶ on the Home tab to confirm that the section break is still present.
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[bookmark: _Toc240655452]Appendix XYZ (Heading 3) 
If your research required IRB approval, include the appropriate IRB documentation in the appendices.
Avoid repeatedly pressing Delete or Backspace near the end of a section. If content from the next section moves onto the current page, you may have deleted a hidden section break, which can disrupt formatting throughout the document. Use Undo to restore the section break. If needed, use Show/Hide ¶ on the Home tab to confirm that the section break is still present.
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