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Overview & 
Deadlines



College of Graduate Studies 

Calendar & Forms

College of Graduate Studies calendar: 
https://www.tntech.edu/graduatestudies/gcalendar.php

College of Graduate Studies forms:
https://www.tntech.edu/graduatestudies/forms.php

Additional links & details may be in your graduation analysis email 



Deadlines for Graduation & Thesis/Dissertation Process
Degree progression documentation required for graduation (e.g., substitution forms, 
committee or candidacy forms, transfer forms, course validation forms, exception requests, 
reclassification to full standing forms, other requested documents, etc.), if required

Friday, November 7

Your advisor should submit the Defense Results Form to report the results of your 
thesis/dissertation defense

• Make sure your defense is scheduled before this date to allow time for all signatures and 
submission to Graduate Studies

• This form requires signatures from all committee members, your department chair, and 
your college dean

Friday, November 14

Comprehensive Exam/Project Results, if applicableFriday, November 14

Signed Certificate of Approval

• This form requires signatures from all committee members, your department chair, and 
your college dean

• A copy without signatures is included in your thesis/dissertation

Friday, November 21

Committee-approved thesis/dissertation to ProQuestFriday, November 21

Submit the final requested thesis/dissertation revisionsFriday, December 5

Remove “Incomplete” grade(s), if applicableFriday, December 5

Submit Survey of Earned Doctorate (doctoral students only)Friday, December 5

GraduationFriday, December 5



Work closely with your advisor, and share a 
draft of your thesis/dissertation with your 
advisor for review.

Share your thesis/dissertation with your 
advisory committee.

Make revisions based on advisor and 
committee recommendations. This includes 
checks for grammar, formatting and spelling 
in addition to content. The draft may be 
refined several times.



• Pass defense

• Ensure your advisor submits your defense results form 
to Graduate Studies

• Submit Certificate of Approval form to Graduate Studies

• Submit thesis/dissertation to ProQuest 

• Make any requested changes during the review process

Specific Graduation Requirements 
for Thesis/Dissertation Students



• Defense Prep & DefenseEarly in the semester

• Defense Results FormDeadline: November 
14

• Certificate of Approval (with signatures)Deadline: November 
21

• Submit approved thesis or dissertation to 
ProQuest

Deadline: November 
21

• Finalize all requested revisionsDeadline: December 
5

Deadlines Overview



Publication

Dec. 5

Graduation

b/ Dec. 12-19

Papers 
delivered to 

ProQuest

~2-3 weeks 
later

ProQuest 
publishes 

papers



Website Tour

https://www.tntech.edu/graduatestudies/index.php



https://www.tntech.edu/graduatestudies/index.php









https://www.tntech.edu/graduatestudies/forms.php

Related forms



Instructions for Certificate of Approval

DocuSign form for signatures

• See DocuSign Instructions
• Certificate of Approval with 

signatures
– Form for up to 6 committee 

members
– Separate form for 7 

committee members

Formatted copy w/o signatures

• See Manual Instructions
• Certificate of Approval to 

include in your paper 

https://www.tntech.edu/graduatestudies/etd/approval.php













Document 
Structure & 
Formatting



Formatting 
Changes for 

Fall 2025–
2026

Title and Headings – 2 
options:
• Bold, use all caps
• Bold, use title case

Margins – 2 options:

• Use mirror margins with a 1.5” 
inner margin and 1” outer 
margins

• Use 1” margins on all sides



APA 7

• The default style is APA 7

LaTeX

• Usually used by engineering/science students

• Tennessee Tech's LaTeX manual and required files are at https://www.tntech.edu/cas/files/math/TNThesis.zip

• LaTeX will do most of the formatting for you

• Verify Title page and Certificate of Approval formatting

Manuscript & other approved styles

• Some programs at Tennessee Tech conduct research best presented as discrete journal articles rather than a 
continuous document

• Manuscript chapters may better showcase individual projects and streamline publication, aligning with the 
program requirement for students to submit a manuscript for publication before graduation

• For students approved to use a manuscript formatting style, refer to the guidelines 
at https://www.tntech.edu/graduatestudies/pdf/etd/Manuscriptformattinguidelines-updatedFeb2025.pdf

Please indicate your formatting style in the Note box when you upload your paper.



APA 7 Style

• APA 7 Style Manual

• APA Style
https://apastyle.apa.org/

• Purdue OWL 
https://owl.purdue.edu/owl/research_and_citati
on/apa_style/apa_formatting_and_style_guide/i
ndex.html



APA & LaTeX
Use the page order and numbering structure listed on 

the Page Order & Numbering slide



Page Order & Numbering

Page NumberingPage

Number is not visible but is assigned Roman 
numeral one (i)

Title Page (no printed page number)

Beginning of visible numbers Roman numerals (ii)Abstract (one page only)

Roman numerals continued (iii)Copyright (one page only)

Roman numerals continued (iv)Table of Contents (minimum of two heading levels)

Roman numerals continued (varies)Certificate of Approval

Roman numerals continuedDedication (optional, one page only)

Roman numerals continuedAcknowledgments (optional, one page only)

Roman numerals continuedList of Tables (required if more than one table)

Roman numerals continuedList of Figures* (required if more than one figure)

Beginning of Arabic numerals (start with page 1)Content/Chapters**

Arabic numerals continuedReferences

Arabic numerals continuedAppendix/ces (when applicable)

Arabic numerals continuedVita (one page only)

* Other approved lists (e.g., List of Acronyms, List of Abbreviations, List of Lists, etc.) go after the List of Figures.

**Students approved to use manuscript-style formatting should follow the Manuscript Formatting Guidelines.

Source: https://www.tntech.edu/graduatestudies/etd/general.php



Formatting 
Requirements 
for ALL 
Submissions

• All page elements are required (unless listed as 
optional)

• Use a readable, accessible font like Times New 
Roman (12 pt), Arial (11pt), Calibri (11pt)

• 1” or mirrored margins

• Left justify the body text

• Use the same page numbering: 

• Roman numerals for the front matter, 
Arabic numerals beginning with Chapter 1

• Chapter 1 should start on an odd document 
page number

• If the title of the paper is more than two lines, 
the title should be in shape of an inverted 
triangle (each line should be progressively 
shorter)

https://www.tntech.edu/graduate
studies/etd/general.php



Formatting Requirements for ALL Submissions, cont.

• Use May, August, or December only, plus the four-digit year, for the 
degree conferral date on the title page

• E.g., December 2025

• Papers submitted for a summer graduation should always use August plus the year, even if the 
degree is conferred in July (for consistency across the years)

• Use the correct degree and major for the title page, abstract, and 
vita

• Check degree block in Degree Works, e.g.,:

• The degree is spelled out on the title and abstract pages (e.g., Doctor of Philosophy, Master of 
Science, Professional Science Master’s)

• Can include concentration information (if applicable) in vita



Manuscript-Style Formatting

• The thesis/dissertation is a culminating student paper & still 
needs to look like a thesis or dissertation

• Use the same margin size, line spacing, heading style 
consistency, etc. at 
https://www.tntech.edu/graduatestudies/etd/general.php

• Page numbering
– Bottom center of page (no page number on title page)
– Use Roman numerals for the front matter, as shown on the Page Order 

& Numbering
– The first page of Chapter 1 is page 1, and pages are numbered 

consecutively to the end of the paper (i.e., page numbering does not 
start over for a new chapter)



Manuscript-Style Formatting, cont.

• All page elements are required as listed on the Page Order & 
Numbering slide

• Use the same page order, except:
– Add a Preface before Chapter 1 or as part of Chapter 1 (if placed  

before Chapter 1, the page should have a Roman numeral page 
number)

• What is a preface? https://www.scribbr.com/dissertation/dissertation-
preface-example/

– References and Appendices (if appl.) can follow individual chapters 
instead of following the last chapter

– Abstracts for chapters are allowed; however, a single abstract for the 
entire thesis or dissertation must be included as page ii of the paper



Manuscript-Style Formatting, cont.

• Formatting for References, Tables, & Figures
– Use ONE peer-reviewed formatting style approved by your committee 

(e.g., American Chemical Society journals, Journal of Wildlife 
Management, North American Journal of Fisheries Management)

• Tables/Figures
– Can be numbered sequentially beginning with #1 in each chapter
– Tables/Figures can be listed by chapter in the List of Tables/Figures



Additional Formatting Considerations

Hard page breaks and using blank lines to move text to the top of next page 
can create unwanted gaps or cause flow issues as you revise your paper

Use caution with 
page breaks

Indent all paragraphs
Use standard .5” tabs/indents

Tabs

Ensure no single lines are at the top or bottom of pagesWidow/Orphan 
control

If you paste something from another source, choose either "merge 
formatting" or "keep text only“ to preserve your document formatting

Preserve your 
formatting when 
copying/pasting



Additional Formatting Considerations, 
cont.

Use consistent position and spacing before/after
Keep the formula within the margins

Formulas

Use the full name – Tennessee Technological University:

On the title page

The first time TTU is mentioned in the body of the paper
Tennessee Technological University then referred to as Tennessee Tech, or

Tennessee Technological University (TTU), then referred to as TTU

The first time TTU is mentioned in your vita

Tennessee Tech



Tables and Figures

Sequentially number tables and figures as they appearNumbering

Use the same font as the main text (or use sans serif font if using serif 
font for main text)
Single-space content within tables and figures

Font & 
Spacing

Refer to tables and figures by number (e.g., “see Table 4.2”, not “in the 
next table”)Callout

Insert tables and figures after the paragraph where they are first 
mentioned, if possiblePlacement



Tables and Figures, cont.

Can the reader easily read figure and table contents? If not, consider 
using landscape orientation or creating a supplemental file.Legibility

Leave enough space between a table/figure and the main text so they are 
visually separated White space 

A table or figure can be by itself on the page (the caption and any notes 
are on the same page as the table/figure)Flow



Formatting References

All references should be formatted/styled the same way

Hyperlinks should be formatted the same way (e.g., blue, 
not underlined)

Let DOIs (digital object identifiers) and URLs “break” 
naturally (do not use a hard return to split up the text)

Generally, references ending with a DOI/URL don’t have 
periods, and the rest of the references end in a period



Spelling

• American English spelling is 
preferred
– “acknowledgments” not 

“acknowledgements”
– “fulfillment” not “fulfilment”

• Merriam-Webster 
Dictionary/Thesaurus: 
https://www.merriam-
webster.com/



What’s the most 
important thing   

about formatting?



Consistency

 Maintain uniform formatting throughout the 
document – font, spacing, tab size, heading style, 
spacing before and after headings or paragraphs, 
etc.

 Title, name, degree, and major should be the 
same throughout

 Try to use the same spacing before and after 
tables, figures, and stand-alone formulas

 Use the same formatting with your figures and 
tables. Examples of inconsistent formatting:

 Some figure numbers listed with figures use Fig. 1 and 
some use Figure 1 structure

 Some figure/table titles end with a period and some don’t

 Some figures/tables are centered on the page and some 
are left justified



Before Submitting
• Update/refresh the Table of Contents, List of Tables, List of 

Figures, etc. so page numbers are correct

• Double check the page numbers
– No page number on the title page
– Roman numerals for front matter, Arabic numerals from 

Chapter 1 to the end of the paper
– sequential 

• Use print view – look for meaningless or unnecessary gaps in 
text or odd patterns



Changes for 
Spring 2026
New federal requirements for 

document accessibility begin in 
April 2026



PAGE EXAMPLES



If the title is more than 
two lines, the title should 
be in shape of an 
inverted triangle (i.e., 
each line should be 
progressively shorter 
than the one(s) above. 
For section headings, 
use bold and all caps

The title name 
and line breaks 

should match on 
title, abstract, 

and certificate of 
approval pages

Use name 
on record 
with TTU 
(at least 
first and 
last 
names)



Example of figure

Use December 
2025 if graduating 
this semester

NEW: Title case 
for titles & 
headings is 
allowed

Underlined words:
- the, by, of are not capitalized
- Use “Fulfillment” not “Fulfilment”



• Use your degree & major
on the title, abstract, 
certificate of approval, and 
vita pages

• Only list your 
concentration (if you have 
one) in your vita

• Check Degree Works or 
your graduation analysis 
email for your program 
information, if neededPhD’s in Engineering – use:

Doctor of Philosophy
Engineering



You can include keywords 
in your abstract

Your title, name, 
and degree/major 
should 
match the 
information listed 
on your title page





The Certificate 
of Approval 

included with 
your Thesis or 
Dissertation 
should not 

have 
signatures

Your title and name should 
match the information listed 
on your title page

• Use Chair for your committee chair
• Do not include honorifics (like Dr. or Professor)
• Make sure names are spelled correctly

Use Julie C. Baker, Dean



The figure number and titles listed in the List 
of Figures should match the ones listed with 
the figures in your paper

• For example, use Fig. 1 instead of 
Figure 1 if that formatting is used with your 
figure



APA 7 Figure Example





For One 
Appendix



More Than One Appendix



Vita
• Required
• Written in past tense (because your 

paper is published after you 
graduate)

• Include your degree(s)
• Include Tennessee Technological 

University



Submitting to 
ProQuest



Submitting Your Thesis/Dissertation 
to ProQuest

All students submit their ETD (electronic thesis or dissertation) to the 
ProQuest ETD Administrator system for publication

______________________

ETD Administrator: a web-based tool that streamlines the submission and 
administration  process for students and graduate schools

______________________

ProQuest resources and guidelines: 
https://www.etdadmin.com/main/resources?siteId=130#sectionmaterials



PDF
Requirements

• All papers must be submitted as PDFs

• Fonts must be embedded

– https://support.proquest.com/s/article/How-do-I-embed-
my-fonts?language=en_US)

• PDFs

• Word

• Adobe Acrobat

• LaTeX

• Security Method must be No Security in PDF 
file

– https://support.proquest.com/s/article/ETD-Administrator-
FAQ-How-can-I-view-or-change-the-security-settings-of-my-
PDF-in-Adobe-Acrobat-Acrobat-Reader?language=en_US)

• NO compression; NO password protection; NO 
digital Signature



Supplemental 
Files 

(optional)

• If supplementary materials—such as audio, video, 
images, raw data sets, questionnaire, oversized figures, 
spreadsheets, etc.—are part of your dissertation or 
thesis, you can submit them as supplementary files.

• Upload supplementary materials as part of the 
submission process.

• When uploading a supplemental file, include a brief 
description and select the media type.

• Maximum of 2 GB per file

• Zip files:

• Files over 10 MB or if more than 30 individual files

• Large numbers of files; files that have a directory 
structure

• Do not embed media files in your PDF.

• Mention files in your abstract. 

• List and describe files in an appendix/ces or a List of 
Works (goes after Lists of Tables and Figures).



Supplemental File Help

• Check info at ETD Administrator FAQ - How can I include related 
files (sound clips, data sets, etc.) that are a critical part of my 
dissertation or thesis?

• ETD Administrator FAQ - I want to submit a dissertation in a 
non-PDF format (e.g. audio file, video file, etc.). How can I do 
that?



Create an 
Account 
& Log In

• Tennessee Tech EDT Administrator portal: 
https://www.etdadmin.com/tntech/



Recommendation:

• Create your account and start a new submission before the deadline so 
there are no surprises

• You can return to complete the submission later



Click here for help



Paying for open access 
publishing, ProQuest’s 
copyright registration 

services, or a printed copy 
of your thesis/dissertation is 

completely optional



Select 
Publishing 
Type

c
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Delaying Release (embargo)

• You can select a publishing delay option (embargo) when 
submitting your paper to ProQuest. 

• Your abstract and citation will be available in the ProQuest 
database, but the paper will not be publicly available until the 
embargo ends. 

• To change embargo dates after your paper has been submitted to 
ProQuest (after graduation), email ProQuest at 
disspub@proquest.com.



If you do NOT want your paper to be discoverable, you must click on the Show More
Option under Search Engine Discovery to select the “opt out” option.

Opt Out of Search Engine Discovery



ProQuest allows up to 6 
keywords for the abstract

Abstract
Degree Awarded
Department
Primary Subject Category
Additional Subject Categories
Keywords

ProQuest says: 

“Although it's not obligatory, we recommend including keywords. If you choose 
not to provide your own keywords, our editorial team will create them based on 
your paper's title and abstract.”



Departments/Majors



ProQuest Dissertations 
& Theses Subject 

Categories

• Select 1–3 categories

• More information:
https://support.proquest.com/s
/article/ProQuest-Dissertations-
Theses-Subject-
Categories?language=en_US







• Add a note that you used APA style, LaTeX, or manuscript-style
• Include any other details that your reviewer should know











After your paper is submitted, you’ll 
find it in the 

My Dissertations/Theses List 
under the My ETDs tab

To upload a revised copy of your paper, you can 
select the Revise button here, or select the View 
button then Revise My ETD from the top menu 

(see next slide)





Upload your revised 
PDF here – do not 
create a new 
submission





• Expect one or more revision requests

• You’ll receive an email from ProQuest when we request 
revisions

• Please contact your reviewer, me, or gradstudies@tntech.edu
if you can’t read our comments or if you have any questions

• When we accept your paper for publication, you will receive 
an email from ProQuest



Copyright Info & 
Proquest Help



General 
Copyright 

Information:

 Copyright Ownership PDF 
(https://pq-static-
content.proquest.com/collateral/
media2/documents/copyright_dis
sthesis_ownership.pdf)

 Why Copyright PDF 
(https://about.proquest.com/glob
alassets/proquest/files/pdf-
files/whycopyright.pdf)

• Copyright Laws Around the World 
PDF 
(https://about.proquest.com/glob
alassets/proquest/files/pdf-
files/copyrightlaws_world.pdf)



ProQuest – General 
Information and 

FAQs

ProQuest Resources & Help: 
https://support.proquest.com/s/product/dissertations-etd?language=en_US

ETD Administrator: Frequently Asked Questions:
https://support.proquest.com/s/article/ETD-Administrator-Frequently-Asked-
Questions?language=en_US

ProQuest FAQ – General, Submission and Technical Support, and PDF Questions:
https://support.proquest.com/s/article/ETD-Administrator-Frequently-Asked-
Questions?language=en_US

Author FAQ - Submission and Discoverability, Publication and Embargoes, and 
Publishing Rights Questions: 
https://about.proquest.com/en/dissertations/proquest-dissertations-frequently-asked-
questions/proquest-dissertations-authors-frequently-asked-questions/#aPQpub



ProQuest 
Contact

• Contact ProQuest at 
disspub@proquest.com



Review 
Process & 

Publication 
Timeline



Thesis/Dissertation 
Review Process

• Submit your paper to ProQuest no later than the date published in the 
Graduate Student Calendar (Friday, November 21).

• After you submit your thesis or dissertation to ProQuest, the College of 
Graduate Studies will assign a reviewer from our office. 

• Our reviewers primarily check for required pages, correct page order, 
correct and consistent formatting, etc. We normally don’t review your 
content, but we may also ask for changes within the text if anything 
questionable is noticed (e.g., a misspelling, incorrect tense, etc.). 

• Depending on the length of your paper, time constraints for review, 
etc., the reviewer may request several rounds of changes. Our goal is 
to help you submit the most polished paper possible.

• Please monitor your email frequently for questions and requests for 
revisions.

• Requested revisions must be submitted no later than the date 
published in the Graduate Student Calendar (Friday, December 5).

• Please reach out to me, your reviewer, or gradstudies@tntech.edu if 
you have any questions.



Revision Requests

• Comments are included in the PDF we upload to 
ProQuest when we request revisions

• Contact us if you have trouble finding/reading the 
comments

• Contact us if you have any questions

• Upload a revised PDF to ProQuest when revisions are 
complete

– use the Submit Revisions options

– Do not create a new submission



Publication Timeline

• The College of Graduate Studies submits all papers for the 
semester to ProQuest at the same time.

– This usually occurs approximately one week after 
commencement in Fall and Spring semesters or one 
week after the last day of classes in Summer 
semesters. This timeframe allows all degree 
requirements to be verified and degrees to be awarded 
before the papers are released.

• ProQuest will review your paper and contact you at the 
email associated with your ProQuest account if they have 
any questions or if any revisions are required. 

• ProQuest's review process may take two weeks or more, 
and you'll receive a notification once your paper has been 
published.



RESOURCES



Writing Assistance

Your advisor and advisory committee 
member(s).

The Writing Excellence Studio 
(WEST) offers free one-on-one 

writing consultation by 
appointment. They will not 

proofread or make edits to your 
paper, but they can help with 

grammar, language usage, citation, 
and other issues. 



Using Artificial Intelligence

• Follow advisor’s instructions & advice

• Tech Policy 216 – Student Academic 
Integrity: 
https://tntech.navexone.com/content/d
otNet/documents/?docid=1432&app=p
t&source=browse&public=true

• CITL’s Generative AI Citing Guide: 
https://www.tntech.edu/citl/ai-
citing.php



Volpe Library

Research Help (Eagle Search, Interlibrary Loan, Get 
It Now, Google Scholar, and more): 
https://www.tntech.edu/library/research-tools.php

________________________

Please contact Holly Mills for research help with 
EagleSearch, Google Scholar, or InterLibrary Loan.

hcmills@tntech.edu
931-372-3544



RefWorks
• RefWorks is a citation and research manager available to all 

Tennessee Tech students. 

• RefWorks Help, Quick Start Guides, and Tutorials: 
https://refworks.com/RWShibboleth/help/508help/Welcome.htm

• The Volpe Library has information about creating a RefWorks account 
and more at https://www.tntech.edu/library/refworks.php



Miscellaneous

Spelling
Merriam-Webster Dictionary/Thesaurus: 
https://www.merriam-webster.com/

Formatting
APA 7 Style

APA Style: https://apastyle.apa.org/

Purdue OWL: 
https://owl.purdue.edu/owl/research_and_citation/ap
a_style/apa_formatting_and_style_guide/index.html

Title Case
https://apastyle.apa.org/style-grammar-
guidelines/capitalization/title-case

Questions
Contact me: lmorabito@tntech.edu



Final Tips

o If you don’t graduate this semester, formatting 
requirements and processes may change (e.g., 
accessibility requirements are changing)

o Start planning early and consult your advisor/committee 
frequently

o Seek feedback from peers and advisors during the 
writing process

o Plan your defense as early as possible

o Review our online Thesis & Dissertation information: 
https://www.tntech.edu/graduatestudies/etd/index.php

o Use consistent formatting

o Double check page numbers, etc. before submitting

o Know what to expect before creating a ProQuest 
account (copyright, traditional or open access 
publishing, etc.)

o Respond to our requests and inquiries as quickly as 
possible
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•College of Arts and Sciences
•College of Business
•College of Engineering
•School of Nursing

Karen Warren, kwarren@tntech.edu 

•College of Agriculture and Human Ecology
•College of Education and Human Sciences
•College of Emerging and Integrative Sciences

Lucinda Morabito, lmorabito@tntech.edu



TTU College of Graduate Studies

Thesis and Dissertation Information:
https://www.tntech.edu/graduatestudies/etd/index.php

Graduate Studies Calendar:
https://www.tntech.edu/graduatestudies/gcalendar.php

Forms: 
https://www.tntech.edu/graduatestudies/forms.php

LUCINDA MORABITOCOLLEGE OF GRADUATE STUDIES

lmorabito@tntech.edugradstudies@tntech.edu

(931) 372-3809(931) 372-3233



Questions


