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1. EDITING OF SCIENTIFIC WORKS
Umberto Eco clearly illustrates the steps needed for the elaboration of a work similar
to the ones mentioned above. Thus, to “elaborate a thesis means: (1) identifying a precise
topic; (2) gathering documents about the topic; (3) ordering these documents; (4) reexamining firsthand the topic in light of the documents gathered; (5) giving an organic shape
to the previous reflections; (6) ensuring that the reader understands what the author intended
and is able, if needed, to retrieve the same documents in order to reconsider the topic on their
own.” 1 In other words, the student or researcher has to: outline the research topic, to identify
and summarize the bibliographical information, to structure the work plan in chapters and
subchapters, to analyze the musical works researched and to desktop publish the work.
In order to choose the research topic, let us go back to Umberto Eco’s observations:
the topic has to correspond to the interests of the candidate, the documentary resources have
to be “reachable and manoeuvrable”, i.e. “accessible from a material and cultural point of
view”, while the “methodological framework of the research has to be accessible to the
candidate’s experience”.2
The evaluation criteria of a work are: opportunity and originality of the research topic, the
structure of the work, the relevance of the information given, the relationship with the
historical and structural-analytical (according to the topic) aspects, linguistic correctness and
appropriateness of the use of terminology, consistent documentation (to be relayed by
footnotes and bibliography), correct and complete quotation of bibliographical sources as well
as complying with copyrights, personal contribution, pertinent conclusions, addressability,
desktop publishing. A condensed presentation of the evaluation criteria has to comprise: the
content, the structure, the language / the terminology.

1.1. Identifying the sources
- books, treatises, compendiums, dictionaries, encyclopedias, doctoral theses,
specialized magazines (to be found in libraries);
- scores (printed or electronic);

1
2

Umberto Eco, Cum se face o teză de licență, Pontica, 2000, p. 14.
Ibidem.
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- online sources:
- books in electronic format;
- magazines, reviews, articles and studies (with BDI international data base index)3:
ISI Web of Knowledge
Scopus
EBSCO
JSTOR
ProQuest
ProjectMuse
RILM (Music Literature)
CEEOL

www.webofknowledge.com
www.scopus.com
www.ebscohost.com
www.jstor.org
www.proquest.com
http://muse.jhu.edu/
www.rilm.org
www.ceeol.com

1.2. Bibliographical documentation
The bibliographical flashcard / Summary (in electronic format or on paper) will comprise:
- information meant to identify the bibliographical source (author/s, title, no. volume,
place of publishing, publishing house, year), maybe even the library and library
identification code;
- page number – “quotations” and ideas filtered from the source, according to the
research topic.

1.3. Work plan (chapters and subchapters)
- to be brought to completion after reading through the bibliography;
- The plan will encompass the following:
- Table of contents (it is mandatory to be placed at the beginning of the work);
- an Introduction (or an Argument), that will comprise (according to the situation):
- an outline of the research topic;
- the motivation for choosing that particular topic;
- the current stage of knowledge and research related to the topic;
- historical and analytical delimitations;
- research methods;
- structure of the work.
- Chapters and subchapters (to be numbered);
- Conclusions (presented in a structured, synthetic, relevant manner);
- Author index;
- Annexes;
- Summary (in an international language);

3

Acknowledged for the musical field (Order of the Ministry of Education no. 4204, July 15th, 2013).
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- Bibliography
- in alphabetic order (according to the author’s name);
- structured:
- dictionaries and encyclopedias;
- reference volumes;
- studies in specialized magazines;
- online sources.
- The plan will have as control tools the relation between:
- the chapters;
- every chapter and the related subchapters;
- the structure of the chapters and the research title;
[in addition to the aspects mentioned above, the correlation between every
title or subtitle and the content of the related chapter or subchapter].

1.4. The title
- to be formulated and adjusted in harmonious relationship with the structure of the
work;
- it has to have a clear formulation, not equivocal, nor ambiguous;
- it may be accompanied by a subtitle.

1.5. Editing
1.5.1. The scientific style
- presupposes a way of expressing which is:
- correct from the grammar point of view (this type of mistakes disqualify the
author!);
- deprived of ambiguity;
- careful, appealing, but clear, with appropriately long sentences;
- concise, deprived of useless or un-called for redundancy;
- with correct terminology;
- deprived of references in the 1st person singular (the “author’s plural” is
preferred).

1.5.2. Annexes
The annexes encompass: images, scores, tables which have to be relevant for the
work.
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1.5.3. The summary
The summary is to be elaborated in Romanian and / or in an international language.
Its style has to be clear and concise.

1.6. Desktop publishing 4
1.6.1. Requirements
The text has to be desktop published:
- by using diacritics (compulsory!); diacritics are to be used for the words or names
from other languages (e.g. Béla Bartók, Dvořák)
- without typing errors (spell check is compulsory).

1.6.2. Settings
- keyboard: according to the language one is writing in (in order to access the
diacritical marks);
- the language of the document: idem.

1.6.3. Graphical conventions (font size / font style, spacing, etc.)
The text (Style Normal) has to be set as follows: font Times New Roman (or Calibri),
font size 12, at 1,5 line spacing, justify right - left, Indentation special First line =
1,27cm (to be set from Format - Paragraph).
Spacing may be set at 1,15 lines as well (line spacing - multiple).
Just one font is to be employed.
The bolded font style is to be used for titles, subtitles or (parsimoniouly) to highlight
some key words from the text.
Italics are to be used for the titles of books and musical works, as well as for words
borrowed from other languages.

1.6.4. Layout
In order to set the page layout (one has to take these steps: Page Layout - Page Setup)
one has to comply with the following parameters: A4 size, both sides (mirror
margins), margins: 2,5 cm top-bottom, 2 cm left-right, 1 cm gutter, inside.

4

in Microsoft Word 2010.
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1.6.5. Footnotes
Umberto Eco writes that “the essential pieces of information and the ideas that are
directly relevant are the ones to be illustrated in the text” and not in the footnotes.
In addition, “every footnote has to justify its own existence”.5
The Italian researcher presents further details regarding the role of footnotes,
considering that they can be used for:
- indicating the sources of the quotations;
- adding bibliographical indications (e.g.: “in regard to this topic, see also the
book…”);
- external and internal references, employing the abbreviation cf. (“confronting”);
- introducing an underpinning quotation, which would have been cumbersome in
the text;
- to emphasize the information given in the text (“content” notes);
- correcting the information from the text (when, even though certain in regard to
the statements made, one considers that the reader might have objections);
- the translation of the quotations or the quotations rendered in the original
language;
- to “pay tribute to someone” (“to quote an author from whom one has adopted
an idea or a piece of information means to pay tribute to that author”).
To conclude, footnotes have to comprise:
- the bibliographical sources that have been quoted (see also the details regarding
desktop publishing);
- comments and explanations that have not been inserted in the text;
- the translation of the quotations or the quotations rendered in the original
language.
Footnotes may also comprise comments, some may be even complex, and they will
represent a second layer of the information given.
Footnotes have to be written with the same font, font size 10, line spacing single,
justify right - left, no indentation.
Footnotes include: the Author (First and Last Name), The title of the work in Italics,
volume no. (according to the situation), Place of publishing (no abbreviations),
Publishing House (capital letters; e.g.: Editura pentru Literatură și Artă), year, page

5

W.G. Campbell, S.V. Ballou, Form and Style, Boston, 1974, apud Umberto Eco, op.cit., p. 182 (footnote no. 3).
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number (p. 5.). Every piece of information is separated from the following one by a
comma. Full stop is compulsory at the end.6
In the case of dictionaries and encyclopedias (with more than one author), the names
of the authors are to be replaced by XXX.
If the quotation is taken from an article signed by the author, in a collective work or
in a dictionary, the first and last name of the author have to be written, the name of
the article (in between “inverted commas”), followed by the name of the respective
publication (in Italics), and the rest of the information. E.g.: Romeo Ghircoiașiu, art.
“Muzicologie”, in Dicționar de termeni muzicali, ed. a II-a, București, Editura
Enciclopedică, 2008, pp. 363-365.7
If the denomination of the Publishing House allows it, the words Publishing House
may be omitted (e.g.: “Minerva” instead of “Editura Minerva”; still, one may not
replace “Editura Muzicală” with “Muzicală”).
In what titles taken from the online sources are concerned, one has to mention:
- exhaustive information related to the specific article or book (author, title,
publication, no., date, etc.);
- full web address (e.g.: http://www.jstor.org/..........);
- the date when the information was accessed.
Abbreviations within footnotes:
- apud (“after”), written in italic, for indirect quotations, taken not from the source,
but from works that they have taken up (e.g.: Helmut Degen, apud Vasile Herman,
Bazele teoretice ale studiului formelor muzicale, Conservatorul de Muzică
„Gh. Dima” Cluj-Napoca, 1985, p. 15.);
- ibid. or ibidem (“in the same place” = the same author and the same work8), to
repeat the information mentioned in the previous footnote (except for the page
number, which is to be written only if it differs from the previous one);
- op. cit. (“opus citatum” or “the work cited”), which replaces the title of the
volume, the Publishing House, the place of publication and the year when the
volume has already been cited, but not within the previous footnote, and the
author is listed with just one volume in the bibliographical notes (e.g.: Magdalena
Vulpe, op.cit., p. 168.).

6

Other citation systems to be consulted as well, in: „Reguli privind redactarea textelor” (pdf document),
Universitatea Națională de Muzică București, http://www.unmb.ro/cercetare/scoala-doctorala/reglementaride-redactare/. Consistency in employing just one of the systems is compulsory.
7
Cf. Magdalena Vulpe, Ghidul cercetătorului umanist. Introducere în cercetarea și redactarea științifică, Clusium,
2002, p. 146 (where different notation methods are mentioned).
8
Ibidem, p. 148.

9

- ed. cit. (“cited edition” – to be written with normal fonts), which replaces the
Publishing House, the place of publication and the year, when the volume has
already been cited, but not within the previous footnote, and the author is listed
with more than one volume in the bibliographical notes (e.g.: Magdalena Vulpe,
Ghidul cercetătorului umanist. Introducere în cercetarea și redactarea științifică,
ed.cit., p. 168.).
- cf. (“confer”, “compare”, “confront with”), refers to a “work (or to a reference in
one’s own work) where a similar view has been taken (not an identical one!) or,
on the contrary, different from the one taken from the publication the reference
belongs to.”9 The abbreviation is often mistaken for the indication “according to”.

1.6.6. Quotations
Short quotations are to be placed in inverted commas. ( „...”, according to the way
this is done in Romania, and not “...”), and at the end of these quotations there is a
reference to the specific footnote. The quote within the quote (i.e. a quotation cited
elsewhere which contains, in its turn, a quotation, in order to render the latter,
employs angle quotes «...» or simple inverted commas ‘…’10).
Vast quotations (“paragraph-quotations”) are to be distinguished from the main text
(in a distinct paragraph, with visible indentation left-right, single line spacing) and are
not to be rendered in between inverted commas.
The quotations may be inserted in the original language, with the related translation
in a footnote (in the case of literary works or when the aim is to capture the author’s
precise view on the matter, with “all its linguistic nuances”), or on the contrary, with
the translation cited and included in the text, and the original in the footnote (when
the aim is only to extract a particular piece of information, or some specific historical
or statistical data).11

1.6.7. Bibliography
- is to be rendered in alphabetical order;
- may be structured in different categories: (1) dictionaries and lexicons, (2)
reference, (3) articles, (4) titles taken from the Internet;
- to be written in style normal (font size 12), but single line spacing, with spacing after
= 6 pct. (from Paragraph);

9

Ibidem, p. 156.
Single Opening Quote / Single Closing Quote (from the menu: Symbol - Special Characters).
11
cf. Umberto Eco, op.cit., p. 171.
10
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- it encompasses: Author’s First and Last Name (separated by a comma), in view of
alphabetical ordering, followed by the complete information rendered in the
footnotes, except for the page number.

1.6.8. Page numbering
- to be placed in the upper part of the page, outside.

1.6.9. Inserting images
The images have to be proportionate in relation to the written text and to the print
layout.
Images are to be scanned at a minimum of 300 dpi. They have to be elaborated by
means of an editing software (cutting, rotating to be in line with the text, light and
contrast adjustment, erasing of unwanted graphical elements, etc.).
One has to pay close attention to the use of images protected by copyright.

1.6.10. Desktop publishing of musical examples
In the case of scores, examples are to be adjusted differently, according to the size of
the example, so that the notes have similar dimensions. In the case of ampler
examples, the staves are cut so that they can be presented on different pages.
The examples do not have to go over the mirror margins. They can be centered.
(Alignment Centered), no indentation first line.
Scores can be scanned or made by means of desktop publishing computer software
(Score, Sibelius, Finale).

1.6.11. The hyphen and the em dash
The hyphen “-” is to be written attached to the letters that it unites; hence, it is
correct “Cluj-Napoca” and not “Cluj - Napoca”.
The em dash “–” (em dash), which is to be separated by spaces from the neighbouring
words, “marks a parenthesis within another parenthesis”.12

1.6.12. Tables
The text of the tables is to be written at single line spacing, left indentation.

12

Ibidem, p. 169.
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One should avoid the break of a row over several pages by unticking Allow row to
break across pages from the menu: Table Tools (to be activated by placing the cursor
inside the table) - Layout - Table properties - Row.
In order to preserve automatically the header on each page highlight the header and
tick the indication Repeat as header row at the top of each page from the same menu
[shortcut: Table Tools - Layout - Repeat Header Rows].
The dimensions of the table will be set by activating the menu: Table Tools - Layout AutoFit - AutoFit Contents and AutoFit Window.
The information from the tables may be filtered by highlighting the entire table and
following the menu: Table Tools - Layout - Sort.

1.6.13. Cross-reference
When one wishes to refer to a particular section of our work, by specifying the page
number (which is to be updated), we include a Bookmark in the desired section, in
unprintable fonts, from the Insert menu), we place the cursor on the specific section
in order to insert the page number of the bookmark and we follow the menu: Insert
- Cross reference.

1.6.14. Name Index (automatic)
The way to mark names: References - Mark Entry - Mark Index Entry. After marking the
names the Name Index is to be inserted in the established section: References - Insert
Index.
The Name Index is very useful in the books in which we want to identify all the
references regarding a particular author. The Mark Entry is to be made once for a
name and only following the completion of the text. The names introduced following
the marking will not be found in the Index.

1.6.15. Headings
Headings are pre-defined (but inappropriate for desktop publishing of scientific
works). Consequently, they have to be altered.
Access: Styles displayed in the Toolbar.
In order to alter them, click on the Heading, go in the Modify menu… and set your
preferences (especially for: Font, Paragraph, Language).
Note:
- for the Headings, the font used for the Normal style is to be set, but
proportionally bigger;

12

- in order to distance the titles from the text without inserting a line and to “link”
the title to the following text (thus, one may avoid that the title remains at the
bottom of a page and the text goes on the next page):
- spacing is set by spacing before / after (Paragraph - Indents and Spacing);
- the titles are “linked” to the text by setting “Keep lines together” and “Keep with
next”(Paragraph - Line and Page Breaks); no spacing between the titles and the text
(enter)!
Headings are used for titles and they are compulsory in order to be able to set the
automatic table of contents.

1.6.16. Automatic table of contents
The automatic table of contents can be set after the titles and the subtitles have been
formatted as Heading. For practical reasons, the table of contents is placed at the
beginning of scientific works, thus accomplishing the role of “work hypothesis” that
is useful in “defining the ambiance of the thesis”.13
Access: References - Table of Contents. One has to modify the number in the Show
levels box according to the number of headings that have been used.
One updates the information from the table of contents by pressing the F9 key,
activated after the cursor has been placed in the field of the table of contents.

2. PRESENTATION OF THE WORK
The presentation of the work is to be accompanied by audio-visual support (Power Point).
The Slides have to:
- be clear, sober and legible;
- comprise the information in a condensed form, accurately presented;
- comprise charts, images, tables, examples of scores;
- include audio and video examples;
- be deprived of useless animation.
Note: the information is NOT to be read from the slides. The oral explanations have to
comprise clarifying details and pieces of information that have not been included in the
presentation.

13

Umberto Eco, op.cit., p. 119.
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Piece of advice: Use a wireless presenter (laptop accessory) in order to go from one slide to
the other and to have a smooth presentation.

3. ABOUT PUBLIC SPEAKING
3.1. Motivation
Public speaking is:
- need to communicate
- professional requirement
- transversal competence
The aspects that cause difficulties when communicating are:
- lack of reading
- electronic communication
- the absence of this feature from the curriculum

3.2. Historical background
Rhetoric = the art of persuasion
Polymnia = the muse of rhetoric
The Ancient Period:
Aristotle (384-322 BC)
Cicero (106-43 BC)
Quintilian (35-100 AD): rhetoric = bene dicendi scientia
The Middle Ages:
Septem artes liberales:
Trivium: grammar, rhetoric, dialectic (artes dicendi)
Quadrivium: arithmetic, geometry, music, astronomy
th
18 century:
César Chesneau Dumarsais (1676-1756) – Des tropes (1730)
th
19 century:
Victor Hugo (1802-1885), in the collection of poetry Les Contemplations, published in
1856: “Guerre à la rhétorique et paix à la syntaxe!”

The parts of rhetoric:
Inventio
Dispositio
- exordium (introduction)
- narratio (presenting the facts)
- divisio/propositio
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- confirmatio
- confutatio (dealing with counter-arguments)
- peroratio
Elocutio (expression: style and figures of speech)
Memoria (the art of memory)
Actio (performing / recitation of the speech)

3.3. Types of Speech14

The speech that informs
The speech that persuades
The speech that triggers emotions
The speech that amuses
The speech that pleas for action
The speech that makes people think

3.4. Preparing and giving the speech
3.4.1. The parts of a speech
- beginning;
- climax;
- closing.

3.4.2. The means of the presentation
- do we read or do we speak without using a script?
- do we use a microphone?

14

Cf. http://remacle.org/bloodwolf/orateurs/herrenius4.htm.; https://fr.wikipedia.org/wiki/rh%c3%a9torique; JeanPierre van Elslande, Méthodes et problèmes, La mise en scène du discours, 2003, Dpt. de Français moderne –
Université de Neuchâtel, http://www.unige.ch/lettres/framo/enseignements/methodes/rhetorique/.
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3.4.3. Anxiety
Radu Gabriel: “The human brain starts working when we are born and it stops when we
stand up to speak in front of an audience!“.15
Dale Carnegie: Anyone can give a speech: knock somebody down and what a “speech”
they will give you afterwards…”.16

3.4.4. Ideas
Do not “sell” others’ ideas as if they were your own;
The “Power you have in store”: gather more than you are going to employ.

3.4.5. Memory
Mnemonic techniques
i. Interest, motivation, involvement
ii. The chunking method (according to a particular criterion)
iii. Essentializing
- the summary
iv. Association
- musicalisation of phone numbers – transposed into melodic sequences
v. Imagining
vi. The method of localization (topographic)
- Plato and the Masons of the Scottish rite
- Mind Maps – a chart that visualizes and organizes information along with
symbols and codes, colors and a centrifugal display of information)
vii. Involvement of the sensory systems
- writing the information (kinesthetic effort)
- visualization (colors)
- olfactory memory
- auditory memory
viii. The hierarchy of the ideas

3.4.6. Technology
- do not let technology replace the human being
- black out…
- write with diacritics!

15
16

Radu Gabriel, Curs public speaking, http://www.traininguri.ro/curs-public-speaking/.
Carnegie, Dale, Cum să vorbim în public, București, Curtea veche Publishing, 2000, p. 93.
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George Pruteanu: “Did you know that there are two Romanian languages, Romanian
language number one and Romanian language number two? Didn’t you? Well, I will tell
you. There is the Romanian language written normally, using diacritics, and the
Romanian language written sloppily, without the use of diacritics. The latter, without
diacritics, is like a giraffe with the legs of a louse. It resembles a mix of Italian, Esperanto
and lisping and hissing Romanian.”17

3.4.7. Language
- the idea is prior to the word!
- the flawless manner of expression;
- oral style vs. written style;
- communicating with the public – questions, dialogues, problematization, case study;
- pronunciation: diction and intonation of the talk (intensity, height, rhythm, rhetoric
pauses, stressing the important words);
- the quotation:
Michel de Montaigne (1533-1592): “I quote others only to express myself better”.

- cliches and verbal tics (expressions devoid of content):
- “so”, “you know?”, “great”, “something like…”, “and last but not least…”, “…and
not only”, “as I said…”, “really?” …
- “at the turn of the year”, “Haydn, father of the symphony”, “Beethoven, the titan
from Bonn”, “Eminescu, the nonpareil poet…”.
Radu Paraschivescu: “the easiest thing that can be noticed in regard to verbal tics relates
to their complete lack of content. Unlike the cliché, which may be present in writing as
well, the verbal tic is, as the name points out, proper to the act of expressing ourselves
by spoken language”18

- redundancies:
- “it will last forever and ever”, “illegal bootleg”, “mass-media means”, “they
brought their contribution”, “plans for the future”, “but still”, “airborne flights”,
“future perspectives”, “future forecast”, “they obstinately persist in”;
Radu Paraschivescu: “On his death bed, Fănuș Neagu apparently told a reporter who
had come to take one last interview: «I am sick, I have neoplasm. Pay attention not to
write pleonasm» (). Pleonasm “lasts for ever and ever” in “the mass-media means”.19

3.4.8. Attitude
- respect owed to the audience;
17

George Pruteanu, the „Doar o vorbă ’s-ăți’ mai spun” TV show, 2006, http://www.pruteanu.ro
/4doarovorba/emis-s-015-diacritice.htm
18
Radu Paraschivescu, emisiunea Digi TV „Pastila de limbă”.
19
Ibidem.
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- credibility;
- preparing for unexpected things;
- body language (the art of the actor);
- the look;
- clothing.

3.4.9. Humour
- we are not comedians!!!
George Bernard Shaw: “Woman is not inferior to man, superior not even, as for being
his equal, not a chance!”20
Alan Alda: “the difference between comedy and tragedy consists in the fact that in
comedy everybody gets what they want, while in tragedy everybody gets what they
deserve!”21

3.4.10. Important things
- essential in a speech:
…who talks, what they talk about, why they talk, where they talk, how they talk,
whom they talk to;
- to know when to stop.

3.4.11. Things to avoid
- do not put yourself in a bad light or in a position of inferiority
(“sorry”, “I forgot to …”, “I am not a good public speaker”, “I am anxious”);
- the traditional “aaa” pauses;
- mispronunciation of the names from other languages;
- the mix of Romanian and English (“to apply” = to put something into practice, to put
one thing on or above the other to fix them; “pathetic” = pitiful?; “hazard” =
danger?);
Radu Paraschivescu.: “«The mix of Romanian and English, Romenglish» has a specific
tenacity of infiltrating itself that makes it ever more present in our lexical repertoire. It
manifests itself, as I have previously said, at two levels: the fiddler-like translation of
certain terms, as well as the loan translation of certain expressions. In both cases, the
consequence is a language where one could sense the smell of forgery.”22

- gaffes (faux pas);
- do not read from the script;
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http://www.citatepedia.ro/index.php?id=169077.
Stephen Boyd (Northern Kentucky University), Use Quotes To Strengthen A Speech,http://www.speakingtips.com/Articles/Use-Quotes-To-Strengthen-A-Speech.aspx.
22
Ibidem.
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- do not try to say everything you know.

3.4.12. Great public speakers
George Călinescu (1899-1965)
Călinescu was performing his own role.
G. Pruteanu: “He would perform with great charm his courses and conferences.“23

Nicolae Iorga (1871-1940)
Mircea Eliade (1907-1986)
Martin Luther King Jr. (1929-1968)

4. COPYRIGHT AND PLAGIARISM
The notion of plagiarism includes not only the appropriation of the text, but also of the
author’s ideas. Plagiarism is considered a felony, as well as the translations from another
language without mentioning the source.
Knowing and complying with current and regulated Copyright provisions is compulsory for
every author of scientific works. Șerban C. Andronescu clearly defines plagiarism as “the
fault of the one who appropriates the work of an author without making it visible that he
/she did so and presenting it as if it were his / her own.”24 It is intellectual, literary, artistic
or scientific theft. The author provides further details: “even a phrase, an aphorism or a
witty word may be considered plagiarism [...]. The best way to avoid plagiarism is to
indicate the complete source of inspiration (author and work) in brackets or in a footnote.”
“General knowledge is not considered plagiarism”, such as “date of birth or death of a
celebrity [...], the summary of a novel, the list with the works of an author”, or the “adages
that have penetrated common language”, such as the saying “the dice are cast”, which can
be uttered without having to mention that it was stated by Cesar.25

23

George Pruteanu, Feldeința călinesciană, „Saitul George Pruteanu”, http://www.pruteanu.ro/
202eseuri/feldeinta-TOT.htm.
24
Şerban C. Andronescu, Tehnica scrierii academice, București, Editura Fundației „România de mâine”, 1977,
p. 27.
25
Ibidem.
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5. TUTORIAL 26
5.1. Page and Text Setup

26

In the current chapter we offer suggestions regarding desktop publishing; these suggestions have been
checked in practice and they do not represent the only possible solutions.

20
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5.2. Keyboard and Language Setup
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5.3. Employing Styles - Font and Paragraph Setup
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5.5. Page Number and Header:
Page Number:

24

Header:
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5.6. Creating the automatic table of contents
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5.7. Bookmark and Cross-reference

27
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5.8. Employing tables
We shall mention only a few of the aspects that are usually disregarded when employing
tables:
- the information comprised in the tables is to be rendered by single spacing, left
indentation; if not, tables may lose their synoptic feature, and the text may have
disturbing spacing:

29
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5.9. Name Index
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5.10. Other small secrets
5.10.1. The hyphen and the space that do not separate the words
When one doesn’t want for a compound word, bonded by hyphen, to be separated
from the following lines, the hyphen is inserted by pressing: Ctrl+Shift+hyphen. If it’s
about the first and last name of an author, press: Ctrl+Shift+space.

5.10.2. Using parenthesis
Parentheses may be:
- round brackets „(...)”, which may be used in the text or for the running numbers
of the examples, so that they are not to be mistaken for the numbering of the
chapters or subchapters;
- square brackets „[...]” “mark any intervention of the author in a text that doesn’t
belong to him/her”;27
- horizontal „– ... –”28 (em dash), which separate themselves through spaces from
the neighboring words, “mark a parenthesis within another parenthesis”.29 This

27

Magdalena Vulpe, op.cit., p. 168.
Not to be mistaken with the hyphen!
29
Magdalena Vulpe, op.cit., p. 169.
28
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graphic mark can be inserted in Word documents by pressing: Ctrl+- from the
numeric keypad.

5.10.3. Saving a document in a .pdf format
The final text in Word format, with the extension doc., may be saved as a pdf.
(Portable Document Format): File, Save As, Save as type: PDF.
Advantages: the document may be printed from other PCs, without the risk of
altering the settings.
For older Word versions, software like Cute PDF Writer may be used. Press: File Print... and select the specific software instead of the name of the installed printer.

33

6. INSTEAD OF A CLOSING
In debt with Umberto Eco, the author of a book which should be on the compulsory reading
list of every student (How to Write a Thesis), we shall conclude with two observations,
proper for the closure of our labyrinthical route:
“A thesis is like a game: one has all the pieces, the point is to put them all together.”
“A good thesis is a product of which nothing it to be thrown away”.30
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