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Use the “Abstract” style for writing the abstract.
The “Abstract” style used in the present text has been specified to use line spacing 1. After each paragraph, there is a spacing of one line, which means that you need not add paragraph marks between paragraphs to add blank rows. The text is also aligned to both margins, and the entire document also naturally has text hyphenation.
On the abstract page, briefly describe in the past tense what you have carried out as your thesis (for tips, see the instructions on the next page for the abstract in English).
Observe that you should only attach the content text of your abstract (no identification data or keywords) in the abstract field of the Theseus online library.
Conclude the abstract by entering some key concepts, separated with a comma (use the YSA glossary for selecting the keywords: www.yso.fi/onki.ysa) as follows:
Keywords: concept1, concept2, concept3


The abstract should be no longer than 200 words (one page) and it should have three paragraphs. The first about the purpose and commissioner, the second about methods and material and the third about results and recommendations.
Use the passive voice. Write simple, short sentences.
Use the past tense to explain what your aims were and what you actually did.
Use the present tense when you tell the reader what your study discusses, contains, explains, recommends, etc.
Choose from the following if appropriate:
The purpose/objective of the study/research was to find out reasons why…/to create a process …/ to examine…/to develop…/to design…/to determine…/to study…
The work/study was commissioned by…
Data for this study were collected by…
This study was carried out at the airport by handing out a questionnaire to…
The information was gathered from literature, newspapers, the Internet and by interviewing.. 
This study was carried out in/at….
The data for this thesis were collected...
The results of the study show ...
The final result of this thesis was…
As a result of this project/thesis…
Based on the findings…
Contrary to expectations, the results indicated…
The recommendations made as a result of this study have been implemented…
In short,…
The results can be applied to …
Further study is required to…
Keywords: 


Table of contents
To create a table of contents, use the Word function References Table of Contents.
In the table of contents, Word will automatically include the document chapters which have the style Heading 1, Heading 2, etc. 
The settings of the table of contents must be edited manually: Highlight (select) all rows of the table of contents. Use the secondary button of the mouse to click the selection and select “Paragraph”. Set line spacing as 1. Select 0 pt as the spacing before and after the paragraph. In addition, select the font of all headings as 12 pt.
Always when you update the entire table of contents (not only the page numbers), the changes listed in the previous chapter must be made again.
Here is an example of an automatically created table of contents, formatted according to the instructions above. See the end of these instructions for a table of contents template.
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[bookmark: _Toc274248970][bookmark: _Toc284348705][bookmark: _Toc289107587][bookmark: _Toc289107623][bookmark: _Toc290973097][bookmark: _Toc274248972][bookmark: _Toc284348707][bookmark: _Toc289107589][bookmark: _Toc289107625][bookmark: _Toc301769846]1 This heading is in Heading 1 style
[bookmark: _Toc274248971][bookmark: _Toc284348706][bookmark: _Toc289107588][bookmark: _Toc289107624][bookmark: _Toc290973098]1.1 Body
Use the Normal style for the body text. The line spacing for this style is 1.5, and a spacing of one line is left at the end of paragraphs. Due to the spacing, you need not enter additional paragraph marks (i.e. press Enter) between the paragraphs. Use justified text and hyphenation. The font is Arial throughout the thesis.
[bookmark: _Toc290973099][bookmark: _Toc284348708]1.2 Headings
For headings, use the styles Heading 1, Heading 2 and Heading 3. A table of contents can be created automatically for chapters where the aforementioned heading styles are used. Heading 1 is size 14, headings 2 and 3 are size 12. Spacing before the heading is 24 pt and after the heading it is 12 pt.  In styles Heading 2 and Heading 3 the heading size is 12, the heading is in bold and spacing before and after the heading is 12 pt. Only capitalise the initial letter of the heading.
Do not number the heading or include it in the table of contents if the heading has only a small amount of text under it, or if the heading does not have a pair (e.g. there is 2.1 but no 2.2), or if the style is Heading 4. However, also enter Heading 4 (a guidance heading) in bold.
When using Word, do not press Enter at the end of each line, but only at the end of the chapter. When you write on this template using the Normal style, Word aligns the text in the chapter to both margins and also automatically hyphenates the document. According to the thesis instructions, a gap, spacing, is also automatically left between paragraphs.
When entering text, you should have the Word button Show paragraph marks active. The button has the ¶ symbol and it is located in the Start tab of the Ribbon.


[bookmark: _Toc289107590][bookmark: _Toc289107626][bookmark: _Toc290973100]2 Thesis structure and language
The elements of the thesis:
· cover (without a page number)
· abstract (page number 2 at the bottom centre of the page, as in these instructions)
· Table of contents: the content
· (a list of the terminology used in the thesis: Terminology or Concepts)
· Introduction (the first numbered chapter: 1 Introduction)
· the actual text: theory and reporting your thesis in several chapters
· final chapter (the last numbered chapter or two separate chapters, titled Summary or Discussion, or Summary and discussion)
· (a list of figures, if any: Figures)
· (a list of graphs, if any: Graphs)
· (a list of tables, if any: Tables)
· List of references: References.
Enclosures must be combined with the thesis in the same pdf-file and then saved to Theseus.
Use line spacing 1 for the cover, the abstract, the table of contents, terminology list, and the lists of figures, graphs, tables and references.   
The present tense is usually used in the introduction (“The objective of the thesis is to find out...”) “This thesis investigates...”). The introduction describes the background to the thesis (e.g. the current status and development needs), the objectives of the thesis, as well as the scope and methods (e.g. an interview, observations, measurement results, calculations). In the introduction, you may also describe what each main chapter deals with. Do not cover the results in the introduction.
Addressing the topic itself depends on the thesis. In a development thesis, you design a new operating model which is implemented and assessed. In a product development thesis, you outline, manufacture and test a product. In a design thesis, you describe the choices made (and justify them), the process flow and the results. In a project, you report the project stages, justify the choices made and describe the results and the feedback obtained. In a quantitative thesis, you report the data collection, analyse the data and present the results by means of tables and/or figures. In a qualitative thesis, you report the data collection, analyse the data and present the results verbally and possibly visually.
[bookmark: _Toc284348709][bookmark: _Toc289107591][bookmark: _Toc289107627][bookmark: _Toc301769848]The final chapter includes a summary and conclusions regarding the thesis, either as two separate chapters (e.g. Summary and Discussion) or under one heading (e.g. Summary and discussion). Use the past tense to briefly describe what you have done (“The thesis dealt with designing...”) “The present thesis has investigated...”) Use the present tense to describe and discuss the results. The introduction and the final chapter (or final chapters) should together give a clear overall view of what the thesis intended to achieve and what was ultimately achieved. You may analyse the results and propose ideas for further studies.
Use a standard, factual and grammatically correct style in writing your thesis. Usually, the text chapters comprise paragraphs formed by sentences. If lists are used, abide by this rule: If the list comprises full sentences, capitalise the initial letter of each sentence and end it with a full stop (as in the list on page 4). If the list elements are not full sentences, do not capitalise them or add a full stop at the end, but only add the full stop of the sentence at the end of the last element (as in the list on page 6). 
[bookmark: _Toc290973101][bookmark: _Toc284348710][bookmark: _Toc289107592][bookmark: _Toc289107628][bookmark: _Toc301769849]3 Figures, graphs and tables
Refer verbally in the text to figures, graphs and tables: “Figure 1 shows...” Another way is to enter a reference in brackets in the context, as in this sentence (Figure 1). You may number pictures and tables consecutively throughout the thesis (Figure 1, Figure 2... Figure 9) or according to the number of the main chapter (Figure 4.1, Figure 4.2., Figure 4.3). Be consistent with the method you select. 
Figures, graphs and tables begin at the tab point as the text, and you enter the number and heading below them as follows: 
Figure 1. The figure heading.
If the figure, graph or table has not been created by the thesis author, the source must also be mentioned at the end of the caption. At the end of the thesis, before the lists of references, include a list of the figures, graphs and tables as follows:
Figures
Figure 1. Figure heading, p. 8
Figure 2. Figure heading, p. 11
Formulas
The text preceding formulas must refer to the formula by its number. Number formulas consecutively and enter the number in brackets on the right-hand side of the formula:


[bookmark: _Toc290973102]4 Referring to sources, the list of references
The SFS 5342 standard allows for three ways to enter references. They include the Harvard system (i.e. the name/year system), the number reference system, and the footnote system. If the text has no reference to the source, the person reading it assumes that the text is by the author, or common knowledge in the field. 
If the text contains references to several sources, enter the sources in the same brackets in the order of publishing year, from the oldest to the most recent, and separate them using a semi-colon:: (Virtanen 2010; Korhonen 2011) [i.e. the Harvard system] or (1; 2) [i.e. the number reference system]. When you summarise a specific page in the source, also mention the pages: (Virtanen, pp. 25–26) or (1, pp. 25–26).
If you use a secondary source, you can refer to the source as follows, for example: Koivula (1980) deems the development of adult education necessary (Naukkari 1982, 71) [the Harvard system] or (3, p. 71) [= the number reference system]. In the list of references, you mention the source which was available to you, that is to say, in the example above, in the list of references in his or her thesis, the author would include a reference to the publication by Naukkari.
Avoid direct citations, unless it is from a legal act or decree, for example. Indicate direct citations by italicising the text and changing the line spacing to 1. 
The reference must indicate how much of the text is based on the sources. If the reference applies to one sentence, place the source reference in the sentence before the full stop concluding the sentence, as is the case here: (Virtanen 2010) or (1). However, if the full factual content of a paragraph is summarised from a source, enter the source reference in brackets at the end of the paragraph, after the full stop concluding the paragraph, and the source reference ends with a full stop of its own, as is the case here: (Virtanen 2010.) (1.) 
If an entire chapter is based on summarising a specific source, you may refer to it verbally at the beginning of the section: 
Fire technology is one of the essential technical requirements set for the building. Construction activities adhere to the regulations and guidelines set out in section E1 of the Building regulations. (3.) [After this, the building’s fire technical aspects based on the Building regulations are discussed. The list of references must have the details of the source, either at number 3 or at “E1” in alphabetical order, according to the reference system used.]
Name/year references (the Harvard system)
The source reference includes the author’s last name, the source’s year of publication, and, when necessary, the page numbers (Virtanen 2010, p. 21).
If there are two authors, enter both in the reference (Virtanen & Lahtinen 2011).
If there are more than two authors, enter the last name of the first, and you may replace the rest with “et al.” (Virtanen et al. 2011).  
If you refer to sources by the same author, published in the same year, use lower case letters to distinguish the references (Virtanen 2010a).
Number references
If you use the number reference system, number the references consecutively in the order of appearance in the text, like this (1). You may also indicate the page numbers (1, pp. 56–58). 
You may also enter the name of the author and the year of publication in the actual text in conjunction with a number reference: According to Virtanen (2, p. 110),---
Footnotes
The footnote system is commonly used for legal theses according to the established procedure in the field. Consult your instructor.
List of references
In the list of references, only enter sources you refer to in the thesis: all sources included in the list of references must be referred to in the text. If the sources are entered in the text according to the name/year system, create the list of references in alphabetical order: by the last name of the author, or, if the author has not been mentioned, by the name of the source (the name of a book, article, PDF file, legal act, standard) or the name of a company or a website. Examples of sources:
Polytechnics Act, 9 May 2003/351.

E1 Construction regulations of Finland. Fire safety of buildings. Regulations and guidelines 2002. A decree by the Ministry of the Environment concerning the fire safety of buildings.  http://www.finlex.fi/data/normit/10530-37-3762-4.pdf 
Accessed on 29 January 2011

Järvinen, J. & Lahtinen, L. 2009. Title of article. In Virtanen, B. (ed.) Name of compilation. Helsinki: Tammi.

Korhonen, A. 2011. Title of article. Name of journal 5, pp. 38–42.

Laine, M. 2011. Name of publication. Publications of Helsinki School of Economics B-96. Helsinki.

Mäkinen, K. 2010. Title of thesis. Saimaa University of Applied Sciences. Degree Programme in Construction Engineering. Master’s Thesis.

Möttönen, M. 2011. Name of study module. Lecture notes. Saimaa University of Applied Sciences. Unit of Health and Social Services.

Outotec 2010. Financial reports. 
http://www.outotec.com/pages/Page____36070.aspx?epslanguage=FI
Accessed on 2 December 2010

Virtanen, P. 2010. Name of book. Porvoo: WSOY.

If the sources are entered in the text according to the number reference system or the footnote reference system, enter them in the list of references in the order of appearance, starting from 1. Examples of sources:
1. Virtanen, P. 2010. Name of book. Porvoo: WSOY.
2. Korhonen, A. 2011. Title of article. Name of journal 5, pp. 38–42.
3. E1 Construction regulations of Finland. Fire safety of buildings. Regulations and guidelines 2002. A decree by the Ministry of the Environment concerning the fire safety of buildings.  http://www.finlex.fi/data/normit/10530-37-3762-4.pdf Accessed on 29 January 2011
4. Outotec 2010. Financial reports. 
http://www.outotec.com/pages/Page____36070.aspx?epslanguage=FI
Accessed on 2 December 2010
5. Mäkinen, K. 2010. Title of thesis. Master’s Thesis. Saimaa University of Applied Sciences. Degree Programme in Construction Engineering.
6. Laine, M. 2011. Name of publication. Publications of Helsinki School of Economics B-96. Helsinki.
7. Järvinen, J. & Lahtinen, L. 2009. Title of article. In Virtanen, B. (ed.) Name of compilation. Helsinki: Tammi.
8. Polytechnics Act, 9 May 2003/351.
9. Möttönen, M. 2011. Name of study module. Lecture notes. Saimaa University of Applied Sciences. Unit of Health and Social Services.
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This is an example of the layout of a table of contents. Your table of contents may have more or fewer chapters and sub-chapters. Of course, do not mention elements not included in your thesis (e.g. concepts, figures, graphs, tables, appendices). 
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