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Common Mistakes

(That you’re going to fix about 100 times over the next two semesters.)
Issue #1: Your document has incorrect page numbers.
First, determine what caused the numbering error in your template:
A. Your document is missing all page numbers.
B. Your Abstract Page is not Page 1 (Arabic numeral).
If A: Are you using our pre-prepared thesis template? If not, download one from our
website (http://ugr.tamu.edu).
If B: Did your Table of Contents (ToC) exceed one page?
Example:

(B Solution on next page)
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B Solution:
1.
2.
3.
4.

Insert cursor at the end of the last line on the first page of the ToC.
Next, navigate to the Layout tab and select the Breaks drop-down menu.
Then, under Section Breaks, click Continuous to resolve the numbering error.
Repeat Steps 1-3 if you add more content to your ToC.

Example:
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Issue #2: The leader dots in the Table of Contents are broken.
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First, determine which issue is causing problems with the leader dots:
A. Accidentally deleted pre-prepared leader dots.

B. Leader dots that look different than the others.

C. Mismatched leader dots with periods.

D. Too much space in between text and leader dots.

A-D Solutions:
1.
2.
3.
4.

Our thesis templates are set to create leader dots using the “Tab” key on your keyboard.
Place your cursor directly after the text and hit the “Tab” key to auto-create leader dots.
DO NOT use periods or other characters to fill in leader dots.
Older versions of Microsoft Word and Microsoft Word for Mac may not cooperate with these settings.
If this is the case, try copy and pasting existing leader dots into the area where leader dots are missing.

Example:
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Issue #3: Inconsistent content or spacing in the Table of Contents (ToC).

First, determine which issue is causing problems with the content or spacing:
A. Your Chapter headings and subheadings must be worded exactly the same way in the
ToC as they are in the body of the document.
A Solution:

Cross check each subheading in the body of the document with what is listed in the ToC.
Always be consistent and proofread your work before submitting.

B. Inclusion of the wrong type of subheadings in the ToC.
B Solution:

The ONLY subheadings that should be included in the ToC are first-order subheadings
(the bold ones). Remove all second or third-order subheadings from the ToC.

C. Inconsistent spacing after major headings or subheadings in the ToC.
C Solution:

Major headings and subheadings are followed by one single-spaced paragraph return.
See example below to check for correct spacing.

Example:
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Issue #4: A major heading is not at the top of a new page.
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Issue #4 Solution:
1. Insert cursor at the end of the last line of the section before the new major heading.
2. Next, navigate to the Layout tab and select the Breaks drop-down menu.
3. Then, under Page Breaks, click Page to push your new section to the next page.

Example:

4. Check to make sure that your chapter heading is at the very top of the next page. If there is extra space
between your chapter heading and the top 1” margin of the page, you will need to delete all of the
extra space so that the chapter heading touches the top margin.
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Issue #5: Your document has inconsistent paragraph spacing.
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First, determine which issue is causing the inconsistent spacing in your document:
A. You are inconsistently adding a line of space in between some paragraphs
and not others. Decide which type of spacing you will use throughout the
entire document and correct all instances of inconsistent spacing.
Note: Do not add empty lines below subheadings.
B. Microsoft Word adds extra space before and after paragraphs automatically.
Example:

Note significantly more space in between all lines.

(B Solution on next page)
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1. Hold Ctrl + A on your keyboard to select all text in the document.
2. Find the Line and Spacing Options in the Paragraph area in the top ribbon of Microsoft Word.
3. Under Spacing, set both the Before and After Spacing to 0. Then, click OK.

Example:

4. You will need to go back through and DOUBLE-CHECK your document. This can affect the spacing
around figures and tables.
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Issue #6: Your document has inconsistent indentations.
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First, determine which issue is causing the inconsistent indentations in your
document:
A. You are inconsistently using indentations in some paragraphs and not others.
Decide whether or not you want to indent paragraphs in the entire
document and correct all instances of inconsistent indentations.
B. Your indentation settings are not equal in size throughout the document.
Example:

Note difference in size of indentations.

B Solution:
1. Place your cursor directly in front of the incorrect indentation.
2. Find the Line and Spacing Options in the Paragraph area in the top ribbon of Microsoft Word.
3. Under Indentation, set By to 0.5. Then, click OK.

Example:
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Issue #8: Your subheadings are formatted incorrectly.
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Issue #8 Solution:
1. Check ALL of your subheadings.
2. First-order subheadings need to be bold. Second-order subheadings need to be italicized. Third-order
subheadings shouldn’t have any special formatting.
3. Do not underline subheadings.

Example of proper subheading format:

NOTE: If you have any bold subheadings in your document, they need to be listed in your Table of Contents in the
correct section.

Issue #9: Your figures/tables are formatted incorrectly.
Issue #9 Solution:
Check ALL of your figures and tables for the following:
• Make sure the wrap setting is on “In-Line with Text” and that your figure/table is centered.
• Do NOT embed your figures/tables.
• Every figure needs a label directly below it.
• Every table needs a label directly above it.
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Issue #10: The names, major(s), or departments listed on the Title or Abstract
Pages are incorrectly formatted.
The names of all team members should be listed alphabetically by last name. For teams with three or more
members, the list of names should be separated by commas and the word “and.”
With the exception of a two-person team with both members having the same major/department, all team
members should have an individual name statement on the Abstract page.
See the “Specific Formatting Exceptions” pages in the Thesis Manual & Policy Guide (starts on page 30).
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