
PhD Thesis formatting tips – Thank you Chris Condin, Kisha 
Supernant, and Susan Hicks!! 
 
It is a good idea to address formatting your thesis *before* you begin writing, and to set 
up your word-processing file properly with headings etc. to avoid headaches later on 
(good to know!). Here are some links about the requirements: 
 
Thesis formatting in Microsoft Word (including templates!): 
http://learningcommons.ubc.ca/get-teched-up/getting-help/thesis-formatting/ 
 
UBC FoGS page on thesis and dissertation prep: http://www.grad.ubc.ca/current-
students/dissertation-thesis-preparation 
 
A couple of other thesis writing tips: 
 
1. In general, if you are writing your thesis in Word, there are a lot of little tricks that it 
has that can make your life easier when it comes to formatting (e.g. creating sections and 
subsections for different kinds of page #ing, consistent heading styles, automatic table of 
contents, figure lists, hyperlinks/cross-references, etc.).  The only problem is knowing 
that they exist and figuring out how to do it. I would recommend exploring a little bit all 
of the buttons that you don't use regularly and seeing what they are--I was amazed when 
doing my masters thesis (which had even stricter formatting guidelines), how much Word 
could do for you.  If anyone wants to know specific things, feel free to ask. 
 
2.  One other tip that I don't know if I sent to this list or not (sorry if its a repeat)--is the 
citation software Zotero, which is a free plug-in for Mozilla Firefox browser.  You also 
have to download the plug in for Microsoft word as well, but it has made my life a 
million times easier. You don't even have to type in reference info...just find the source 
on the internet/library web page and it can find the bibliographic info and put it into your 
document for you. 
 
3. And finally, from someone who has just finished final formatting, double check all 
your figures, tables, and citations, especially if you write chapters in different files and 
then merge. Before you submit (or PDF), select all text and use CRTL-SHIFT-F9 to 
remove the fields for the cross-references (and bibliography) and save as a new file. This 
saves a lot of headaches and "Error! Ref Source Not Found". Also, double check the 
formatting requirements, as they do sometimes change from the first time you set up your 
document to when you have to submit.  
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