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Purpose
To introduce features of Word useful for theses (and 

other large documents)

To gradually assemble a frame of a thesis document 
which includes examples of using these features.

Assumes comfort with common features of Word.



Outline
General tips

Double-sided page layout

Table of contents and headings

List of figures, and captions

List of tables, and captions

References and Citation



Tips:  Set Up Early
Prepare your document with proper formatting AT 

THE BEGINNING!  This will save you time later.

Apply your references, captions, TOC and lists of 
tables and figures at/near the beginning.  Again, it is 
much easier to do this now than at the end.



¢ƛǇǎΥ  ¦ǎŜ ²ƻǊŘΩǎ {ǘǊŜƴƎǘƘǎ
Use the features that do work automatically for you.

4/#ȭÓȟ ,ÉÓÔÓȟ ÒÅÆÅÒÅÎÃÅÓȟ ÁÎÄ ÃÉÔÁÔÉÏÎÓ ÁÒÅ ÁÌÌ ÖÅÒÙ ÔÉÍÅ-
consuming to do manually.  

Word has features to do the time-consuming portions 
for you.

Use explicit page breaks between pages when a new 
page must occur, such as in the preliminary pages. 

Manually adding lines does not guarantee new pages 
when printed.



¢ƛǇǎΥ  !ǾƻƛŘ ²ƻǊŘΩǎ ²ŜŀƪƴŜǎǎŜǎ
Word does NOT guarantee that a document will be 

formatted exactly the same when you change to a 
different printer.

Tip:  Do not explicitly refer to the location of a table, 
figure, equation, or any other item.  Refer to it by its 
ÎÕÍÂÅÒ  ɉÅȢÇȢ  Ȱ4ÁÂÌÅ άȱ ÉÎÓÔÅÁÄ ÏÆ ȰÔÈÅ ÔÁÂÌÅ ÏÎ ÔÈÅ 
ÒÉÇÈÔȱɊ

4ÉÐȡ  5ÓÅ 7ÏÒÄȭÓ ÆÅÁÔÕÒÅÓ ÆÏÒ ÁÕÔÏÍÁÔÉÃ ÒÅÆÅÒÅÎÃÅ ÆÅÁÔÕÒÅ 
to generate the table/figure/section/page numbers for 
you.



¢ƛǇǎΥ  !ǾƻƛŘ ²ƻǊŘΩǎ ²ŜŀƪƴŜǎǎŜǎ
Word does NOT guarantee that a document will be 

formatted exactly the same when you change to a 
different printer.

PDF files guarantee maintaining format of a document 
for different printers.

Tip:  Install a PDF Printer program (e.g. CutePDF).

Tip:  When producing a draft of the thesis, print it to 
PDF.  The PDF as it appears on your machine will appear 
ÔÈÅ ÓÁÍÅ ÏÎ ÔÈÅ ÒÅÃÉÐÉÅÎÔȭÓ ÍÁÃÈÉÎÅȟ ÁÎÄ ×ÉÌÌ ÐÒÉÎÔ ÁÓ ÉÔ 
appears on the screen.



¢ƛǇǎΥ  !ǾƻƛŘ ²ƻǊŘΩǎ ²ŜŀƪƴŜǎǎŜǎ
Word does NOT guarantee that a document will be 

formatted exactly the same when you change to a 
different printer.

Indentation of text using spaces and tab stops is not 
guaranteed.  Use the ruler instead.



Double-Sided Page Layout



Double-Sided Page Layout
The thesis guidelines require a book-style layout with 

space on the insides for binding the thesis.

)Î 7ÏÒÄȟ ÇÏ ÔÏ Ȱ0ÁÇÅ ,ÁÙÏÕÔȱ-Оȱ-ÁÒÇÉÎÓȱ-Оȱ-ÉÒÒÏÒÅÄȱ

Then, ÇÏ ÔÏ Ȱ0ÁÇÅ ,ÁÙÏÕÔȱ-Оȱ-ÁÒÇÉÎÓȱ-Оȱ#ÕÓÔÏÍ 
-ÁÒÇÉÎÓȱȟ ÁÎÄ ÓÅÔ ÔÈÅ )ÎÓÉÄÅ ÍÁÒÇÉÎ ÔÏ ΫȢί ÉÎÃÈÅÓȢ



Your Turn
Create a new Word Document.

Create simple pages for each of the preliminary pages:

Title page, Approval page, Permission for duplication 
page, Acknowledgement page, Table of contents page, 
List of tables page, List of figures page, Abstract page

/ÔÈÅÒ ÔÈÁÎ ÏÎÌÙ ÔÈÅ ÐÁÇÅ ÎÁÍÅÓȟ ÄÏÎȭÔ ÁÄÄ ÉÎ ÁÎÙ ÓÐÅÃÉÁÌ 
content.  You can do that yourself later.

!ÄÄ ÐÁÇÅ ÂÒÅÁËÓ ÁÔ ÔÈÅ ÅÎÄ ÏÆ ÅÁÃÈ ÐÁÇÅȭÓ ÃÏÎÔÅÎÔ

Set the Double-Sided page layout, as described before.



Table of Contents, and Headings
Word can generate a table of contents for you.

http://www.shaunakelly.com/word/numbering/numb
ering20072010.html

http://www.shaunakelly.com/word/numbering/numbering20072010.html
http://www.shaunakelly.com/word/numbering/numbering20072010.html
http://www.shaunakelly.com/word/numbering/numbering20072010.html


Table of Contents, and Headings
You need to do four things:

#ÒÅÁÔÅ Á ÎÅ× Ȱ,ÉÓÔ 3ÔÙÌÅȱ ÔÏ ÄÅÓÃÒÉÂÅ ÈÏ× ÔÈÅ ÎÕÍÂÅÒÉÎÇ 
in your thesis outline works.

Modify Heading styles as needed.

Set the style of all your chapter, section, and subsection 
titles to the appropriate heading style.

Insert the Table of Contents.  Refresh it after significant 
edits to the thesis.



Table of Contents, and Headings
#ÒÅÁÔÉÎÇ ÔÈÅ ÎÅ× Ȱ,ÉÓÔ 3ÔÙÌÅȱȡ

On the Home ribbon, click the down triangle on the 
ÒÉÇÈÔ ÏÆ ÔÈÅ Ȱ-ÕÌÔÉ-ÌÅÖÅÌ ,ÉÓÔȱ ÂÕÔÔÏÎȟ ÁÎÄ ÓÅÌÅÃÔ Ȱ$ÅÆÉÎÅ 
.Å× ,ÉÓÔ 3ÔÙÌÅȣȱ

&ÏÒ Á ÎÁÍÅȟ ÅÎÔÅÒ Ȱ(ÅÁÄÉÎÇÓȱ

Click on Format-О.ÕÍÂÅÒÉÎÇȣ

Click Set for All Levels, and set all values to zero inches, 
and click OK.

ɉÃÏÎÔÉÎÕÅÄȣɊ



Table of Contents, and Headings
#ÒÅÁÔÉÎÇ ÔÈÅ ÎÅ× Ȱ,ÉÓÔ 3ÔÙÌÅȱȡ

#ÌÉÃË Ȱ-ÏÒÅООȱ ÔÏ ÇÅÔ ÍÏÒÅ ÏÐÔÉÏÎÓ ÔÈÁÔ ÙÏÕ ×ÉÌÌ ÎÅÅÄȢ

3ÅÌÅÃÔ ÌÅÖÅÌ ȰΫȱ ÉÎ ÔÈÅ ÌÉÓÔ ÏÎ ÔÈÅ ÔÏÐ ÌÅÆÔȢ  ɉ./4%ȡ  4ÈÉÓ 
will represent your chapter headings)

&ÏÒ Ȱ,ÉÎË ÌÅÖÅÌ ÔÏ ÓÔÙÌÅȱȟ ÓÅÌÅÃÔ Ȱ(ÅÁÄÉÎÇ Ϋȱ

-ÁËÅ ÓÕÒÅ .ÕÍÂÅÒ 3ÔÙÌÅ ÉÓ ÓÅÔ ÔÏ ȰΫȟ άȟ έȟ ȣȱ

-ÏÄÉÆÙ ÔÈÅ Ȱ%ÎÔÅÒ ÆÏÒÍÁÔÔÉÎÇ ÆÏÒ ÎÕÍÂÅÒȱ ÂÏØ ÔÏ ÈÁÖÅ 
ÔÈÅ ÔÅØÔ Ȱ#ÈÁÐÔÅÒȱ ÁÐÐÅÁÒ ÂÅÆÏÒÅ ÔÈÅ ÎÕÍÂÅÒȢ



Table of Contents, and Headings
#ÒÅÁÔÉÎÇ ÔÈÅ ÎÅ× Ȱ,ÉÓÔ 3ÔÙÌÅȱȡ

3ÅÌÅÃÔ ÌÅÖÅÌ Ȱάȱ ÉÎ ÔÈÅ ÌÉÓÔ ÏÎ ÔÈÅ ÔÏÐ ÌÅÆÔȢ  ɉ./4%ȡ  4ÈÉÓ 
will represent your section headings)

&ÏÒ Ȱ,ÉÎË ÌÅÖÅÌ ÔÏ ÓÔÙÌÅȱȟ ÓÅÌÅÃÔ Ȱ(ÅÁÄÉÎÇ άȱ

)Î Ȱ)ÎÃÌÕÄÅ ÌÅÖÅÌ ÎÕÍÂÅÒ ÆÒÏÍȱȟ ÓÅÌÅÃÔ Ȱ,ÅÖÅÌ Ϋȱ

-ÁËÅ ÓÕÒÅ .ÕÍÂÅÒ 3ÔÙÌÅ ÉÓ ÓÅÔ ÔÏ ȰΫȟ άȟ έȟ ȣȱ

-ÏÄÉÆÙ ÔÈÅ Ȱ%ÎÔÅÒ ÆÏÒÍÁÔÔÉÎÇ ÆÏÒ ÎÕÍÂÅÒȱ ÂÏØ ÁÓ 
desired, although leave the shaded numbers as they are.



Table of Contents, and Headings
#ÒÅÁÔÉÎÇ ÔÈÅ ÎÅ× Ȱ,ÉÓÔ 3ÔÙÌÅȱȡ

3ÅÌÅÃÔ ÌÅÖÅÌ Ȱέȱ ÉÎ ÔÈÅ ÌÉÓÔ ÏÎ ÔÈÅ ÔÏÐ ÌÅÆÔȢ  ɉ./4%ȡ  4ÈÉÓ 
will represent your section headings)

&ÏÒ Ȱ,ÉÎË ÌÅÖÅÌ ÔÏ ÓÔÙÌÅȱȟ ÓÅÌÅÃÔ Ȱ(ÅÁÄÉÎÇ έȱ

)Î Ȱ)ÎÃÌÕÄÅ ÌÅÖÅÌ ÎÕÍÂÅÒ ÆÒÏÍȱȟ ÓÅÌÅÃÔ Ȱ,ÅÖÅÌ Ϋȱ

Then, )Î Ȱ)ÎÃÌÕÄÅ ÌÅÖÅÌ ÎÕÍÂÅÒ ÆÒÏÍȱȟ ÓÅÌÅÃÔ Ȱ,ÅÖÅÌ άȱ

-ÁËÅ ÓÕÒÅ .ÕÍÂÅÒ 3ÔÙÌÅ ÉÓ ÓÅÔ ÔÏ ȰΫȟ άȟ έȟ ȣȱ

-ÏÄÉÆÙ ÔÈÅ Ȱ%ÎÔÅÒ ÆÏÒÍÁÔÔÉÎÇ ÆÏÒ ÎÕÍÂÅÒȱ ÂÏØ ÁÓ 
desired, although leave the shaded numbers as they are.

CONTINUE FOR AS MANY LEVELS AS NEEDED.



Your Turn
Step through creating the new List Style.  Create the 

first three levels of list.



Modify Heading Styles
The most critical change required is for the Heading 1 

style (i.e. your Chapter titles).

Make the Chapters have space after them, and also 
begin on a new page:

Right-ÃÌÉÃË ÏÎ (ÅÁÄÉÎÇ Ϋ ÁÎÄ ÓÅÌÅÃÔ Ȱ-ÏÄÉÆÙȣȱ

Go to Format-О0ÁÒÁÇÒÁÐÈȣ

Set the Spacing->Before and Spacing->After 

'Ï ÔÏ ÔÈÅ Ȱ,ÉÎÅ ÁÎÄ 0ÁÇÅ "ÒÅÁËÓȱ ÔÁÂ

#ÈÅÃË ÔÈÅ ÂÏØ ÆÏÒ Ȱ0ÁÇÅ "ÒÅÁË "ÅÆÏÒÅȱȢ

Click OK and then OK again.



Now, Create Your Headings
To create a heading for chapters and sections, just type 
ÉÎ ÔÈÅ ÈÅÁÄÉÎÇȭÓ ÔÅØÔȟ ÓÅÌÅÃÔ ÉÔȟ ÁÎÄ ÃÌÉÃË ÏÎ ÔÈÅ 
ÁÐÐÒÏÐÒÉÁÔÅ ÓÔÙÌÅ ɉȰ(ÅÁÄÉÎÇ Ϋȱ ÆÏÒ ÃÈÁÐÔÅÒÓȟ Ȱ(ÅÁÄÉÎÇ 
άȱ ÆÏÒ ÓÅÃÔÉÏÎÓȟ ȣɊ



Create Your Table of Contents
Put your cursor in your Table of Contents page, and go 

to References->Table of Contents->Insert Table of 
#ÏÎÔÅÎÔÓȣ

#ÈÁÎÇÅ &ÏÒÍÁÔ ÔÏ Ȱ&ÏÒÍÁÌȱ

Click OK.

./4%ȡ  ÙÏÕÒ ÄÅÐÁÒÔÍÅÎÔȭÓ ÓÔÙÌÅ ÍÁÎÕÁÌ ÍÁÙ ÒÅÑÕÅÓÔ Á 
different format.  Some options for format of entries 
ÁÒÅ ÉÎ ÔÈÅ ÔÁÂÌÅ ÏÆ ÃÏÎÔÅÎÔȭÓ ÐÒÏÐÅÒÔÉÅÓȟ ÁÎÄ ÓÏÍÅ ÁÒÅ 
controlled by modifying the heading styles.



Your Turn
-ÏÄÉÆÙ ÔÈÅ Ȱ(ÅÁÄÉÎÇ Ϋȱ ÓÔÙÌÅ ÁÓ ÄÅÓÃÒÉÂÅÄȡ

Right-ÃÌÉÃË ÏÎ Ȱ(ÅÁÄÉÎÇ Ϋȱ ÁÎÄ ÍÏÄÉÆÙ ÉÔ

Create more space after it.  

Set the option to automatically create page breaks before 
chapter titles.

After your preliminary pages, add a few headings to 
represent chapter and section titles.  Set them to the 
appropriate heading styles

Insert the Table of Contents on the table of contents 
page.



Lists of Figures, and Captions
This works by adding captions to pictures/diagrams.

The captions are automatically numbered in order.

The List of Figures is generated from the list of 
captions



Lists of Figures, and Captions
Insert your figures as pictures or diagrams.

For each figure, select it and click on 
Ȱ2ÅÆÅÒÅÎÃÅÓȱ-Оȱ)ÎÓÅÒÔ #ÁÐÔÉÏÎȱ

Modify the caption as desired.  Often, one would add a 
colon and additional text for the title of the caption.

You may wish to add chapter numbers to the caption.  
$Ï ÔÈÉÓ ÔÈÒÏÕÇÈ ÔÈÅ Ȱ.ÕÍÂÅÒÉÎÇȣȱ ÂÕÔÔÏÎ ×ÈÅÎ ÙÏÕ 
add the caption.



Lists of Figures, and Captions
To insert your List of Figures:

put your cursor in your list of figures page

Click on References-Оȱ)ÎÓÅÒÔ 4ÁÂÌÅ ÏÆ &ÉÇÕÒÅÓȱ

3ÅÔ &ÏÒÍÁÔÓ ÔÏ Ȱ&ÏÒÍÁÌȱ

Click OK.



Your Turn
Add two pictures to your document

Insert a caption for each picture

Add a List of Figures to your list of figures page.



List of Tables, and Captions
Table captions and Lists of Tables are handled the 

same way as Figures.



List of Tables, and Captions
!ÄÄ ÙÏÕÒ ÔÁÂÌÅÓ ÁÓ 4ÁÂÌÅÓȾ$ÉÁÇÒÁÍÓȾ0ÉÃÔÕÒÅÓȾȣ

Select a table, and click on References-Оȱ)ÎÓÅÒÔ 
#ÁÐÔÉÏÎȱȢ

3ÅÔ ÔÈÅ ,ÁÂÅÌ ÔÏ Ȱ4ÁÂÌÅȱ

Edit your caption as preferred.  Add chapter 
numbering if desired.



List of Tables, and Captions
To insert your List of Tables:

put your cursor in your list of tables page

Click on References-Оȱ)ÎÓÅÒÔ 4ÁÂÌÅ ÏÆ &ÉÇÕÒÅÓȱ

3ÅÔ &ÏÒÍÁÔÓ ÔÏ Ȱ&ÏÒÍÁÌȱ

3ÅÔ #ÁÐÔÉÏÎ ,ÁÂÅÌ ÔÏ Ȱ4ÁÂÌÅȱ

Click OK.

NOTE:  this process also applies to equations (use the 
Equation label), or any other lists you need (by 
defining a new label when inserting the captions)



Your Turn
Add two tables to your document

Insert a table caption for each table

Add a List of Tables to your list of tables page.



Inserting Cross-References
Many things may be re-numbered and also may 

change their page number:  tables, captions, sections, 
ÃÈÁÐÔÅÒÓȟ ȣ

When you wish to refer to a particular item, do not 
directly name it, add a cross-reference to it.

When items are added, moved, or removed, cross-
references can be updated for you automatically.
(you can force it, by right-clicking on it, and selecting 
Ȱ5ÐÄÁÔÅ &ÉÅÌÄȱɊ



Inserting Cross-References
To refer to a table, figure, chapter, or other item:

Place your cursor where it is desired, and click
References->Cross-2ÅÆÅÒÅÎÃÅȱ

Change Reference Type to the type of item to which you 
wish to refer.

#ÈÁÎÇÅ Ȱ)ÎÓÅÒÔ 2ÅÆÅÒÅÎÃÅ ÔÏȱ ÔÏ ×ÈÁÔÅÖÅÒ ÉÓ ÁÐÐÒÏÐÒÉÁÔÅȟ 
ÕÓÕÁÌÌÙ ÅÉÔÈÅÒ Ȱ/ÎÌÙ ÌÁÂÅÌ ÁÎÄ ÎÕÍÂÅÒȱ ÏÒ ȰÐÁÇÅ 
ÎÕÍÂÅÒȱ

Click Insert.



Your Turn
Add a small line or paragraph of text.  

Within that paragraph, add:

a cross-ÒÅÆÅÒÅÎÃÅ ÔÏ ÏÎÅ ÔÁÂÌÅ ÙÏÕȭÖÅ ÃÒÅÁÔÅÄ

a cross-reference ÔÏ ÏÎÅ ÆÉÇÕÒÅ ÙÏÕȭÖÅ ÃÒÅÁÔÅÄȢ



Bibliography and Citations
NOTE:  These instructions are for Word-specific 

features.  RefWorks may act differently.

NOTE:  It is by far easiest to manage references as you 
go.  Whenever you access an article, book, or other 
source, add it to your list of managed references right 
then while you have the material and all the 
ÐÕÂÌÉÃÁÔÉÏÎȭÓ ÉÎÆÏÒÍÁÔÉÏÎȢ



Bibliography and Citations
FIRST, make sure you know which format you are 

using (e.g. APA, MLA)

Set Word to use the appropriate format under 
References->Style



Bibliography and Citations
To add a new source (book, article, etc.):

Click on References->Manage Sources

#ÌÉÃË ÏÎ .Å×ȣ

Add the appropriate information for the source.

You can also delete and modify information about 
sources here as well.



Bibliography and Citations
To cite a source:

Click on References-Оȱ)ÎÓÅÒÔ #ÉÔÁÔÉÏÎȱȟ ÁÎÄ ÃÌÉÃË ÏÎ ÔÈÅ 
source you wish to cite.



Bibliography and Citations
To insert a bibliography:

Create a new page in the appropriate location.

On that page, click 
Ȱ2ÅÆÅÒÅÎÃÅÓȱ-Оȱ"ÉÂÌÉÏÇÒÁÐÈÙȱ-Оȱ)ÎÓÅÒÔ Bibiographyȱ



Your Turn
Add a new source of your choosing (the information 

can be fake)

Write a small piece of text, and within this text, add a 
citation to the source you have created.

Insert a bibliography into the document.



Wrap-Up
You now have the beginnings of a formal thesis 

document 

This document includes examples of using features in 
Word which will simplify writing and editing of your 
thesis.

Using these tips and features will likely save you 
significant time when writing and revising your thesis, 
especially in the last couple months of writing.


