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DeadlinesDeadlinesDeadlinesDeadlines
 Check out SPH Academic Calendar for deadlines: 

(http://www uic edu/sph/osa dates htm)(http://www.uic.edu/sph/osa_dates.htm)

School of Public Health:
S i  2009 F id  M h 6   2009Spring 2009- Friday, March 6,  2009
Summer 2009 – Friday, July 10, 2009

Last day to submit thesis/dissertation to JKong for format approvalLast day to submit thesis/dissertation to JKong for format approval

Graduate College: 
S i  2009 F id   M h 20  2009Spring 2009- Friday,  March 20, 2009
Summer 2009 – Friday,  July 24, 2009

Submission of approved thesis/dissertation for graduation this term.



Important Websites: Graduate Important Websites: Graduate 
CollegeCollege

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



Thesis ManualThesis ManualThesis ManualThesis Manual



Important Websites: School of Important Websites: School of 
P bli  H l hP bli  H l hPublic HealthPublic Health

http://www.uic.edu/sph/students_thesis.htm



Thesis 
Checklist

M bMust be 
included in 
the packagethe package 
upon 
submission 
to Dean’s 
Office.



Most Frequently Found ErrorsMost Frequently Found Errors



Required DocumentsRequired DocumentsRequired DocumentsRequired Documents

Errors: No submission of  these documents.  Program format 
approval form unsigned.



Cover PageCover Page •Title should be 1 inch from top.
•Title and name of  student must 
match the red bordered certificatesmatch the  red bordered certificates.

•Mixed case for title.
Errors: Errors: 

Titl ll l r th 1 i hTitl ll l r th 1 i hTitle usually lower than 1 inch. Title usually lower than 1 inch. 
Abbreviations not acceptable.Abbreviations not acceptable.

All caps.All caps.

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

…. Doctor of  Philosophy in …. Doctor of  Philosophy in 
Epidemiology/ BiostatisticsEpidemiology/ Biostatistics



AbstractAbstractAbstractAbstract
 Abstract is mandatory for doctoral students
 No pagination
 “Department of Public Health Sciences”

Errors:
Mi i  th  b t t f  PhD di t ti Missing the abstract for PhD dissertations.

 Pagination
 Header shows SPH unit or School of Public  Header shows SPH unit or School of Public 

Health



AcknowledgementAcknowledgementAcknowledgementAcknowledgement

 Error: Missing initials



PaginationPaginationPaginationPagination
 1st page of each major section should be on 

the bottom of the page and centered; the 
remaining pagination is top right.

 Errors: 
◦ Whole document paginated similarly- all pages Whole document paginated similarly all pages 

are paginated either top right or bottom 
centered.

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



Table of ContentsTable of ContentsTable of ContentsTable of Contents
Errors:
Leading dots are not linedLeading dots are not lined 
up.

Spacing inconsistent.p g

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 incompared to the content in 
text.



Tables and FiguresTables and FiguresTables and FiguresTables and Figures

Errors:
•Tables will have numbers and be mixed caps.p
•Figures will be capitalized.
•Titles don’t match content.
•Continued tables & figures do not have word “continued.”



Headers and SubheadingsHeaders and SubheadingsHeaders and SubheadingsHeaders and Subheadings

 Subheadings in the content must be g
underlined

 Error:
◦ No underlining in subheadings◦ No underlining in subheadings



Tables and Figures in TextTables and Figures in TextTables and Figures in TextTables and Figures in Text
 A table and figure should be separated from 

the text both above and below it by 
 f   

y
approximately five single spaces.

 Errors: Errors:
◦ Text is placed immediately following tables and 

figure.

◦ Titles of tables and figures do not match the List 
of Tables and List of Figures in the Table of 
ContentsContents

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



AppendicesAppendicesAppendicesAppendices
 If more than one appendices, a separate page should be 

labeled “APPENDICES” with pagination on the bottom p g
centered. 

 Subsequent pages of Appendix will have word  “Continued” 
di    th  1 appendix are more than 1 page

 Label should be “APPENDIX A”, etc.

Errors:
 The word “continued” is not added on subsequent  The word continued  is not added on subsequent 

pages of appendix
 Incorrect format of APPENDIX – “Appendix 1”Incorrect format of APPENDIX Appendix 1



Dissertation/Thesis Dissertation/Thesis 
Formatting SuggestionsFormatting Suggestions
WITH D  WITH Demonstration 
By 
Janet Mattocks



Formatting SuggestionsFormatting SuggestionsFormatting SuggestionsFormatting Suggestions

 Complete all suggestions by your p gg y y
thesis/dissertation committee before you 
start the final formatting.g

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



Pagination SuggestionsPagination SuggestionsPagination SuggestionsPagination Suggestions
 Each section can be paginated separately.

 Create a separate file for just 1st pages of each 
major section and re lace at the before major section and replace at the before 
submitting the document.

 To change pagination, 1st create your 1st page  
with bottom centered page. Then go to page 
setup to start “different 1st page” . On your 2nd

page, go to your header and select page number 
and align rightand align right.



Dissertation/Thesis Formatting SuggestionsDissertation/Thesis Formatting Suggestions

 Do not do your table of contents until y
the end.

 Use table structure to organize table of 
contentscontents.



Dissertation/Thesis Formatting SuggestionsDissertation/Thesis Formatting SuggestionsDissertation/Thesis Formatting SuggestionsDissertation/Thesis Formatting Suggestions

 If you need to have a landscape chart in-y p
between your portrait, 1st do a section 
break (next page) before and after the ( p g )
page that you want to make landscape.

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



Contact:Contact:
Julie Kong, M.Ed, RD
Associate Director, Research Services
jckong@uic.edu
x3 8508x3-8508



Thanks for Your Attention!Thanks for Your Attention!


