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1 Layout, fonts, title, composition, size, etc

1.1 Layout/Technical description

How you layout in terms of designing the paper in your various proofs variants doesn’t matter. Some things, however, are important to consider before the thesis is submitted in final form. The following is therefore instructions on which layout you should use.

Remember!

• Always make backup copies of your essay! If you have only a single copy of your work on a single USB flash drive and the memory is infected by viruses or become corrupt, all the work you have put into the thesis will be destroyed.

• If you use multiple computers and word processors you should always save a copy of your document in so-called RTF (Rich Text Format). It is a format that most computers can be reformatted in most word processing programs for the final version of your essay.

• Do not spend too much time and effort on the layout at the beginning. E.g. do not make any hyphens until the final version of your essay. As the documents are formatted differently depending on the printer connected to your computer, you can run into the hyphens to pop up "here and there" in the text.

1.2 Fonts

Use the following fonts and sizes to achieve a nice, neat and legible result. The fonts, Arial or Times New Roman, are usually found in most word processing programs. 

Use Arial for headings and Times New Roman for body text.

Chapter Heading (Arial) 16 points marked in bold (Rubrik 1)
Sub-heading (Arial) 14 points marked in bold (Rubrik 2)
Level three (Arial) 12 points marked in bold (Rubrik 3)
Body text (Times New Roman) 12 points (Normal)
The line spacing in the final version must be set to easy (1) and body text should be justified. Do not forget a blank line after the headers and each new paragraph.

1.3 Illustrations

Black and white illustrations (e.g. graphs, tables, graphs, drawings) give the best results when printing. If you plan to print your essay, you should try to use as few color illustrations as possible. Remember to always recognize the source of illustrations (use correct references) and would it be copyrighted material, you must request permission to use the material in question!

1.4 Formats for the final version of the bachelor's and master's thesis

When your thesis have appeared on the final seminar and you get approval from the examiner to submit the final version, the thesis should be submitted with the special front and back with its serial number (thesis number assigned by the thesis coordinator), as noted in this template. The abstract-page is mandatory. Note that no illustrations is allowed on the cover. The following formats apply:

The pages of your essay should have the following margins: top and bottom margins 2.5 cm, left and right margins 2.5.

1.5 Table of contents

Use the built-in function for ToC as formatted in this template:
Level 1: Times new Roman 10 points, All capital, bold

Level 2: Times new Roman 10 points, All capital

Level 3: Times new Roman 10 points

University of Borås is a modern university in the city center. We give courses in business administration and informatics, library and information science, fashion and textiles, behavioral sciences and teacher education, engineering and health sciences.

In the School of Business and IT (HIT), we have focused on the students' future needs. Therefore we have created programs in which employability is a key word. Subject integration and contextualization are other important concepts. The department has a closeness, both between students and teachers as well as between industry and education.

Our courses in business administration give students the opportunity to learn more about different businesses and governments and how governance and organization of these activities take place. They may also learn about society development and organizations' adaptation to the outside world. They have the opportunity to improve their ability to analyze, develop and control activities, whether they want to engage in auditing, management or marketing. 
Among our IT courses, there's always something for those who want to design the future of IT-based communications, analyze the needs and demands on organizations' information to design their content structures, integrating IT and business development, developing their ability to analyze and design business processes or focus on programming and development of good use of IT in enterprises and organizations.

The research in the school is well recognized and oriented towards professionalism as well as design and development. The overall research profile is Business-IT-Services which combine knowledge and skills in informatics as well as in business administration. The research is profession-oriented, which is reflected in the research, in many cases conducted on action research-based grounds, with businesses and government organizations at local, national and international arenas. The research design and professional orientation is manifested also in InnovationLab, which is the department's and university's unit for research-supporting system development.
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