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TYPE YOUR TITLE HERE IN ALL CAPS	Comment by T. Petra Emmer: When typing in your title, just type over this text so as to maintain the correct spacing. If for some reason the space below the title ends up smaller than the other large spaces on this page, go into the paragraph settings and make sure this line is set to double space with 42 pt below. The text and comments in this template will teach you how to use this template. Keep a clean copy of this template so that you can refer back to any comments or text that you have deleted while formatting your manuscript. 

by	Comment by T. Petra Emmer: There is a video on how to use the template located here https://youtu.be/BKMMITEjuP4?si=7Hw9o3bYMUsPhPOD
Your Full Legal Name
A choose an item submitted to the faculty of
The University of Utah	Comment by Trista Emmer: Remove the highlighting before turning into a PDF and submitting

in partial fulfillment of the requirements for the degree of
Doctor of Philosophy	Comment by Trista Emmer: Change this to reflect the degree you are receiving. If you are receiving a degree that does not match the title of your department add in a line that says “in” (note that it is lower case) and then a second line that states your degree title. The three lines, Degree Type, in, Degree title, should be double spaced. 
Department Name
The University of Utah	Comment by Trista Emmer: There are only three month available to choose from. Choose the month that you will graduate, not the month you defended.
Choose an item. choose an item. 

Copyright © Your Legal Name choose an item.
All Rights Reserved
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	Comment by Trista Emmer [2]: Each MAIN HEADING must start at the 2” mark on the page. The way to do this is to have 1 blank line styled “Top Margin” above each Main heading. 
[bookmark: _Toc221028950]ABSTRACT	Comment by Trista Emmer [2]: If you end up with page numbers on these pages, here is a video about how to delete them. https://youtu.be/0Xly0iLe3IA?si=EYSzWDll5kR9JZRh
Your abstract goes here. Make sure it is styled “Thesis Normal” in the styles box above. It may be no more than 350 words in length.	Comment by Trista Emmer [2]: If you would like to block justify your text, here is a video that will show you how to do that. You can use the same steps to change the font. Make sure if you change the font that you change the font everywhere, including the page numbers. https://youtu.be/6ERVZ-GOoKY?si=MYnIbJwbS2QUfCpX
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If you want to put a dedication in this is where you would put it. If you want an epigraph or a frontispiece, you will copy this page for each of the items you want and put them here, as well. 
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TABLE OF CONTENTS	Comment by Trista Emmer [2]: The title TABLE OF CONTENTS is styled “Chapter Heads” so that it has the same spacing as the other MAIN HEADINGS, but without appearing in the table of contents.
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This is your 1st-level subheading	1
Another First Level Subheading	3
Equations	3
Example of a Landscape Page	6
2  SECOND CHAPTER TITLE: LOCAL NUMBERING	7
2.1 Locally Numbered First-Level Subheading	7
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A  EXAMPLE OF A STANDARD APPENDIX	12
B  EXAMPLE OF A PART-TITLE PAGE	13
REFERENCES	15



	Comment by Trista Emmer: If you are calling your main sections chapters you will need to manually add the word “Chapters” to the table of contents after you update the field. 

If you have appendices you will need to manually add this word to the table of contents after you update the field. You will need to do the same with the word appendices if you have more than one appendix
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[bookmark: _Toc221028951]LIST OF FIGURES	Comment by Trista Emmer: Delete this list if you have fewer than 5 figures or greater than 25.
Figures
1. This first sentence of your figure caption must be a general description of the figure 
as a whole.	4
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[bookmark: _Toc221028952]LIST OF TABLES	Comment by Trista Emmer: Delete this list if you have fewer than 5 tables and greater than 25.
Tables
1. This is a sample table.	5
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[bookmark: _Toc221028953]ACKNOWLEDGMENTS
If you choose preface, then any acknowledgments you have will go directly after the end of your preface text without a new section. See the Handbook for what the purpose and content of a Preface is. 	Comment by Trista Emmer [2]: This section break controls the change from bottom center Roman numeral page numbering in the preliminary pages to top right Arabic numbering in the main body of the manuscript. Do not delete this section break. If you need to remove this page, put your curser at the end of the line of the paragraph above and select up to catch the section break at the end of the previous page. If you accidentally delete this section break, we have a video on our YouTube page showing how to fix your page numbers. 
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CHAPTER 	Comment by Trista Emmer [2]: If you do not wish to call your main sections chapters, you will delete this word chapter and move the chapter title to the same line as the main section number. If you do not want the chapters numbered, then delete the number. Make sure that the chapter title is styled Heading 1 MAIN HEADINGS in the style box above.
[bookmark: _Toc221028954]1

CHAPTER TITLE GOES HERE	Comment by Trista Emmer [2]: I have used a style separator to give the chapter numbers the same heading style as the chapter title while applying the Top Margin style to the word "Chapter." so it doesn't appear in the table of contents, I have also used two "soft returns" to create the heading space between the top and second lines so that the chapter number shows up right next to the chapter title in the Table of Contents. If your chapter title needs to be broken into multiple lines, use soft returns to break the lines so they stay as only one entry in the table of contents.

If you are not calling your main sections chapter, then you can delete this entire line. If you are calling them chapters then try to leave this line alone and simply type over the chapter title so that you don't delete the soft returns. (hold shift while hitting enter if you need to recreate the 2 soft returns to get the correct spacing.) 

If you are on a Mac and do not have the option of using a style separator, or if the style separator is not working correctly, delete the "Chapter #" and retype it, styling the entire line with Main Heading. You will then need to manually delete the repeated word chapter from the table of contents.
Begin text with either body text or a subheading. Make sure all body paragraphs within the main pages, as well as the abstract and appendices, are styled “Thesis Normal.”
[bookmark: _Toc118374637][bookmark: _Toc221028955]This is your 1st-level subheading
This is your 2nd-level subheading
This is your 3rd-level subheading
This is your 4th-level subheading
This is your 5th-level subheading
This is your 6th-level subheading
You may skip levels if you prefer a different appearance scheme, as long as you skip them in order and you are consistent with this scheme choice for each chapter. For instance, you can start with the 3rd level subheading but then you have to move to one of the lower subheading levels for your next level. This “skipping” should be for appearances only. Your first level subheadings must still be styled with the first level subheading style to appear in the table of contents. To do this, select the entire subheading text. Change the appearance to how you would like it to look. Open the style pane and either right click on the style name or click the little down arrow to the right of the style name. Select “update to match selection.” This will change the appearance of this style wherever it appears in the manuscript. 
This is an example of a lower subheading following body text
Even though this is a lower-level subheading, there is still a heading space above it. The only time a freestanding subheading does not have a heading space above it is when it is consecutive with a higher-level subheading. 
The following is an example of a numbered list.
There are styles for number list and bullet list in the style pane.
Once you apply one of these styles to text, there will be a large space between the paragraph above and the list. Click into the paragraph above and go into the paragraph settings. Set the space after to be 0 pt. 
Alternatively, you can click into the paragraph above and then click the button that allows you to change the spacing of the lines. There will be an option to “remove space after paragraph.”
This is an example of a bullet list. 
· If you need a lower-level bullet in your bullet list, you can change list levels using the bullet list button above. You will likely need to adjust the tabs to get a reasonable indent.
This is a regular paragraph coming after the lists. Notice that there is no heading space between the lists and the body paragraph.
This is an example of a block quote that comes within a section. Notice that it is followed by a double space. There is a style called block quote in the style pane. It is set to add 14 pt after the block quote to create this double space.
Here is another block quote that comes immediately after a block quote. Notice that there is a double space between the quotes.
You can do block quotes either single or double spaced, but your choice must be consistent for all block quotes in the manuscript. It looks more professional to have them single spaced, but the choice is yours. 
This is an example of a block quote that comes immediately before a subheading. Notice that the size of the heading space is maintained. This heading space is maintained by going into the paragraph settings of this quote and adding 42 pt after.
This is a subheading that immediately follows a block quote
If you do not make these manual spacing adjustments noted in the block quote above, your manuscript will not be correctly formatted and might result in a delay in your graduation. Also note that this third-level subheading follows the second-level subheading instead of the first-level subheading. Do not skip subheading levels. 
[bookmark: _Toc221028956]Another second-level subheading that is longer than 5” 
and thus must be split into multiple lines
When you have a subheading that is longer than 5”, it must be split into as many lines as it takes to fit the entire subheading in lines that are shorter than 5”. We prefer the inverted pyramid shape, but as long as the lines look balanced the lower lines may be longer than the top line. 
[bookmark: _Toc221028957]Equations
This is an example of how a display equation (Eq. 1) should look. You do not need to add the equation number if you are not referring to your equations by number in the text. Make sure that the equation is styled thesis normal. If the text below the equation is not thesis normal, and is instead an item such as the examples above, make sure you make the same spacing adjustments that you made for the lists and quotes. 
		(1)
where a equals something and b equals something else. 
Make sure to remove the .5” indent from the equation, change the justification from block to left, and add a center tab and a right tab. There is a video on our YouTube channel that demonstrates how to do this. The video also demonstrates how to add period leaders if your style guide requires period leaders.	Comment by T. Petra Emmer: https://youtu.be/wLRT3Rj0QHk?si=tQIsd0UO0QVm-U2J
No matter what size spacing you choose for the equation, the equation must be centered in the vertical space. 


[image: L.B. Jefferies’ view of the Thorwald apartment from his window. Lars cans be seen from the larger living room window standing while his wife Anna is seen through the bedroom window to the left sitting up in bed. Both windows are open with the curtains and the blinds drawn. The two open windows are upon a brick building with signs of weathering indicative of the New York City setting. A drainpipe divides the space between the two, figuratively and literally placing a line between their respective spaces.]
[bookmark: _Toc118378762]Figure	Comment by Trista Emmer [2]: This word “figure” is styled Fig/table leads. This keeps the word figure out of the list of figures and does not affect the spacing of the figure caption. 
[bookmark: _Toc221029084] 1. This first sentence of your figure caption must be a general description of the figure as a whole. 
Here you should put any other explanatory text about the figure and definitions of any parts. Style it with “Thesis Normal” but make it single spaced and remove the indent. Make sure you mention every figure and table by number within the text and that they are either placed at the end of the chapter in the order they were mentioned or grouped by type. This choice of placement must be consistent for each chapter.	Comment by Trista Emmer [2]: This descriptive text for the figure is styled “Figure Descriptive Text.” 


[bookmark: _Toc118378786]Table 	Comment by Trista Emmer [2]: This word “table” is styled Fig/table leads. This keeps the word table out of the list of tables and does not affect the spacing of the table title.
[bookmark: _Toc212134365]1. This is a sample table. 	Comment by T. Petra Emmer: Table titles are styled with the Table Title style in the style pane.
Your table titles must be single spaced with a double space between the title and the table, just like this one. Only the first line needs to be styled with the table title style as only the first line is all that is needed in the List of Tables. Make any subsequent sentences match the paragraph settings of the table title style. 	Comment by Trista Emmer [2]: This descriptive text for the table is styled “Table Descriptive Text. If you need to use this style, before sure to remove the extra space that will be added below the actual table title so that the entire block of text – table title and explanatory  text – will be one single-spaced block with a double space between it and the table. 
	Page
	Required
	Counted
	Visible Page Number

	Title Page
	Mandatory
	Yes
	No

	Copyright Page
	Mandatory
	No
	No

	Statement of Thesis/Dissertation Approval
	Mandatory
	Yes
	No

	Abstract
	Mandatory
	Yes
	First page no, additional pages yes

	Dedication
	Optional
	Yes
	No

	Frontispiece
	Optional
	Yes
	No

	Epigraph
	Optional
	Yes
	No

	Table of Contents
	Mandatory
	Yes
	First page no, additional pages yes

	List of Tables
	Mandatory if between 5-25
	Yes
	First page no, additional pages yes

	List of Figures
	Mandatory if between 5-25
	Yes
	First page no, additional pages yes

	List of Symbols/List of Abbreviations
	Optional
	Yes
	First page no, additional pages yes

	Acknowledgements
	Optional
	Yes
	First page no, additional pages yes

	Preface (includes Acknowledgements)
	Optional
	Yes
	First page no, additional pages yes
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[bookmark: _Toc221028958]Example of a Landscape Page
This is an example of a landscape page. Notice how the side margins are now 1” and the top and bottom margins are 1.25”. This is to replicate the effect of a portrait page turned sideways. The only difference is that we allow the page number to remain n the top right corner of the page. Also notice that there is a page number on this page because it is not a page with a main heading. See the video on our YouTube channel about how to manage page numbers on main heading pages for information on how to get the page number to appear on this page without affecting the page numbers on the main heading pages.
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CHAPTER 
[bookmark: _Toc221028959]2

SECOND CHAPTER TITLE: LOCAL NUMBERING
If you need to use local numbering for your subheadings and figures/tables, here is an example of how to do it.[footnoteRef:1] The choice to use or not use local numbering must be consistent from chapter to chapter. Local numbering is always used when previously published articles appear as chapters within the manuscript.	Comment by Trista Emmer [2]: To edit footnotes, here is a handy video about how to do it. https://youtu.be/XDgINrPuRz0?si=Sya-C3JSsohzGng5 [1:  This is an example of a footnote. The large blank space at the bottom of this page is an example of the rule that there must be at least two lines of body text beneath subheadings at the bottom of a page. If there isn’t room for the heading space, subheadings, and two lines of body text, then all must be moved to the top of the next page. If you are using the thesis normal style and the heading styles, the template will do this shifting automatically.] 

[bookmark: _Toc221028960]2.1 Locally Numbered First-Level Subheading
Local numbering uses the chapter number and then the section or subsection number separated by decimals. A period does not need to be placed at the end of the final number, but if it does, this choice must be consistent for all subheadings.
2.1.1 Locally Numbered Second-Level Subheading
2.1.1.1 Locally Numbered Third-Level Subheading
2.1.1.1.1 Locally Numbered Fourth-Level Subheading
The numbering continues in sequence. If you are using local numbering for your subheadings, you need to do it for your tables and figures, as well. If you are calling out your equations by number, they also need to use local numbering.
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CHAPTER 
[bookmark: _Toc221028961]3

CHAPTER TITLE
Type your content here








CHAPTER 
[bookmark: _Toc221028962]4

CHAPTER TITLE
Type your content here.
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CHAPTER 
[bookmark: _Toc221028963]5

CHAPTER TITLE
This template has five chapters because most theses and dissertations consist of five chapters. If your manuscript has more than five chapters, follow the formatting for any new chapters. Make sure that you end each chapter with a section break to keep the pagination correct. If you have fewer than five chapters, delete the extra chapters. Make sure to delete their accompanying section breaks.
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APPENDIX 	Comment by Trista Emmer [2]: If you have only one appendix, then you do not use the letter A, just APPENDIX, you can choose to give the appendix a title or not. See the Handbook for more detail.
[bookmark: _Toc221028964]A

EXAMPLE OF A STANDARD APPENDIX
Start your appendix material here. 
.
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APPENDIX 
[bookmark: _Toc221028965]B

EXAMPLE OF A PART-TITLE PAGE	Comment by Trista Emmer [2]: I have used a section break after this title and then set the layout of this section to center vertical. You do not have to do this, you can simply use a page break and use hard returns to center the title on the page. Or you can choose to have the appendix title two inches from the top of the page (using a blank line styled Top Margin) just as for the rest of the chapters. 
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Instructions for Appendix Part-Title Pages	Comment by Trista Emmer [2]: If you are using a section break at the bottom of the part-title page, you will need to make sure that you edit the header so that a page number appears on this page. There is a video on our YouTube channel illustrating how to work with page numbers and section breaks. 
Start your appendix material here. Part-title pages are used if you have any appendix material that needs to start on its own page. If you need to use a part-title page for one appendix, you need to use them for all your appendices. 
Appendix Subheadings
Notice that the subheadings in this appendix only look like the subheadings in the main body of the manuscript, they are styled with a word style that is not tagged as a heading. You must follow the appearance of the subheading scheme you used for your main text, but instead of applying specific subheading styles above, apply this generic appendix subheading style and then just change the appearance to match the correct subheading level.  
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[bookmark: _Toc221028966]REFERENCES
[bookmark: _Hlk212125394]These lines are styled as if they were reference entries. They have hanging indents. You can change the type of indents manually.	Comment by T. Petra Emmer: The references are styled with the References style in the style pane.
If you need to change the type of indent, make sure you update the reference style so that all the reference entries have the correct indent or lack of indent. 
If you are using reference management software, after you update the references, you can select them all and apply the reference style from the style pane above.
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