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CHECKLIST FOR TABLE OF CONTENTS. Appropriately formatted; Lists all main sections of the document starting with
the Dedication page.

To set this formatting as automatic for all level one headings, find the Styles section on the home tab. A clear,
concise, and well formatted TOC is the first indicator of a good research paper. Numbers, titles, and page
numbers must each match the corresponding numbers, titles, and page numbers appearing in the thesis or
dissertation. Scroll down until you see Heading2 and Heading3. This ensures that all pages numbers are
accurate when your document is completed. To allocate the formatting for each heading throughout the rest of
the document, highlight the headings in question and click the styles you wish to apply. If there are more than
two authors: Nordberg et al. Skip one double-spaced line and begin the abstract. Page numbers listed in the
table of contents must be located just inside the right page margin with leaders lines of periods filling out the
space between the end of the entry and the page number. Cross-referencing Another useful tool found in the
References tab is the Cross-reference button Cross-referencing allows you to link back to other paragraphs,
tables or figures referring to them in your body text. Rather than manually scrolling through your document
making notes of where everything is and having to go back and change numbers every time you add
something new or move a section why not let Word do all the hard work? Offer a brief description of your
thesis or dissertation and a concise summary of its conclusions. If the Dedication page is not used, then starts
with the Abstract page. Include one double-spaced line between each entry. Major subheadings within
chapters must be included in the table of contents. There are two ways to reference give directions to online
documents: 1. Abstracts cannot exceed words for a thesis or words for a dissertation. Automatically updating
the table of contents We advise students to update their table of contents as one of the final tasks before
submitting or printing their dissertation, as text can move during the final revision process and it is vital that
the page numbers are accurate. When your document is properly laid out, generating a Table of Contents in
Word is as simple as 1, 2, 3 something my silly undergraduate self could sorely have done with knowing 3
years ago!! A dissertation submitted to the faculty at the University of North Carolina at Chapel Hill in partial
fulfillment of the requirements for the degree of Doctor of Philosophy in the School of Education Cultural
Studies and Literacies. Email us at nglthesis shsu. Be sure to describe the subject and focus of your work with
clear details and avoid including lengthy explanations or opinions. Faculty Resources Feedback! Word makes
it easy to do this update automatically. Use same font style throughout document. List your department,
school, or curriculum rather than your subject area or specialty discipline in the third bracketed space. One
single-spaced line below that, center the year in which your committee approves the completed thesis or
dissertation. Once you have done that, follow these steps: Add a title on your contents page. Numerals and
titles must align with the document's left margin or be indented to the right of the left page margin using
consistent tabs. If relevant, be sure to list all appendices and a references section in your table of contents. To
save yourself some time in making your Table of Contents, be sure that you use font styles. When you are
ready to insert the table of contents, click OK and it will be automatically generated. Example Various types
of irrigation models have been developed for specific uses Mahbub et al. Place your cursor where your table of
contents should go. Dedication, Acknowledgements, and Preface each optional Table of Contents, with page
numbers List of Tables, List of Figures, or List of Illustrations, with titles and page numbers if applicable List
of Abbreviations if applicable List of Symbols if applicable Chapters, including: Main body, with consistent
subheadings as appropriate Appendices if applicable Endnotes if applicable References see section on
References for options Many of the components following the title and copyright pages have required
headings and formatting guidelines, which are described in the following sections. Journal of Tribology
International, 40 8 ,  Simply right click the table of contents and select Update Field. Click on Update Table.
You can use the following guides to do so:. Create a list Once your figures and tables have been captioned,
inserting a list is very similar to how you created a Table of Contents. Please let us know if there is anything
we can do to improve the information on this page or this site. Click on Options. Do not include titles such as
Professor, Doctor, Dr.


