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Best Practices: 
Table of Contents and Lists of Tables/Figures

The advice below uses MSWord vocabulary and steps, but most word processing software has these functions, so it should be possible to identify the steps and translate, using your own Help menu.
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Automatic Tables and Lists

The best way to create a table of contents or a list of tables, figures, etc.  is to use the Heading styles and Captions on which such tables and lists are built.

List of Tables/Lists of Figures

If you use Insert/Reference/Captions to create captions for your figures and tables, you will gain in three ways:

· Automatically numbered, and automatically updated, sequential captions, in separate streams for figures and for tables.

· Ability to generate separate lists of tables and figures, in the same style as your table of contents, using Insert/Reference/Indexes and Tables/List of Figures, to insert and update the lists.

· Using and updating a list of tables or list of figures throughout your writing enables you to keep track of your progress.
Table of Contents

Automatically creating a Table of contents requires the use of Heading styles. If you have done so, the gain is multiple:

· It will take about 4 seconds to create a table of contents, where it can take up to a day to create one manually. 

· An automatic table of contents can be updated just as rapidly, so that a constant overview of your work is available.  

· Minimizes the error-risk in the micro-detail work of updating shifting page numbers. Manually created tables of content are normally left to the end, to minimize this labour, so that no overview of the paper is readily available.

· See the sample automatic Table of Contents above.

· Using headings will also enable the use of Outline mode (See View/Outline and Help), the transfer of your work to PowerPoint, and will enable PDF documents with automatic bookmarks.

How to Use Headings and Captions

See the menu box where the word “Normal” appears. It also offers up to 9 levels of headings.  

· Use heading styles for your headings.

·  “Head” or “Heading 1” for the titles of preliminary pages (i.e. Approval, Abstract, Table of Contents, etc.) and “Heading 1” for the major headings of the main text (Chapter One, Introduction, Chapter Four, Results, etc., and Notes, Appendices, and Bibliography), plus lower levels of headings (Heading 2, Heading 3, Heading 4, etc.) to create a systematic hierarchy of headings throughout the main body of the thesis, essay or research report.  Theses and research reports may use up to 4 or 5, but usually show only 3 in a table of contents.  

· Then, on the preliminary page where you have the title “Table of Contents, use Insert/Reference/Indexes and Tables/Table of Contents to create the table. To update, locate your cursor within the table (it will turn gray), then press F9.  

· Captions: Always use “Insert/Captions” or “Insert Reference/Captions” to create captions.  

· These can be

Most Common Glitches in Automatic Tables and Lists

· Figures or tables or textual content appear in the ToC or List.

· Cause: the figure or table is placed “in line with text”, which is correct, but on a "Heading" style paragraph so that the table or figure is carried into the ToC. Or a whole paragraph of text is configured in a “Heading” style, or in “Caption” style.
· Change the figure/table paragraph to either "Normal" or "Para-pic_placement".  

· Change the textual paragraph to your regular paragraph style (in SFU Library templates, this is “para”.
· Fixes to capitalization or spelling or spacing in the ToC or List lines disappear when updated next? 
· Cause: Tocs and Lists of Figures and Tables pick up information from the headings and captions themselves, in the text. 

· Fix them in the actual headingsor captions
· Use View/Document Map to view the headings and to click between them. 
· Use the lower right corner button labelled “Select browse object” to click on the icon for a figure or for a table, then use the now blue double arrowheads ( or ( to travel from one figure to the next.
· ToC lines with short (one word) content show the page numbers close to the content, witn no dots,  instead of leaving them at the right margin after a long line of dots? 
· Cause: Configuration of the ToC or “Table of Figures” style with a tab and hanging indent on the left, which is used to manage long text that needs to wrap to a second line.
· When you also have long, wrapping lines at the same level of ToC style (TOC 1, TOC2, TOC3, TOC4, “List of Figures”): 
Add a tab after the content, but do this after the final "update whole table" of the ToC, when you can start using only "update page numbers only" or you will lose this or any other manual fix of the ToC. 

· When you have headings or captions of less than one line in the ToC or List of Figures or List of Tables:

· Highlight only the paragraph "enter" mark at the end of the offending ToC line, and go to Format Styles using the route: format/styles/modify/format/paragraph/indent special/None , then to format/tabs/ clear to eliminate the hanging indent and the tab on the left.  Do not eliminate the tab on the right margin.
· Some figure and table captions do not appear in the List of Figures or List of Tables when it is updated.

· Cause: The caption was not created using Insert/Caption, or was not replaced with Insert/Caption when you upgraded to using a template, or was changed, accidently, to another paragraph style.

· Go to the caption. Click at the beginning of it. Go to Insert/Caption or Insert/Reference/Caption.  Select the appropriate label (Table, Figure, etc.) for this item. Okay.
· Then add your preferred punctuation, and a tab, then delete the caption title, number and punctuation (and tab) that exist before the main text of your caption.

· Update your List to see if this corrects it

· In the List of Figures (or tables), the ones with “double digit” numbers are not lined up with the others.

· Cause: You did not use a tab in the actual captions.

· Go to each caption, and add a tab mark after the caption title and number, and before the caption text

· If needed, reconfigure the tab measurement and hanging indent of this “caption” style to place the text closer or further from the caption title and number. Click on the caption, and use format/styles/modify/format/tab/ to set a new tab (delete old one), then use format/styles/modify/format/paragraph to reset the special hanging indent.  Just change the “Hanging indent” to “None” to clear the old setting, and select “Hanging” again to pick up the measurement you set for the tab. Okay.

· Update your List of Figures and List of Tables.

· If needed, reconfigure the tab setting of the “Table of Figures” style the same way, only highlighting only the paragraph (enter) mark at the end of one of the List lines before using format/styles…
Manual Table of Contents

To use the above function, it is necessary for the entire thesis/research report to be in a single document or in set of Master- and Sub-documents. In addition, an author may find it personally easier to create the Table of Contents or the preliminary page section of the Table of Contents, or the List of Tables or Figures, manually. 

For example, you may wish to ornament your thesis with a quotation, but not want the title “Quotation” spoiling the look of the page, yet the word “Quotation” and its page number are required int he Table of Contents. 

Here is how to reduce the detail work required: Using Format/Paragraph, and Format/Tabs, create a paragraph set up with 

· A left hanging indent to accommodate the length of Chapter and Section numbering. If using increasingly indented lines for subheadings, set the left indent of the next level of heading line at the same measurement of the hanging indent of the preceding level, then inset the hanging indent the same distance once again.  Adjust to suit your content in later editing.

· Using Format/Tabs, set a left tab located at the same place on your ruler as the hanging indents

· A right indent .50 inch in from (to the left of) the actual margin (which is at 6 inches) to cause the text of long headings headings to wrap.

· Using Format/Tabs, set a right tab at 6 inches (the right margin), with a “Leader” in the style of your choosing.  The most common is #2, the dotted leader. This will cause a line of dots to appear when that tab is used. It will also cause the numbers to run from right to left, so they are aligned in columns.

Below is a preformatted sample set of these lines, with typical page numbers which can be copy/pasted into your own document.  These lines can then be adapted to the font, line spacing and style of your choosing. The first level line can be used for Lists of Figures and Tables.

Sample Manual Table of Contents

Approval
ii

Abstract
iii

Dedication
iv

Quotation
v

Acknowledgements
vi

Table of Contents
vii

List of Tables
viii

List of Figures
ix

List of Acronyms, Abbreviations or Terms
xii

Chapter One
1

1.1
Title title title title title title title title title title title title title title title title title title title title title title title title title title title title title title title title title
1

1.1.1
Title
2

1.1.1.1
Title
2

Auditing Your Final Version

Whatever the means you use to produce your tables and lists, it is essential to audit them.  Your thesis cannot be approved until it is correct. 

Table and List Audit

Here is how to check your table of contents and lists of figures and tables:

· Before printing your final edition, update your Tables and Lists to ensure the page numbering is still correct.  

· Make absolutely no text additions or deletions after that final update. Print out one copy of your thesis, essays or research report. 

· Lay the Table of Contents out before you. 

· Examine every page of your thesis, checking line by line to ensure that every heading listed in your table is accurate as to wording and page number. Repeat for each List of Tables, Figures, etc.  

· Correct the Table as needed. 

· Print out the new version, and insert. 

Page Audit

Finally, do a page audit also, as you are responsible for ensuring the pages are (a) present, (b) numbered correctly and (c) in sequence, in all copies of your bound thesis.  The Assistant for Theses audits only the two copies for the library.  

Ensure that the following are correct:

· Title Page
No number

· Approval 
Page ii (lower case Roman numerals)

· Partial Copyright Licence
No Number

· Abstract
Page iii

· First page of main text
Page 1 (Arabic numbers)

Leaf through all the pages, ensuring you see and recognize each page number in sequence, from beginning to end.  If using facing pages, ensure they are placed correctly. If you are extremely fatigued, we advise you to ask a friend to do these detail-level audits for you, or with you. They will have a fresher eye than you can have at this time.
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