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GUIDE TO RESEARCH AND WRITING SKILLS 

 

Introduction 

 

Logsdon Seminary and Logsdon School of Theology faculty recognizes the need for a 
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Anticipate 

 

Anticipate the type of research in terms of the nature of the project: 

1. Research paper �± Use formal style. 

2. Exegesis �± Be detailed and thorough in viewpoints. 

3. Book or Article Review �± May include a summary of content, a reaction to the 

content, and/or a dialogue with the content. 

Understand 

 

Understand the Requirements: 

1. Due date - Know the deadline. 

2. Length �± Know the required word count or number of pages. 

3. Format �± Follow correct style for specific type of research. 
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Proper Format for Research Projects 

 

The time is long past that you intended to go to bed to get that good night's sleep in 

preparation for the long day tomorrow. You are curled into the chair at your desk, the page 

before you is blank but the waste basket is full of crumpled paper with scattered ideas on it. Now 

you will recall that your teachers have told you that your ability to write well is essential to 

success in college. You realize that the importance of writing is not diminishing but becoming 
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Spacing (See Turabian A.1.3
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First-Level Heading 

 

A first-level heading is centered with boldface type and headline-style capitalization. 

 

Second-Level Heading 

 

A second-level heading is centered with headline-style capitalization. 

 

Third-Level Heading 

 

A third-level heading is boldface, with headline-style capitalization, and typed on the left 

margin. 

 

Fourth-level heading 

 

 A fourth-level heading is typed on the left margin and only the first letter of the first word 

is capitalized. 

 

Fifth-level heading. A fifth-level heading is run in at the beginning of a paragraph and is 

boldface and capitalized sentence-style with a period at the end. A fifth-level heading begins a 

�S�D�U�D�J�U�D�S�K�����,�W���L�V���W�K�H���I�L�Q�D�O���O�H�Y�H�O���R�I���V�X�E�V�H�F�W�L�R�Q���L�Q���D���S�D�S�H�U�¶�V���R�U�J�D�Q�L�]�D�W�L�R�Q�D�O���V�W�U�X�F�W�X�U�H��  

 

Title Page 

 

All assignments should contain a title page arranged according to the type of paper, (class 

paper, thesis, or DMin Ministry Project.) Both the class paper and DMin Ministry Project paper 

title pages follow Turabian guidelines, while the thesis title page follows guidelines from the 

Graduate Studies Department. See Appendices A-C for examples. 

 

Table of Contents (See Turabian A.2.1.6) 

 

In longer or more complex papers, the title page should be followed by a table of 

contents. Label this page CONTENTS at the top of the page. Include any front matter that 

follows the contents (such as a list of illustrations or a preface) as well as 
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Types of Research Projects 

 

All of the above principles of formatting can be applied to any type of research 

paper. They are standard rules to follow in making your paper presentable and readable. 

 

Theological Studies 

 

Theological studies can be broken down into formats that take the reader along 

the lines of your intended discussion. For example, depending upon what your topic is, 

one section of your paper could address the theological issue in its historical framework. 

How have theologians discussed the issue in the past? What has been its journey to get 

into your day? Theological studies can also incorporate the scriptural references and the 

practical implications of whatever issue you are addressing. 

 

Historical Background Studies 

 

If you are writing about a topic related to biblical backgrounds, history, 

geography, or culture, then the way you approach the topic can provide the format for 

your paper. Many historical background studies can flow along the lines of investigative 

research. Where does the topic intersect scripture? 
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Your opinions and feelings should reflect reactions to the above facts as well as other 

features and include a summary of your impressions. Do not be afraid to be critical. List the 

book's strengths and weaknesses. 

 

As you read, and especially immediately after completing the book, you should jot down 

notes regarding your feelings and/or reactions. It will be difficult to recapture them later. 

 

As you read you will also want to take factual notes. Then later choose the significant 

details and arrange them into a good outline form. Remember you are going to judge the book as 

a whole, so do not include too much detail but also, do not omit anything that is important. 

 

Remember to start with a factual introduction then include other facts and react 

individually to them. The conclusion should be your impression of the book as a whole. 

 

A critical book review includes bibliographic information, the contemporary environment 

in which the book emerged, a summary of the content, and a critique. 

 

See Appendix I for some suggested questions to aid in critically examining the book. 
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bankruptcy. They both have come through to the other side and have much to offer a hurting 

world. For a minister going into chaplaincy, this book will be a resource to go to time and time 

again.  

 

Bibliography and Footnotes 

 

These two parts of a research paper have the same basic function: to allow the reader to 
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footnote on a page. (See Turabian 16.4.1 and 16.4.2 for additional help regarding Ibid. or 

shortened notes.) 

 

N: 
8
 Franklin, 36. or 

8
 Franklin, George Washington, 36. 

 

N: 
9
 Ibid. 

 

It will be impossible to give examples of all types of bibliography or footnote entries 

because that would produce another Turabian. Here are a few of the more common forms that 

will be used in research papers. (See Turabian chapter 17 for other specific cases.) Notice that 
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N: 
12 

R. E. O. White, "Colossians," in 2 Corinthians-Philemon, The Broadman Bible 

Commentary 11, ed. Clifton J. Allen (Nashville: Broadman Press, 1971), 121. Check about 

changing to series. 

 

B:
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The main differences between magazines and journals are (1) journals are published for 

academic audiences and magazines are published for popular audiences, and (2) magazines are 

typically weekly or monthly whereas journals are usually published less frequently. 

 

Encyclopedias, Bible Dictionaries, and Lexicons (See Turabian 17.5.3) 

 

**Turabian recommends that common English dictionaries and general encyclopedias not be 

listed in the bibliography. However, biblical or theological dictionaries and encyclopedias should 

be listed in the bibliography. 

 

Signed article  

 

N: 
20 �.�H�L�W�K���:�����:�K�L�W�H�O�D�P�����³�.�L�Q�J���D�Q�G���.�L�Q�J�V�K�L�S���´���L�Q��The Anchor Bible Dictionary, vol. 4, ed. 

David Noel Freedman (New York: Doubleday, 1992), 43. 

 

�%�����:�K�L�W�H�O�D�P�����.�H�L�W�K���:�����³�.�L�Q�J���D�Q�G���.�L�Q�J�V�K�L�S���´���,�Q��The Anchor Bible Dictionary. Volume 4, edited 

by David Noel Freedman, 40-48. New York: Doubleday, 1992. 

 

**N.B. Turabian 8
th

 edition does not mention the above form, but it is more helpful with 

substantive encyclopedias and dictionaries often used in religious research. Previous 

versions of Turabian allowed for the citation of the above form that begins with the 

author rather than a general editor.  

 

Unsigned article 

 

N: 
21 �³�6�D�O�Y�D�W�L�R�Q���´��Encyclopedia Brittanica, 15

th
 ed.  

 

Biblical Quotes (See Turabian 17.5.2) 

 

 The Bible does not need to be referenced in the Bibliography, but you will need to 

indicate any passages from which you quote. You may do this either in a parenthetical reference 

(1 Thess 4:11 NRSV) 
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Microsoft Word automatically turns the web address into a hyper-link (blue text with a blue 

�X�Q�G�H�U�O�L�Q�H�����U�L�J�K�W���F�O�L�F�N���R�Q���W�K�H���W�H�[�W���D�Q�G���V�H�O�H�F�W���³�5�H�P�R�Y�H���+�\�S�H�U�O�L�Q�N���´ 

 

Websites 

 

N: 
8 

Author�����³Title of the page���´��Title or owner of the site, publication or revision date, 

accessed date, URL. 

 

N: 
24 �6�X�V�D�Q�Q�D�K���%�U�R�R�N�V�����³�/�R�Q�J�W�L�P�H���/�L�E�U�D�U�\���'�L�U�H�F�W�R�U���5�H�I�O�H�F�W�V���R�Q���D���&�D�U�H�H�U���D�W���W�K�H���&�U�R�V�V�U�R�D�G�V���´��

University of Wisconsin-Madison News, modified October 12, 2011, accessed May 14, 2012, 

http://www.news.wisc.edu/19704. 

 

�%�����$�X�W�K�R�U�����³�7�L�W�O�H���R�I���W�K�H���S�D�J�H���´���7�L�W�O�H���R�U���R�Z�Q�H�U���R�I���W�K�H���Z�H�E�V�L�W�H�����3�X�E�O�L�F�D�W�L�R�Q���R�U���U�H�Y�L�V�L�R�Q���G�D�W�H����
Accessed date. URL. 

 

�%�����%�U�R�R�N�V�����6�X�V�D�Q�Q�D�K�����³�/�R�Q�J�W�L�P�H���/�L�E�U�D�U�\���'�L�U�H�F�W�R�U���5�H�I�O�H�F�W�V���R�Q���D���&�D�U�H�H�U���D�W���W�K�H���&�U�R�V�V�U�R�D�G�V���´��
University of Wisconsin-Madison News. Modified October 12, 2011. Accessed May 14, 

2012. http://www.news.wisc.edu/19704. 

 

Blogs 

 

N: 
7 

The Subversive Copy Editor [Carol �)�L�V�K�H�U���6�D�O�O�H�U�@�����³�6�W�L�O�O���/�H�D�U�Q�L�Q�J�����)�X�Q���/�D�Q�J�X�D�J�H��
�:�R�U�G�V���´��The Subversive Copy Editor Blog, February 16, 2011, accessed February 28, 2011, 

http://www.subversivecopyeditor.com/blog/2011/02/still-learningfun-language-words.html. 

 

B: �&�D�Y�H�W�W�����'�L�F�N�����³�)�O�\�L�Q�J�"���,�Q�F�U�H�D�V�L�Q�J�O�\���I�R�U���W�K�H���%�L�U�G�V���´��Opinionator (blog), New York Times, 
February 12, 2012. Accessed October 14, 2011. http://www.blogs.nytimes.com/2011/08 

/19/flying-increasingly-for-the-birds/. 

 

Social Networking 

 

Turabian says to only cite this information in footnotes or endnotes. 

 

N: 
9
 Sarah Palin, Twitter post, August 25, 2011 (10:23 p.m.), accessed September 4, 2011, 

http://twitter.com/sarahpalinusa. 

 

 
3
 Obama for America, post to Barack �2�E�D�P�D�¶�V���)�D�F�H�E�R�R�N���S�D�J�H�����6�H�S�W�H�P�E�H�U������������������������������

a.m.), accessed September 22, 2011, https://www.facebook.com/barackobama.
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research and analyzing that material critically. Effective use of major headings and subheadings 

in the written portion enhances the clarity and readability of the writing. 

 

General Characteristics of Formal Writing Style 

 

Each writer is unique and that uniqueness should be expressed in his or her writing. 

However, formal writing possesses certain identifiable features or characteristics that can be 

observed in the final paper. Good formal writing is grammatically accurate, consistent, clear, 

formal, and gender neutral. 

 

Grammatically Accurate 

 

Good writing follows the rules of correct English grammar. All of the rules are important, 

but only a few will be highlighted here. Punctuate correctly. See Chapter 21 in Turabian for a 

helpful summary of punctuation rules. Make sure that subjects and verbs agree; i.e., plural 

subjects should have plural verbs. Be careful to keep pronouns and their antecedents in 

agreement. 

 

Consistent 

 

Consistency is a cardinal characteristic of good writing style. Whenever the acceptable 

form allows options, the option chosen should be followed throughout the written project. 

Previously, use of the first person singular was discouraged in formal writing. Some professors 

�Q�R�Z���S�U�H�I�H�U���L�W�V���O�L�P�L�W�H�G���X�V�H���L�Q���R�U�G�H�U���W�R���D�Y�R�L�G���F�X�P�E�H�U�V�R�P�H���O�D�Q�J�X�D�J�H���V�X�F�K���D�V���³�W�K�L�V���Z�U�L�W�H�U���V�D�\�V���´���,�I���L�Q��
doubt, check with the professor. 

 

Clear 

 

Clarity is also a cardinal principle of good writing. Writing is clear when the words 

express the writer's meaning. A few suggestions for enhancing clarity follow. (1) Use active 

verbs. Avoid the overly-used passive, especially as seen in the phrases "it is/are" and "there 

is/are." �,�I���\�R�X���F�D�Q���L�Q�V�H�U�W���³�E�\���]�R�P�E�L�H�V�´���D�I�W�H�U���W�Ke verb, you have passive voice; i.e., The sermon 

was preached by the pastor (or by zombies) on Sunday morning. Active voice would be: The 

pastor preached the sermon on Sunday morning. (2) Be specific when referring to opinions or 

interpretations. Consider this example: "While not all are in agreement with his method of 

theology, it is agreed that any theology must confront his ideas." The questions are: "It is agreed 

by whom?" and "Where?" Statements that indicate "some say," or "many agree" are unclear. 

They require specificity and documentation. (3) Use full names when first referring to an author. 

In the first occurrence of an author's name in the text of the research project, use the full name: 

"Walther Eichrodt." Later references in the text only use the last name: "Eichrodt." (4) Avoid 

verbosity and repetition. Be aware of repeating the same word combination frequently in a 

paragraph or at the beginning of sentences. Avoid long strings of prepositional phrases in the 

same sentence. If you feel as though you have repeated a particular word or phrase too often use 

�W�K�H���³�)�L�Q�G�´���I�X�Q�F�W�L�R�Q���L�Q��Microsoft Word (Ctrl+F) to see how often you used the word or phrase. 
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Formal 

 

A research project should be written formally. Sermonizing and/or using 

colloquial expressions are not acceptable for this type of writing. Formal writing employs 

third person, not first or second. Since writing a research project involves citing relevant 

material in discussing the topic of consideration, the third person is appropriate because 

the writer is not presenting an editorial opinion but presenting evidence logically and 

clearly. Only in the conclusion should the writer state personal opinions. At this point in 

your writing, some professors may allow the use of first person, but even here the third 

person may be preferable. Recently, rules pertaining to the use of first and third person 

have become more fluid. Check with your professor for individual preferences. 

 

Gender Neutral 

 

Good writing is also characterized by gender neutrality. Whereas in the past the 

�S�U�D�F�W�L�F�H���R�I���X�V�L�Q�J���J�H�Q�G�H�U���V�S�H�F�L�I�L�F���S�U�R�Q�R�X�Q�V�����³�K�L�V,�´���³�K�L�P,�´���H�W�F�������Z�D�V���D�F�F�H�S�W�D�E�O�H���Z�K�H�Q��
referring to both male and female, now the goal is neutral language. Thus, the sentence, 

�³�7�K�H���V�F�K�R�O�D�U���V�K�R�X�O�G���H�[�D�P�L�Q�H��his �S�U�H�V�X�S�S�R�V�L�W�L�R�Q�V���F�D�U�H�I�X�O�O�\���´���L�V���L�Q�D�G�H�T�X�D�W�H���E�H�F�D�X�V�H��
�V�F�K�R�O�D�U�V���D�U�H���E�R�W�K���P�D�O�H���D�Q�G���I�H�P�D�O�H�����$���E�H�W�W�H�U���V�H�Q�W�H�Q�F�H���Z�R�X�O�G���E�H���³�7�K�H���V�Fholar should 

examine his or her �S�U�H�V�X�S�S�R�V�L�W�L�R�Q�V���F�D�U�H�I�X�O�O�\�´���R�U���³�6�F�K�R�O�D�U�V���V�K�R�Xld examine their 
�S�U�H�V�X�S�S�R�V�L�W�L�R�Q�V���F�D�U�H�I�X�O�O�\���´ Although gender neutral language may seem awkward at first, 

a good writer will make the effort to employ it.  

 

�3�D�U�W�L�F�X�O�D�U���7�H�F�K�Q�L�T�X�H�V���5�H�O�D�W�H�G���W�R���³Turabian�´���6�W�\�O�H 

 

In Turabian 8th
 edition, seven chapters related to style comprise the third 

section of the book (Chapters 20-26). All the matters discussed in those chapters are 

important, but certain items which have proven to be especially significant for theology 

students will be addressed here. 

 

Classical References (See Turabian 17.5.1) 

 

In a paper containing many classical references, both the name of the author and 

the title of the work may be abbreviated after they have been spelled out in full when 

cited the first time. 

 

N:  Homer, Odyssey 9.266-71. 

 

N: Hom., Od. 9.266-71.  

 

Ancient Near Eastern Texts 

 

Eighth edition Turabian does not specifically address how to reference sources 

�I�U�R�P���W�K�H���D�Q�F�L�H�Q�W���1�H�D�U���(�D�V�W�����Q�R�W�H���W�K�D�W���W�K�H���Z�R�U�G���³�D�Q�F�L�H�Q�W�´���L�V���Q�R�W���F�D�S�L�W�D�O�L�]�H�G���Z�K�H�Q���Z�U�L�W�W�H�Q��
�R�X�W�����K�R�Z�H�Y�H�U�����W�K�H���S�K�U�D�V�H���P�D�\���E�H���D�E�E�U�H�Y�L�D�W�H�G���³�$�1�(�´�������:�K�D�W���I�R�O�O�R�Z�V���L�V���D�Q���D�G�D�S�W�L�R�Q���R�I���W�K�H��
Society of Biblical Lite�U�D�W�X�U�H�¶�V���K�D�Q�G�E�R�R�N���R�I���V�W�\�O�H�������������� 
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is capitalized in the original: The Act provided that "the General Counsel of the Board shall 

exercise complete supervision." In the original, "the" is the first word of the sentence and is 

therefore capitalized. 

 

Short, direct prose quotations should be incorporated into the text of the paper and 

enclosed in double quotation marks. Longer quotations or "block quotations" have been 

addressed in the section dealing with the format of the paper. 

 

Quotation Marks 

 

Direct quotations other than block quotations require double quotation marks at 

beginning and end. If the quoted passage contains a quotation that is set off with double 

quotation marks, those marks must be changed to single quotation marks. In a block quotation, 

however, the double quotation marks that appear within the original matter are retained. 

Remember that block quotations are indented one-half inch and single-spaced. Therefore, a block 

quotation is set off from the text and does not have quotation marks at the beginning or end. 

 

For a quotation within a quotation, single quotation marks are used; for another quotation 

within that one, double marks are again used; if yet another, single marks, and so on. See 

Turabian 25.2.1. 

 

Punctuation with Quotation Marks 

 

Periods and commas should be placed inside quotation marks (even when the quotation 

marks enclose only one letter or figure); semicolons and colons, outside. Question marks and 

exclamation marks should be placed outside quotation marks unless the question or exclamation 

occurs within the quotation itself.  

Examples: 

How does he show "evil leading somehow to good"? 

 One may well ask, "Is it really necessary to lose the world in order to find oneself?�  ́

In Keat's "Ode on a Grecian Urn," the urn says, "Beauty is truth, truth beauty." 

 

Ellipsis 

 

An ellipsis occurs when portions of the original material are omitted in quotation. An 

ellipsis is indicated by three consecutive dots (periods) with spaces between (. . .). Normally, a 

space precedes the first dot and follows the last. Since ellipsis points stand for words omitted 

from the quotation itself, they are always placed within quotation marks. When quotation marks 

either precede or follow ellipsis points, do not leave a space between the quotation marks and the 

dot. 

 

Turabian 25.3.2.1 indicates the basic rules for the use of ellipsis dots. The most frequent 

misunderstanding of the proper form involves the use of ellipsis points to indicate an omission 

following a sentence; this case calls for four dots. The first, placed immediately after the last 

word is the period: �³�: hen a nation is clearly in the wrong, it ought to say so. . . . I am only 
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enunciating principles that we apply in our own case." Turabian indicates that ellipsis 

points are seldom used at the beginning or end of a quoted passage.  

 

A Suggested Technique for Writing 

 

"Are you ready for that final draft?" Regardless of the type of paper you are 

writing, it should be more than a compilation of facts and quotations from your sources. 

Likely a large portion of your material will come from other writers, but you should 

present and interpret it as a means of achieving your purpose. As you check to see if you 

are ready for the final draft, certain structural questions should be answered in your mind. 

1.  Have I stated my subject or purpose clearly and indicated its boundaries or limitations? 

2.  Have I really discussed my subject in addition to quotations and summaries? 

3.  Have I given adequate evidence for any conclusions or points of view which I expressed? 

4.  Have I properly organized my paper? 

 a.  Is there a clear introduction? 

 b.  Is the subject developed in the main body of the paper? 

 c.  Is the conclusion an accurate statement of my research and presentation? 

 

See Appendix H for a suggestion entitled "Ten Steps in Writing the Research  

Paper." 

 

How to Use Turabian 
 

Preliminary Observations 

 

A manual of style is designed to serve as a general guide for students to follow in 

the preparation of research papers, theses and dissertations. There are a number of 

different manuals of style. Some may even suggest ways to organize and document 

research material. Most, however, do not deal with the subject matter itself. Manuals of 

style are concerned with the form and format of the papers rather than their content. 

 

The Logsdon School of Theology uses this Logsdon Style Guide as its primary 

guide. As a secondary guide, see Kate L. Turabian, A Manual for Writers of Research 
Papers, Theses, and Dissertations (8

th
 edition). Be sure to check with the professor for 

whom you are preparing your paper on matters of preference.  

Unfortunately, every conceivable situation may not be illustrated in the manual of 

style which is being used. There may be times when examples regarding a particular 

reference format cannot be located in the manual of style. This can be very frustrating. 

There are two general principles to be followed: 

 

1. Clarity: It is essential that any reference or quotation can be clearly understood 

and readily located. Exercise care in the documentation of works found in a series, works 

prepared by an editor, and works found in a journal or encyclopedia. 

 

2. Consistency: It is also essential that subsequent references follow the same 

format. 





Appendix A. Sample Title Page for a Class Paper  

 

 

 

 

 

 

 

 

 

 

 

TITLE OF PAPER 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Your Name 

 

Number and Title of Course 

 

Date



Appendix B. Sample Title Page for a Thesis 

 

 

 

 

TITLE 

 

 

 

 
 

 
 

�²�²�²�²�²�²�² �² �²�²�²�²  

 

 

 

 

Name 

 



Appendix C. Sample Title Page for a DMin Ministry Project 

 

 

Hardin-Simmons University 

 

 

 

  

 

 

 

TITLE OF PAPER 

 

 

 

 

 

 

 

A Report of the Ministry Project Submitted to 

 

the Faculty of Logsdon Seminary 

 

in Partial Fulfillment 

 

of the Requirements for the Degree of 

 

Doctor of Ministry 

 

 

 

 

 

 

 

by 

 

Name 

 

 

 

 

 

 

 

Abilene, Texas 

 

October 2013 

 





Appendix E. Sample Contents for a Lengthy Paper, Thesis, or DMin Ministry Project 

 

 

CONTENTS 
 

Preface ............................................................................................................................................ ii 

 

List of Illustrations ....................................................................................................................... iii



Appendix F. Sample Bibliography 

 

 

BIBLIOGRAPHY 

 

Epp, Eldon Jay. Junia: The First Woman Apostle. Minneapolis: Fortress Press, 2005. 

 

McKnight, Scot. The Blue Parakeet: Rethinking How You Read the Bible. Grand Rapids: 

Zondervan, 2008. 

 

Miller, J. David. "What Can We Say about Phoebe?" Priscilla Papers 25, no. 2 (Spring 2011): 

16-21. Accessed November 21, 2013. http://hsuezproxy.alc.org:2048/login?url=http:// 

search.ebscohost.com/login.aspx?direct=true&db=rlh&AN=61795422&site=eds-live& 

scope=site. 

 

Pederson, Rena. The Lost Apostle: Searc







Appendix I. Sample Book Review and Author Information in Place of a Title Page 

 

 

Ronnie Eatabitapie 

MNST 6270-A WORSHIP LEADERSHIP 

February 26, 2013  
 

A GUIDE TO PREACHING AND LEADING WORSHIP 

 

Bibliographical Entry 

 



Appendix J. Suggestions for Preparing an Exegesis 

 

 

Suggestions for Preparing an Exegesis 

 

Below is an outline for an exegetical paper. Your professor may have specific directions  

that involve other factors or an alternative approach. 

 

1. Background 







Appendix L. Transliteration of Hebrew Letters 

 

 

Transliteration of Hebrew Letters 

 

 Hebrew transliteration is complex, and fully explaining the process of transliterating 

Hebrew is beyond the scope of this style guide. What follows here is only intended to give 

guidelines for the basic transliteration of Hebrew consonants and Masoretic vowel pointing, 

based on the system used in Learning to Read Biblical Hebrew, by Robert Ellis. Check with your 

professor if you need further assistance. 

 

Hebrew Consonants 
 

a = �%��

B �- b = �@���-���` 
G 



Appendix M. Transliteration of Greek Letters 

 

 

Transliteration of Greek Letters 

 

�D����� ��a 

�E����� ��b 

�J����� ��g 

�G����� ��d 

�H  = e 

�]����� ��z 

�K����� ���•�����V�H�H���$�S�S�H�Q�G�L�[��O for 

instructions on using diacritical 

marks) 

�T����� ��th 

�L����� ��i 
�N����� ��k 

�O����� ��l 
�P����� ��m 

�Q����� ��n 

�[����� ��x 

�R����� ��o 

�S����� ��p 

�U����� ��r 
�V�����9��� ��s 

�W����= t 

�X����� ��y (not in diphthong) 

�X����� ��u (in diphthong: au, eu, etc) 

�I����� ��ph 

�F����= ch 

�\ ��= ps 

�Z����� ���À 
�µ�� = h (with vowel or diphthong)

 

�$ = A 

�%����= B 

�*  = G 

�'����= D 

�(����= E 

�=����= Z 

�+����� ���œ 
�4����� ���7h 

�,����= I 

�.����= K 

�/����= L 

�0��� ��M 

�1����� ��N 

�; ����= X 

�2����= O 

�3����= P 

�5����= R 

�6����= S 

�7  = T 

�8����= U 

�)����= Ph 

�&����� ��Ch 

�<����� ��P

 

 

 

 

 

 

 

 

 

 

 

 



Appendix N. Computer Helps 

 

 

 

Computer Helps 

 

How to set the default font to Times New Roman 12 pt. for the text of your papers: 

 

Start with a blank document or if your document already contains text that is formatted with the 

properties that you want to use, select that text. 

 

1. On the Home tab, click the Font Dialog Box Launcher (or Ctrl+D), and then click 

the Font tab. 

2. Set the Font Face to Times New Romans and the size to 12.  

3. Click Set As Default�����<�R�X���V�K�R�X�O�G���U�H�F�H�L�Y�H���W�K�H���I�R�O�O�R�Z�L�Q�J���S�U�R�P�S�W�����³�'�R���\�R�X���Z�D�Q�W���W�R���V�H�W���W�K�H��
�G�H�I�D�X�O�W���W�R���7�L�P�H�V���1�H�Z���5�R�P�D�Q�����������S�W�����I�R�U���´���6�H�O�H�F�W���W�K�H���³�$�O�O���G�R�F�X�P�H�Q�W�V���E�D�V�H�G���R�Q���W�K�H��
�1�R�U�P�D�O���W�H�P�S�O�D�W�H�"�´���R�S�W�L�R�Q�� 

4. And then click OK. 

How to set the default spacing for the text of your papers: 

 

The default line spacing in Microsoft Word 2013 is 1.08. By default, paragraphs are followed by 

a blank line and headings have a space above them. �+�H�U�H�¶�V���K�R�Z���W�R���F�K�D�Q�J�H���W�K�H���G�H�I�D�X�O�W���V�H�W�W�L�Q�J�V�� 

 

1. On the Home tab, click the Line and Paragraph Spacing button. 

 

2. Choose Line Spacing Options. 



Appendix N. Computer Helps 

 

 

3. In the Paragraph dialog box under Spacing, choose from the Line spacing dropdown 

menu to adjust the line spacing. Change Line spacing to Single. Change the Spacing for 

After to 0 pts. 

 

4. Adjust the settings for Before and After if you want to change paragraph spacing. 

5. Click Set as Default. 

6. In the dialog box, click next to 

 


