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INTRODUCTION

In this guide, you are about to find the instructions to
prepare and to submit your thesis or dissertation (T&D) 
accordingly to the style adopted by INPE.

There are as well links to other manuals and FAQs which
may help you in the use of the templates.  
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INTRODUCTION
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Here you’ll find:

• The T&D reviewing steps since your proposal up to the
publishing;

• How to perform a literature review;

• ABNT format styles;

• The two possible structures options to present your T&D 
(long format or article-based).           

Use the following menu to consult this guide

and the bottons to navigate between pages
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Main Menu

Module 1Why publish? Module 2 TD reviewing process Module 3Overall informations

Module 4 Structuring your thesis Module 5 Norms and styles Module 6How to publish?

Documentation

Module 1

Why publish?

Module 2

T&D reviewing
process

Module 3 

Overall 
informations

Module 4 

Structuring your 
thesis

Module 5 

Norms and styles

Module 6

How to publish?

Documentation
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MODULE 1: WHY PUBLISH?

To record, preserve, and share the new knowledge.

To wide its visibility and reachability. INPE follows to Open Archives Initiative Protocol for Metadata Harvesting which makes the work available at the Biblioteca Digital de Teses e Dissertações  (BDTD) where all the thesis and dissertations produced in Brazil are registered.

To wide its visibility and reachability. INPE follows to
Open Archives Initiative Protocol for Metadata
Harvesting which makes the work available at the
Biblioteca Digital de Teses e Dissertações  (BDTD)
where all the thesis and dissertations produced in 
Brazil are registered.
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MODULE 1: WHY PUBLISH?

Your T&D must be registered and made available
at the INPE Digital Library (RE/DIR-204 de 2007).
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Phase 0: After the defense of the Thesis proposal

Phase1: After the Thesis defense

How to submit to INPE digital library?

Phase 2: Proofreading: Thesis structure and format review

Phase 3: Final documentation

Phase 4: Publishing

Phase 5: Final steps

HOME MENU

Phase 0: After the defense of the Thesis

proposal

Phase1: After the Thesis defense

• How to submit to INPE digital library? 

Phase 2: Proofreading: Thesis structure and 
format review

Phase 3: Final documentation

Phase 4: Publishing

Phase 5: Final steps

HOME MENU 

MODULE 2: T&D 
REVIEWING 
PROCESS
MENU

Play with solid fill



MODULE 2 – T&D REVIEWING PROCESS
Phase 0: After the defense of the Thesis
proposal
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The library will send you an e-mail with “how to” 
instructions to:

• How to standardize T&D using INPE style;

• Write the references in ABNT style;

• Donwload the Word and LaTeX template;

• Write your thesis in the article-based format.
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MODULE 2 – T&D REVIEWING PROCESS
Phase 1: After the Thesis defense
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You’ll receive an e-mail with instructions to submit your thesis to
the Library following these steps:

•Fill the submition form;

•Upload the Thesis file;

•Transfer the uptdate permission to the Library.

The Library:

•Will perform the 1ª review and send back to you for any necessary
correction.

•Your dedline to resubmit the Thesis with all the request corrections is up
to 10 days before the 60 definied by the SEPGR.
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How to submit?
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• Access: www.inpe.br/biblioteca  

• In the Menu, select: Editoração     Submissão de Publicações      
Formulário
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How to submit?
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Fill the form;

Mandatory fields have an asterisk (*)
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Important: 

Keep in mind your 
password in order to use it 
on further steps;

The submission form must 
be filled only once and 
you’ll need to search for 
this very form to resubmit 
your thesis.

MENU MODULE 2

MENU MODULE 2



Permission 
transference: select 
the option 
BIBLIOTECA

Upload your file.

Type your INPE e-
mail: 
xxxx.yyyyy@inpe.br

Create a password.

Accept the terms.

Click on Salvar Sair 
to  end the process.
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How to submit?

• In order to resubmit 

your thesis, access: 

http://bibdigital.sid.inpe.

br 

• Type the expression: 

au your name and ref 

thesis

• Press enter.

• When you found your 

record, click on atualizar.
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MODULE 2 – T&D REVIEWING PROCESS
Phase 2: Proofreading: Thesis structure and format
review
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10 days before the
deadline stipulated

by SEPGR:

You must resubmit your
revised thesis (with Library + 

examination board 
comments) to the INPE 

digital library

The Library will send you a 
warming by e-mail if the 10 
days pass and you haven’t

resubmit yet.

If there is any more 
editing required

The Library will send
the document back to

you to resubmitted
within 5 days before
the SEPGR deadline.

If the review is
complete:

We go to the

Phase 3
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MODULE 2 – T&D REVIEWING PROCESS
Phase 3: Final Documentation
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Termo de Depósito (publishing permission)

Termo de Depósito

Your Thesis is now ready
to be published. If you
have written it using:

LaTeX: We’ll consider the
last PDF you sent us

Word: We’ll send the word 
document back to you in 

order to generate the PDF 
and sent it back to us.

Also, you’ll need to
send us:

Termo de Depósito 
(publishing
permission)

Adviser’s statement
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MODULE2 – T&D REVIEWING PROCESS
Phase 4: Publishing

INPE Library - pubtc@inpe.br 17

Library

• The Library will solicit the signature of the library reviwer, 
the adviser, and the head of the Coordenação de Ensino, 
Pesquisa e Extensão (COEPE);

• The Library will elaborate:

• Thesis Cover,

• Catalographic card,

• Approval sheet, and

• PDF bookmarks.
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MODULE 2 – T&D REVIEWING PROCESS
Phase 5: Final Steps

INPE Library - pubtc@inpe.br 18

When the Phase 4 is done:

• The Library will review the digital library metadata
and double-check the final PDF.

• With all the above steps performed, we will confirm
the publication of the thesis by e-mail with its access
link.
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MODULE 3 –
OVERALL 
INFORMATIONS
MENU

Main Questions

TD Access

Format  style supplementary materials

Other documents you can publish

Research sources

ABNT style

MAIN MENU

Main Questions
T&D Access

Format & style supplementary
materials

Other documents you can publish
Research sources

ABNT style
MAIN MENU
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MODULE 3 – OVERALL INFORMATIONS
MAIN QUESTIONS

See FAQ about TD process review

TD

process review

pubtc@inpe.br

See FAQ about T&D 
process review

If your question is not
contemplate in the FAQ, 

please contact
pubtc@inpe.br
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MODULE 3 – OVERALL INFORMATIONS
T&D ACCESS: 
All the research produced by INPE has open access.

Confidential

• If your thesis generate a patent: Brazilian information-
access law (Law 12.527/2011).

Restrict

• If your thesis has industrial copyrights or generates a 
comercial computer software.
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Exception: 
Restricted access

Play with solid fill

Play with solid fill

MENU MODULE 3

MENU MODULE 3



MODULE 3 – OVERALL INFORMATIONS
FORMAT STYLES SUPPLEMENTARY MATERIALS
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http://urlib.net/rep/8JMKD3MGP8W/PGU542

http://urlib.net/rep/8J

MKD3MGP8W/PGU542

http://urlib.net/ibi/8JMKD3MGP3W34P/48DDA2S

http://urlib.net/ibi/8JMKD3M
GP3W34P/48DDA2S

http://urlib.net/ibi/8JMKD3MGP3W34P/45AUQAP

http://urlib.net/ibi/8JMKD3M
GP3W34P/45AUQAP
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MODULE 3 – OVERALL INFORMATIONS
Other documents you can publish in the INPE digital library

• You can publish other documents in the INPE digital 

library:
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Books Reports Technical
notes

Didactic
materials

E-prints Research
database

Obs: In order to use 
INPE’s digital 
repositories, you are one
of your co-authors must 
have any affiliation with
the Institute (temporary
or permanent)

More informations, 
access:
http://urlib.net/ibi/8JMK
D3MGP3W34P/45C27HP
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MODULE 3 – OVERALL INFORMAITONS
THESIS AND DISSERTATIONS
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A researcher must show a deep knowledge about 
his/her research theme. To do so, his/her needs to 
perform a comprehensive literature review.

Steps for a good literature review:

• Narrow your research question;

• select your keywords;

• search deep on peer-reviewed literature databases;

• select the pertinent literature;

• manage all the informations and citations collected.

Play with solid fill

Play with solid fill

MENU MODULE 3

MENU MODULE 3



MODULE 3 – OVERALL INFORMATIONS
RESEARH SOURCES

INPE Library - pubtc@inpe.br 25

Links on images
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MODULE 3 – OVERALL INFORMATIONS
PORTAL CAPES
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How to remotely access Portal CAPES (Rede CAFe)

How to remotely access

Portal CAPES (Rede CAFe

Research on databases

Research on databases

Database use online training

Database use online training

Training calendar

Training calendar

How to remotely access
Portal CAPES (Rede CAFe)

Research on databases

Database use online training

Training calendar
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MODULE 3 – OVERALL INFORMATIONS
ABNT STYLES
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As a general rule, institutions worldwide adopt
a T&D format style (e.g., APA, Chicago, MLA). 
With few exceptions, Brazilian research
institution follow ABNT style (Brazilian
Association of Technical Standards).

When a text has all of its elements
standardized (e.g., tables, figures, captions, 
citations, references), it improves it reading.
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MODULE 3 – OVERALL INFORMATIONS
ABNT STYLES FOR

INPE Library - pubtc@inpe.br 28

6023 – References

6024 – Progressive numbering of document

6027 – Contents

6028 – Abstract 

10520 – Citations

14724 – Academic document structure
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Basic elements

Front matter

Text body

Alternative format (Article-based format)

Back matter

MAIN MENU

Basic elements
Front matter

Text body
Alternative format (Article-based

format)
Back matter

MAIN MENU
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MODULE 4 –
STRUCTURING 
YOUR THESIS
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MODULE 4 – STRUCTURING YOUR THESIS
BASIC ELEMENTS
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MODULE 4 – STRUCTURING YOUR THESIS
T&D PAGINATION
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MODULE 4 – STRUCTURING YOUR THESIS 
FRONT MATTER

Cover

Back Cover

Title page

Index card

Approval term

Dedicatory

Acknowledgements
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Epigraph

Abstract

Resumo (abstract in portuguese)

List of Figures

List of Tables

List of Abbreviations

Contents
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MODULE 4 – STRUCTURING YOUR THESIS
FRONT MATTER

Thesis elements made by the INPE library for the final 
document:

• Cover ;

• Back cover;

• Title page;

• Index card;

• Approval page (provided by SEPGR).
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FRONT MATTER
ACKNOWLEDGEMENTS

Personal acknowledgementsOptional:

For funding agenciesMandatory

It’s always nice to thank people for their
help and support

But
remember

INPE Library - pubtc@inpe.br 
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FRONT MATTER
ABSTRACT AND RESUMO

Structure your text in only one paragraph (single 
spacing).

If you’re writing your thesis in English, put the
Abstract before the Resumo. Do otherwise if
writing in Portuguese.
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FRONT MATTER
ABSTRACT AND RESUMO
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MODULE 4 – STRUCTURING YOUR THESIS
TEXT BODY
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TEXT BODY 
INTRODUCTION

It contextualizes your research problem

from a broadened to a specific

perspective where the research

objectives and hypotheses are presented.
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TEXT BODY
LITERATURE REVIEW

Critical analysis of the available knowledge about

the research theme. It discusses theoretical

and/or practical limitations and methodologies, 

pointing to new research perspectives.
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TEXT BODY
MATERIALS AND METHODS

How, when, and where was
made the research

Inclusive and 
exclusive criterials

State them clearly
and objectivey to

allows their
reproducibility

Sampling
procedures
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TEXT BODY
RESULTS

Describe your findings
concisely and objectively

Make use the tables and 
charts wisely to better

expose your results
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TEXT BODY
DISCUSSION

Answer your proposed questions orderly

Reestate your main findings and discuss
them based on current and/or classical
studies

Present future research directions

INPE Library - pubtc@inpe.br 42
Play with solid fill

Play with solid fill

MENU MODULE 4

MENU MODULE 4



TEXT BODY
CONCLUSION

Extract the meaning from your
results in face of the discussion
you have made in order to
refute or corroborate your
hypotheses, or to conclude
about your set goals.
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Attention:

Remind to reader about
your hypothesis and/or
goals
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1. Introduction

What are 
you

scientific
questions? 

Why?

2. Literature
review

What is
already
known

about it?

3. Materials
and Methods

When, 
Where 

and How?

4. Results

What have
you

discovered
?

5. Discussion

How do you
explain your

findings
based on 
literature?

Wich are 
the

constraints
in your

research?

6. Conclusion

What can
you

conclude
from your
findings

based on 
the

discussion
you have
made?

TEXT BODY
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MODULE 4 – STRUCTURING YOUR THESIS
ALTERNATIVE FORMAT
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Thesis presented as 
the colelction of the
articles submitted or

published during your
doctorate/master.
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MODULE 4 – STRUCTURING YOUR THESIS
ALTERNATIVE FORMAT

Conclusion

Discussion

Published or submitted articles

Materials and Methods

Literature review

Introduction

Mandatory elements:
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ALTERNATIVE FORMAT
MANDATORY ELEMENTS

1- Introduction

2 – Literature review

Write a comprehensive and expanded review of the subjects
presented in your articles.

3 - Materials and Methods

Describe clearly the processes and techniques used in your
thesis.
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ALTERNATIVE FORMAT
MANDATORY ELEMENTS
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4 – Published or submitted articles: From your
papers, you need to include only:

. Introduction

. Materials and Methods

. Results and Discussions

. Conclusions

Do not include the abstract 
and the references of the
individual articles. 

All the absctracts must be
synthesized in the general 
abstract of the thesis and the
reference of each article
must be compiled together
in the References section.
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ALTERNATIVE FORMAT
MANDATORY ELEMENTS

5 – Discussion

All the articles included must be discussed together in this
section to provide a big picture of the thesis.

A general discussion is indicated (but not mandatory) when 
discussions are too fragmented in the articles included, and 
there is no clear connection between them. In these cases, it 
would be ideal to create an integrative general discussion that 
points out the connections between the different articles 
present in the thesis. The decision whether or not to include 
this general discussion is up to you and your advisor since 
in the conclusion section (mandatory), this integration 
between the articles must appear clearly.
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ALTERNATIVE FORMAT
MANDATORY ELEMENTS

6 – Conclusion

Present the general conclusions corresponding to the
objectives and hypotheses established, considering the
conclusions found in the articles included in your thesis.
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IMPORTANT
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MODULE 4 – STRUCTURING YOUR THESIS
ALTERNATIVE FORMAT

In articles already published, include the reference
in a footnote.

The numering of figures, tables, equations, etc. 
found in each article must be adjusted to follow the
numbering of each chapter.
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IMPORTANT
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MODULE 4 – STRUCTURING YOUR THESIS
ALTERNATIVE FORMAT

If the published article is not open access, request
authorization from the publisher for inclusion in the thesis.

The articles must be in the same language adopted for the
thesis.

Articles included in the thesis can be from scientific
journals, conference proceedings, and book chapters
subject to peer review.
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MODULE 4 – STRUCTURING YOUR THESIS
ALTERNATIVE FORMAT

Rights link

To get more information about the alternative format, consult the INPE handbook, available from:

http://mtc-

m16c.sid.inpe.br/col/sid.inpe.br/iris@1916/2005/05.19.15.27/doc/@publicacao.pdf

Each article must constitute a separate chapter.

• Do not include articles as subsections of chapters.

Click here on Rights link:

• To get permission to include restricted articles in your thesis.

To get more information about the alternative format, consult
the INPE handbook, available from:

• http://mtc-
m16c.sid.inpe.br/col/sid.inpe.br/iris@1916/2005/05.19.15.27/doc/@publicacao.pdf
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MODULE 4 – STRUCTURING YOUR THESIS
BACK MATTER

References

Glossary

Appendix

Annex

Index
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MODULE 5 – NORMS AND STYLES
FORMATTING REQUIREMENTS

Paper size:

• A4 (21,0cm x 29,7cm)

Margins:

• 3cm (top, botton, left, and right)

Font:

• Times new roman 12,  Arial or similar;

Spacing:

• 1,5 cm between lines and in the section titles that extend
over two or more lines;

• Double space between the section title and the first
paragraph, and between paragraphs;

• List of Figures, Tables and Abbreviations: Simple space.
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USE OF AI

• The use of AI for the automatic generation of
textual contente (including, but not limited to
introduction, literature rewiew, discussions or
conclusion sections) is strictly prohibited;

• Should plagiarism be detected, full 
responsability shall rest with the author of the
Thesis, and not with the company that provides
or develops the AI.

Use of AI in text generation
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USE OF AI

• The use of AI for the creation of graphics, figures, and

tables is permitted, provided that the tool is explicity cited

as the source and propertly referenced.

• Exemple:

Source: OPENAI (2025).

Biblioteca INPE - pubtc@inpe.br 59

Generation of Figures and Tables by AI



MODULE 5 – NORMS AND STYLES
USE OF AI

• In cases where AI is employed as part of the
research methodology (e.g., data analysis, 
model generation), it is mandatory that:

• The tool utilized is explicitly identified;

• The application of the tool is described in 
detail within the methodology;

• The procedures adopted are reproducible.

Application of AI in research
methodology
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USE OF AI

• The use of AI tools is permitted for gramatical, speling, and

lexical review;

• The use of AI is also permitted to enhance the linguistic

clarity of texts written in a foreign language.
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review
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CITATION

• It is the attribution of authorship to a 
information that came from another source.

• Every citation used in your text must be
included in the references.

ABNT – NBR 10520
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CITATION

• In this study conducted in Smith (2019), these five stochastic
distances...

• Similarity measure is a key aspect for archieving
effectiveness in time series analysis and working with time 
series is very expensive in terms of processing cost (Ding et 
al, 2008).

Author-date

• Therefore, the translocation of wild plant was tracked18.

Numeric style
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CITATION

Citation up to three lines:

• In the study conducted in Smith et al. (2019), these five 
stochastic distances, plus the Euclidean distance, and the 
Wishart mixture model were compared. 

Citation with more than three lines:
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Cumuliform clouds develop from isolated air plumes that ascend 
buoyantly. Associated with cellular convection, cumulus clouds grow 
through positive buoyancy supplied via sensible heat transfer from 
the surface and latent heat released to the air during condensation, 
both of which make these clouds dynamic. Updrafts are of order 1 
m.s -1 in developing cumulus but can be several tens of m.s -1 in 
organized mature cells like cumulus congestus (Salby, 1996, p. 277).
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CITATION

Citation FAQ

pubtc@inpe.br

• Search in Citation FAQ

• If your question isn’t answered, contact: 
pubtc@inpe.br.

More information:
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FIGURES AND TABLES
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Figures and Tables are sequentialy numerated using 
arabic numbers, following the respective chapter

number:

Figure 2.1, Figure 2.2, Figure 
2.3, etc

Table 2.1, Table, 2.2, Table 2.3, 
etc
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FIGURES AND TABLES
EXAMPLES
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Figure title with a
single line: center
aligned.

Figure source:
center aligned
with year between
parentheses.
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Figure title with two or
more text lines:
justified text; the
second line aligned
with the beginning of
the first line – not with
the figure number.

Figure source: center
aligned with year
between parentheses
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Figure with
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FIGURES AND TABLES
EXAMPLES

Table title with a 
single text line: 
center aligned.

Table source: center 
aligned with year
between
parentheses.
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Table title with two or
more text lines: justified
text; the second line
aligned with the
beginning of the first
line – not with the table
number.

Table source: center
aligned with year
between parentheses.



FIGURES AND TABLES
EXAMPLES

Table with caption

and source: 

justified text.
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FIGURES AND TABLES
Table/Figure that take up more than two pages of the text
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At the end of the table/figure on each page, add the term “to be
continued”

At the beginning of the following pages, include the table/figure
number and replace the title with the expression.
“Continuation”

On the last page of the figure, include the figure number and 
replace the title by the expression “Conclusion”.
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Table/Figure that
occupies more 
than one page in 
the text
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To more examples of figures and tables, access:

http://urlib.net/ibi/8JMKD3MGP3W34R/45BABTE
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EQUATIONS AND FORMULAS
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Examples of math equations and formulas
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FIGURES, TABLES AND EQUATIONS
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Search in Figures, tables and equations FAQ  for more information.

Figures, tables and equations FAQ

Search in Figures, tables and equations FAQ  
for more information.

If your question isn’t answered, contact: 

• pubtc@inpe.br.
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Standardized set of descriptive elements take from a 
document, which allows its individual identification (ABNT 
NBR-6023, 2018).

The references are the identification of all the sources of
the documents cited in the text. 

If you want to include bibliographic material not
mentioned in the text, make another list under the title
Consulted Bibliography.
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Books:

SURNAME, Initials. Title of book. Edition. Place of publication: 

Publisher, year of publication.

BOYD, T. J. M.; SANDERSON, J. J. Physics of plasmas.  2.ed.  

Cambridge: Cambridge University Press, 2003. 
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Writing the references using the ABNTstyle.

References FAQ

For more examples of references, consult:

• Writing the references using the ABNTstyle.

Search

• References FAQ.

If your question isn’t answered, contact:

• simone.delducca@inpe.br.
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If you use Mendeley for citations and references, you have to make 
some changes to standardize according to the INPE style. 

Consult INPE’s Mendeley manual to follow the steps to citation and 
to create the reference list:

• http://urlib.net/ibi/8JMKD3MGP3W34R/45BL972 
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https://www.zotero.org/styles?q=abnt

If you to use Zotero for citations and references, please add the ABNT 
style available at: 

https://www.zotero.org/styles?q=abnt

and use this style to create your reference list.
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MODULE 5 – NORMS AND STYLES
APPENDICES AND ANNEXES

Both appendices and annexes must be present in the thesis
contents

Appendix

• These are texts created by the thesis author to complemente his/her
arguments.

• Appendices are included after references

Annex

• These are documents created by others and used by the thesis author.

• Annexes are included after the appendices.
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Checklist for Word

Checklist for Word

Checklist for LaTeX

Checklist for LaTeX

Some mistakes are 
commonly found

by the Library 
during the Thesis
process review.

Access the links bellow as a checklist 
before you submit your thesis for review 

by the Library.

Checklist for Word Checklist for LaTeX
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MODULE 6– HOW TO PUBLISH
HOW TO PUBLISH

www.inpe.br/biblioteca

The INPE’s manual for manuscripts elaboration, formatting, and 
submition is available on the Online Library. You will find all the
information to publish your thesis and other types of documents by
the Library.

Access: www.inpe.br/biblioteca and select:
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Editoração
Normas para 
publicação

Manual para 
elaboração, 

formatação e 
submissão de 

teses
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HOW TO PUBLISH
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MODULE 6– HOW TO PUBLISH
CHOOSE THE EDITOR

Library website

In order to download the Word or LaTeX
template, go to the Library website and 

select:

Editoraçã>> - Templates MS Word and LaTeX
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LaTeX

The available style was created by the library. It is
the default for Theses and Dissertations, but you
can use it to generate several other documents
such as books, reports, manuals, etc. 
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LaTeX

INPE Library - pubtc@inpe.br 91
Play with solid fill

Play with solid fill

In the Library website, you’ll find 2 options to compile with LaTeX:

Using your own computer Using Overleaf
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LaTeX
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https://www.overleaf.com/latex/templates/modeloinpe-2022/wgvyqymtcnrk

Template INPE from Overleaf:

https://www.overleaf.com/latex/templates/modeloinpe-2022/wgvyqymtcnrk  
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https://cfbastarz.github.io/CursoInt

roLaTeX/

The Library has available a short 
manual with tips and instructions
to use LaTeX:

https://cfbastarz.github.io/CursoInt
roLaTeX/
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Manual

LaTeX checklist

LaTeX checklist

Attention:

• Use the @bibtex from the INPE Template to
build the references;

• Pay attention on how to fill correctly each type
of reference in the @bibtex. See how in this
Manual

• At the end, don’t forget to check out the

• LaTeX checklist.
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Tips:

Be careful to not delete the
syles

Use the styles provided in 
the templates for titles, 
subtitles, paragraphs, 
figures, and tables, which
are configured according
to the INPE standards.

Editoração
Templates
MS Word 
e LaTeX

MS Word

To download Microsof Word template, 
go to www.inpe.br/biblioteca and 
select:
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http://urlib.net/rep/8JMKD3MGP7W/39TLFN8

For more instructions, access the manual available on:

http://urlib.net/rep/8JMKD3MGP7W/39TLFN8
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Access in the link bellow all the guides and manuals cited in this tutorial:

h

ttp://urlib.net/8JMKD3MGP3W34R/44ARCNP

Or access by QR Code:

Access in the link bellow all the guides and 
manuals cited in this tutorial:

http://urlib.net/8JMKD3MGP3W34R/44ARCNP

Or access by QR Code:
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To certify your participation in this tutorial, access the
link bellow and answer the questions.

A list of who has answered the questionnaire is sent
to SEPGR every Friday.

Any question, please contact: pubtc@inpe.br
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