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Set 1" inch margins all around

Text on page is centered; all CAPS

when appropriate

Text is Title Case (e.g. May 2023)

 All text should be

Times New Roman,

12pt font, double

spaced.



Text on page is centered

Text is Title Case (e.g. May 2023)
10



11

12

13

14

15 Text is Title Case (e.g. May 2023)

Ensure all titles are the same,

e.g. PhD or Ph.D

 Remove unneeded title
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Set 1" inch margins all around

Centered text & all CAPS; 

text starts 2 double spaced below title

Text is not indented

Abstract starts on roman

numeral page iv

Note: Be sure to read the text of the template for additional
information regarding developing your abstract. 
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Centered text & all CAPS; 

text starts 2 double spaced below title2122

Note: Be sure to read the text of the template for additional
information regarding developing your dedication. 

Check for 1" inch margins all around

check roman numeral for correct formatting

Text Indented



Check for 1" inch margins all around

Centered text & all CAPS; 

text starts 2 double spaced below title
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27

Note: Be sure to read the template's text for additional information
regarding developing your acknowledgements. 

Text Indented

check roman numeral for correct

formatting



Check for 1" inch margins all around

Centered text & all CAPS; 

Title Case, Flush Right

Roman Numerials;

Flush Right

All CAPS, Flush Left with Margin, Title ONLY

Text is all CAPS

Subheadings are in title case

All CAPS, Flush Left with Margin

 1/2" tab Arabic Numerials;

Flush Right & 

Verify Page 

Numbers

Dot Leaders should be uniform

Indentions should follow

your program's style

guide

The colons will have to be manually added

after chapter titles (e.g. CHAPTER 1: TITLE).

This should be one of the last items you do

before you PDF your document, and no longer

need to make changes. 



Note: The List of Figures is built utilizing the "List of Figures" heading. When items are highlighted and
the heading is selected, it is configured to the assigned style, and creates an entry in the list. 
You will need to update the list to populate as you write your document.  

Hover over the table, right-click the mouse, select Update Field
Select Update entire table

REMINDER: You will need to update the list to populate as you write
your document.  

Centered text & all CAPS; 

Check for 1" inch margins all around

Title Case, Flush Right

Flush Right and

Verify Page

Numbers

check roman numeral for correct

formatting

Text is Title Case, Flush Left with Margin, Title of Figure ONLY

In the List of Figures, all text should be title case, with no bold or italics. You

will have to remove the italics from your titles manually. Select all, and unclick

the button.

NOTE: One of the last steps for your List of
Figures will be to manually place the period

after the figure number 
(e.g. Figure 1.)

You will want to do this right before you PDF
your document, and when no other updates

are needed to your List of Figures.



Note: The List of Tables is built utilizing the "Title of Table" heading. When items are highlighted and the
heading is selected, it is configured to the assigned style, and creates an entry in the list. 
You will need to update the list to populate as you write your document.  

Hover over the table, right-click the mouse, select Update Field
Select Update entire table

REMINDER: You will need to update the list to populate as you write
your document.  

Check for 1" inch margins all around

Title Case, Flush Right

Flush Right and

Verify Page

Numbers

check roman numeral for correct

formatting

Text is Title Case, Flush Left with Margin, Title of Tables ONLY

Centered text & all CAPS; 

In the List of Tables, all text should be tile case, with no bold or italics. You will

have to remove the italics from your titles manually. Select all, and unclick the

button.

NOTE: One of the last steps for your List of
Tables will be to manually place the period after

the Table number 
(e.g. Table 1.)

You will want to do this right before you PDF
your document, and when no other updates are

needed to your List of Tables.



Chapter Heading

Chapter Method Subheading

Major Heading 2

Note: Heading levels, figures and table headings in this sample are for illustrative purposes only. They may
not match your discipline’s preferred style. Consult with your chair and use a major style guide
appropriate to you discipline within the body of the dissertation.  

Check for 1" inch margins all around

Centered text & all CAPS; text starts 1 double spaced below title

Text Indented

Chapter Heading

Chapter Method Subheading

Subheading

Major Heading 2

Heading Used in this Sample:

Check page number - This page must be

numbered page 1

REMINDER: Headings link

back to the TOC, check for

appropriate indentations that

match your style guide.

Subheading



List of Figures Heading

Title of Table Heading

Note: Watch video to see how to configure figures and tables.

In this sample, heading levels, figures, and table headings are for illustrative purposes only. They may not

match your discipline’s preferred style. Consult with your chair and use a major style guide appropriate to

your discipline within the body of the dissertation.  

https://youtu.be/gXN8yZsiV8Y


Check for 1" inch margins all around

Centered text & all CAPS

Check for 1" inch margins all around

Centered text & all CAPS



Set 1-inch margins all around

Checklist Items 

(Double check your document before submitting for review)

Page numbers match the Table of Contents (TOC)

Document is double-spaced throughout 

Figure and Table titles match the lists

Centered Text on Title Page

Signature Lines on the Committee Page are formatted correctly

Font is Times New Roman, 12 pt throughout the document

Pagination beginning on the preliminary pages

Tables or Figures do not extend beyond the 1-inch margin

No empty pages or large spaces

Your TOC is formatted properly (Indentations, Dot Leaders, Text)

Your document is saved with the latest updates


