
Assignment Formatting Check List
                          (To be checked before sending the solution to us) 
                       (Use links to learn)


[bookmark: _GoBack]Your assignment solution should have features mentioned below 

(a) Cover Page. (http://www.youtube.com/watch?v=kVIzXCaeQug)
(b) Automatic table of Contents (http://www.youtube.com/watch?v=gExEfR7wQMs)
(c) Main body of the assignment 
(d) References (very important, at least 6 needed) (Harvard style***) (http://www.youtube.com/watch?v=LtI1A7ZLPEg)
(e) Border (http://www.youtube.com/watch?v=jte50aNVElc)
(f) Page number (http://www.youtube.com/watch?v=ogOt6in5TqA)
(g) Formatting: Times new roman, 12 font, double spacing (http://www.youtube.com/watch?v=4-Ellz-L5T0)
(h) File name: <your name>_EQT_<subject>.doc.  For eg: Pooja_EQT_Marketing.doc

***How to include Harvard style referencing 
 (6th edition), Harvard, MLA, Chicago etc.
If your word doc does not have some referencing / citation styles then here is how you can go about it 

1. Download "Doc8_styles.zip" file (Doc 8) and change the name to “Styles.zip”
2. Unzip it and copy content
3. Go here: 
Windows, Word 2007, 2010: %programfiles%\Microsoft Office\Office12\Bibliography\Style
Windows, Word 2013: C:\Users\XXXX\AppData\Roaming\Microsoft\Bibliography\Style
Windows, Word 2015, 16, 17: C:\Users\XXXX\AppData\Roaming\Microsoft\Bibliography\Style
Mac, Word 2008, 2011: /Applications/Microsoft Office 2008/Microsoft Word.app/Contents/Resources/Style/
Mac, Word 2015,16, 17: /Library/AppSupport/Microsoft/Office365/Citations/

To know your word version, check this link http://www.addintools.com/documents/word/where-about.html

4. Paste the copied content in this folder
5. Now open word doc, it will have all the necessary options under "references - Style" 

You can also watch this Youtube video to understand the process: 
For Mac : https://www.youtube.com/watch?v=dj4xoJzJRvo
For Windows : https://www.youtube.com/watch?v=2G4lzXhij2k
Extra link to learn about installing styles 
https://bibword.codeplex.com/releases/view/15852
