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Deadlines

e Check out SPH Academic Calendar for deadlines:

( )

School of Public Health:

Spring 2009- Friday, March 6, 2009
Summer 2009 — Friday, July 10,2009

Last day to submit thesis/dissertation to [Kong for format approval

Graduate College:
Spring 2009- Friday, March 20,2009
Summer 2009 — Friday, July 24,2009

Submission of approved thesis/dissertation for graduation this term.



Important VWebsites: Graduate

College

UIC GRADUATE
e e COLLEGE

Home

About UIC & the Graduate
College

Academics & Programs
Diversity Matters

Funding Your Education

Graduate Studies Step-By-Step

Graduate Forms & Publications

For Faculty & Staff

Home = Graduate Studies Step-By-Step = Thesis

Thesis

Thesis Manual

The Thesis Manual was prepared by the Graduate College to
provide guidance for the student and advisor in the formal
preparation of the thesis, and should be consulted befare the
student begins in compiling the document. \While there are a
number of format and presentation requirements that need to be
adhered to, the Graduate College allows for disciplinary
manuscript practices and the guidelines allow enough flexiblity in
most areas for this, Consult the manual for more information, and
also review the checklist at the back,

O http://grad.uic.edu/cms/?pid=1000027




Thesis Manual

THE
UNIVERSITY OF ILLINOIS
AT
CHICAGO

GRADUATE COLLEGE

THESIS MANUAL

Chicago, IL 60607-T106

Phone: (312) 4 550 13-0185

13-2 Fax: (312)4
http./grad.uic.edu



Important Websites: School of
Public Health

Theasis/Dissartation Formatting Guidelines and Farms

Formatiing Ihstructions ghd Forms:

Congratulations! MNow that vou have successfully defernded wvour
thesis/dissertation, the formatting of vour docurment is the final step prior
to submission of yvour thesisfdissertation to the Graduate College (MS and
PhD students)y,School of Public Health (DrPkh students). Instructions and
forms for the process of submission of vour document for each degree are
listed below .

Be sure to check the Dates & Deadlines section on the SPH website,

RMOTE: The forms are available either in Adobe Acrobat@® PDF format or
as a Microsoft Word docurment,

Masteris, PhD, gnd DrPh degrees

Graduate College Thesis Manual

Process for submitting vour thesisf/dissertation for format approval in
SPH

SPH Checklist of Thesis/Dissertation Contents Prior to Final Format
Review




Verification of Thesis/Dissertation Contents

PRIOR to Final F ormat Review
{This form must be inclicled with your thesis/dissertation submission)

{revised October 1, 2007) Thesis

The following content items ate ineluded with the thesis/dissertation that [ am swbmitting,

O 2 Centificates of Approval (33, or PAD Students only) C l e C l l iS t

[ DepartmentProgram Approval Form signed by the thesis advisor

[ Title Page (title starts 1 inch from the togp)

O Table of Contents. including correct page mumbers for each section and the listing of tables and figures. MuS t b e

[ Summary

[ &bstract (doctoral-degree students only) lnCIuded ln
O Content the package

s  Pagination — 1% page of each major heading is paginated on the hottom of the page and ceniered.
Subsequent pages in the section are paginated at the top right corner of the page.

+  Subheadings are underlined. up On

[ Tahles are embedded in the text; table titles are ALL CAPS and numbered with roman rumerals. Each table

should be separated from the text by 5 lines spaces above and below the table. SUb miS Sion

O Figures are embedded in the text; figure titles ONLY have the 1% letter of sach title capitalized. Each figure
should be sepatated from the text by 5 lines spaces ghove and below the figure.

to Dean’s

[ References

O Appendices (if there are more than | appendices, there is a separate page labeled “APPENDICES” which is O ffice °
paginated bottom centered.

O vita

*Thesis/dissertations st be submitted on hard copy. Electronic submdssions of thesis/dissertation are subject
to a$2 00/page printing charge.

If any items are missing/incompletedncorrect, I understand that my thesis'dissertation will be returned to me
NOT teviewed by the Dean’s Office. The Dean’s Office needs 3 business days to review your thesis priot to
submission to the Graduate College. Plan your submission carefully. It iz yow responsibility to meet the
Graduate College deadlines for graduation.

Signature of Student/'E-mail Date Submitied



> Most Frequently Found Errors



Required Documents

THE UNIVERSITY OF ILLINOIS AT CHICAGO
Graduate College
CERTIFICATE OF APPROVAL

defense b warfien
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Dale of successiul

UnivERSITY OF ILLINOIS
AT CHICAGOD
Gracum= Colege (WS 1520
Uniyersity Hal

521 5. Miongan Srest
Chicago, IL S0EDT-T108

GRADUATE COLLEGE
DERPARTMENT/FROGRAM FORMAT AFPROVAL

Thits I5 to certily that ine farmat and qualty of presentation of the theels/dissertation auihored
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Errors: No submission of these documents. Program format

approval form unsigned.



Cover Page

TITLE PAGE
Spacing, format and information (substituting your own information) should be exactly as this example.
Begin the actual tite one inch (17) from the top of the page, and then space the rest accordingly.
A page number does NOT appear on this page, although it is page i in sequence.

R ——

Cancer-Related Pain

Titke must b= exactly as it
appears on the Certificate of

Approval. A Multidimensional Approach

Tithe must use mixed case, be
bolded, and consistof a
maximurm of 105 characters,
mchuding spaces.

Do not use any abbreviations,
mcluding scientific,
mathematical or chemical
names or symbals, etc.

‘Your name must appear BY
exactly as on the Cerfificate of

Approval.
ORAH BROSSEAU McGUIR
B.S., University of Pennsylvania, 1974

M.S., University of lllincis at Chicago, Chicago, 1981

List all previousty earned
degrees, baccalaursate or
higher only (or intemational
equivalent). Do not list here
the degres ywou are curmently
recsiving.

THESIS

Submitted as partial fulfillment of the requirements
for the degree of Doctor of Philosophy in Mursing Sciences
List the degree here that you in the Graduate College of the
will be receiving. and year University of lllinois at Chicago, 1987

Use the year of the term of official graduation,

not the year of the defense or submission of
Chicago, lllinois

NOTE: Usually a comection of year is
necessary when a thesis is defended andior
submitted to the Graduate College i the Fall
term but graduation occurs in the Spring term
of the next calendar year.

the thesis to the Graduate College, i different.

*Title should be 1 inch from top.
*Title and name of student must
match the red bordered certificates.

*Mixed case for title.

Errors:

Title usually lower than 1 inch.
Abbreviations not acceptable.

All caps.

Title or name of candidate does
not match the RBC (occasional
error but most critical!)

.... Doctor of Philosophy in
Epidemiology/ Biostatistics



Abstract

* Abstract is mandatory for doctoral students
* No pagination
» “Department of Public Health Sciences”

Errors:
e Missing the abstract for PhD dissertations.
 Pagination

e Header shows SPH unit or School of Public
Health
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e Error:Missing initials



Pagination

|t page of each major section should be on
the bottom of the page and centered; the
remaining pagination is top right.

e Errors:

> Whole document paginated similarly- all pages
are paginated either top right or bottom
centered.

o Landscape charts paginated on bottom of
landscape. Should still be top right



Table of Contents

TABLE OF CONTENTS
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Errors:
Leading dots are not lined

up.
Spacing inconsistent.

Titles of headers and
subheadings do NOT
match content headers and
subheadings (words are
transposed, incomplete, in
abbreviations)

Page numbers are wrong
compared to the content in
text.



Tables and Figures

LIST OF TAEBLES

TABLE FAGE
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1l. DEMOGRAFPHIC CHARACTERISTICS OF & GROUP e . 78
1I. CLINICAL CHARACTERISTICS OF E .......... 78
Om an
V. PalN AMND ANALGESIC PROFILE OF | .q,r;cap ”lm].,araf
S =5
W DEMOGRAFPHIC CHARACTERISTICES OF AlMN-Fro . n EH.E

WL CLINICAL CHARACTERISTICS OF PAIN-FREE GROUP ...

LIST OF FIGURES

FIGURE

1. The conceptualization underlying the study of health and iliness

cognifion of Sahiraird L= OO .
Z. Regions 8. g T e

1':'J"I'J‘J,,.r 1t
Slterig cq i
IH”_zed
Errors:

*Tables will have numbers and be mixed caps.

*Figures will be capitalized.

*Titles don’t match content.

*Continued tables & figures do not have word “continued.”



Headers and Subheadings

» Subheadings in the content must be
underlined

e Error:

> No underlining in subheadings



Tables and Figures in Text

A table and figure should be separated from
the text both above and below it by
approximately five single spaces.

e Errors:

o Text is placed immediately following tables and
figure.

o Titles of tables and fisures do not match the List
of Tables and List of Figures in the Table of
Contents

° For continued pages, the titles of the tables and
figures and word “continued” is not on
succeeding pages.



Appendices

* |f more than one appendices, a separate page should be
labeled “APPENDICES” with pagination on the bottom
centered.

» Subsequent pages of Appendix will have word “Continued”
appendix are more than | page

* Label should be “APPENDIX A”, etc.

Errors:

e The word “continued” is not added on subsequent
pages of appendix

¢ Incorrect format of APPENDIX —“Appendix |”



Dissertation/ Thesis

> Formatting Suggestions
WITH Demonstration
By
Janet Mattocks



Formatting Suggestions

o Complete all suggestions by your
thesis/dissertation committee before you
start the final formatting.

* Complete your dissertation in sections
especially if there are various formats
throughout the document.



Pagination Suggestions

e Each section can be paginated separately.

* Create a separate file for just |t pages of each
major section and replace at the before
submitting the document.

* To change pagination, |** create your |** page
with bottom centered page.Then go to page
setup to start “different |5t page” . On your 2"
page, go to your header and select page number
and align right.



Dissertation/Thesis Formatting Suggestions

* Do not do your table of contents until
the end.

» Use table structure to organize table of
contents.



Dissertation/Thesis Formatting Suggestions

* If you need to have a landscape chart in-
between your portrait, |5 do a section
break (next page) before and after the
page that you want to make landscape.

e Go back to the page that you want to
change the setup to landscape.



o Contact;
Julie Kong, M.Ed, RD
Associate Director, Research Services

x3-8508



o Thanks for Your Attention!



