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FOUNDATION OF A THESIS/DISSERTATION

 It is a reflection of you and your research.

 The quality of your paper is important both to 
you personally and as a representative of 
Tennessee Tech University.

 The integrity of the content is essential to the 
continued development of new knowledge and 
application to benefit society.



WRITING THE THESIS/DISSERTATION

 What format do I use?

You are encouraged to use publications within 
your field (journals and textbooks) to assist you 
in establishing bibliographic form, use of 
numbers, and other conventions that are 
discipline oriented. Although knowledge and 
use of publication formatting is essential, the 
regulations established by the College of 
Graduate Studies guide always take precedence.



WRITING THE THESIS/DISSERTATION

 What is the proper writing style? 

You should use style handbooks such as the most 
recent editions of the MLA Handbook for Writers of 
Research Papers (English), Publication Manual of the 
American Psychological Association (Education), CBE 
Style Manual (Biology), Form and Style (Arts & 
Sciences, Engineering, Education), The Chicago 
Manual of Style, and Harbrace College Handbook as 
resources for basic style and grammar.



WRITING THE THESIS/DISSERTATION

 Where can I get help if I have questions?
 For help with writing and writing styles

Writing Excellence Studio at Teach (WEST)

Foundation Hall 117
https://www.tntech.edu/cas/english/west/

Go to https://www.tntech.edu/graduatestudies/etd

* Thesis/Dissertation Guide Manual

* Thesis/Dissertation Checklist

 If you cannot find the answers to your questions 
there, you may contact Beth Smith in the College of 
Graduate Studies as an additional resource. 

https://www.tntech.edu/cas/english/west/
https://www.tntech.edu/graduatestudies/etd


BIG TIPS TO SAVE YOU TIME & TROUBLE

 In your word processing program, set your 
paragraph styles to “0” space before and 
after paragraphs. Also, set your line 
spacing to “double.” This eliminates most 
spacing errors.

 Learn how to use “right tabs” and 
“leaders” so that you can properly format 
your Table of Contents, List of Tables, and 
List of Figures.

 Don’t rely on LaTeX alone for all your 
formatting. The content has format 
requirements as well.



EXAMPLES OF PRELIMINARY PAGES



ABSTRACT PAGE

Key Elements:

 The page title starts on the 
first line of the page.

 The title of the thesis or 
dissertation is single-spaced.

 The body of the abstract is 
single-spaced within 
paragraph and a blank line is 
left between paragraphs.

 There is NO page number.



TITLE PAGE

Key Elements:

 The title is double-spaced 
and in inverted pyramid 
form.

 The page is centered 
vertically and horizontally.

 Spacing between text and 
dividing lines is equal in 
all places.

 There is no printed page 
number.



COPYRIGHT PAGE

Key Elements

 This page is optional.

 This page is centered 
both horizontally and 
vertically.

 This is the first page 
number with a printed 
number. 



CERTIFICATE OF APPROVAL  (SIGNATURE PAGE)

Key Elements:

 The page title begins on 
the first line of the page.

 The thesis/dissertation 
title is double-spaced and 
inverted pyramid form.

 “Dr.” does not appear 
before any names.

 There is a printed page 
number.



DEDICATION PAGE

Key Elements:

 This page is optional.

 This page is centered 
both horizontally and 
vertically.

 The page number is 
printed.



ACKNOWLEDGEMENTS

Key Elements:

 This page is optional.

 The title begins on the 
first line of the page.

 Paragraphs are double-
spaced with normal 
indention.

 The page number is 
printed.



TABLE OF CONTENTS

Key Elements:
 TABLE OF CONTENTS begins on the 

first line of the page and is in all 
uppercase letters.

 “Page” is the column header for the 
page numbers.

 The page numbers are right tabbed 
with periods as leaders.

 LIST OF TABLES, LIST OF FIGURES, 
and all CHAPTERS AND CHAPTER 
TITLES are in uppercase letters.

 Chapters sections are in Title Case.

 Notice the indentions to indicate the 
level of header.



TABLE OF CONTENTS  (TECHNICAL STYLES)



LIST OF FIGURES



LIST OF TABLES



CHAPTER PAGE

Key Elements:
 CHAPTER # always begins on 

the first line of the page and is 
in uppercase letters.

 The title is always in 
uppercase letters.

 Notice the spacing between 
the titles, headers, and body 
of text.

 Paragraphs are indented.

 No additional space between 
paragraphs.



CHAPTER BODY

Key Elements:

 Heading styles must be 
followed. Do not skip a 
heading level.

 Notice spacing of 
headings.

 Right margin may be 
ragged or justified.



CHAPTER PAGE AND BODY( TECHNICAL STYLE)



FIGURE AND TABLE PLACEMENT



REFERENCES OR BIBLIOGRAPHY



DEFENSE
 Certificate of Approval 

(signature page)
We REQUIRE this page be reviewed and 
approved PRIOR to your defense so that 
your committee may sign a correctly 
formatted page.

 Defense Date

It is best to defend prior to 
the due date of the defense 
form submission deadline 
which is due three weeks 
prior to commencement. 



SUBMITTING FINAL THESIS/DISSERTATION

 UMI eTD Administrator ProQuest

 Setting up an account

 Uploading a thesis/dissertation

 Notification of completion



UMI eTD ADMINISTRATOR ProQuest

About ETD Administrator

• The UMI ETD Administrator 
is an on-line system that 

streamlines the submission 
and publication of theses 

and dissertations.

• It simplifies the submission 
process for students and 
graduate administrators 
alike by moving all steps 

online and eliminating the 
need to box and ship paper 
copies of each dissertation 

or thesis.



SETTING UP AN ACCOUNT



PROCESS FOR UPLOADING THESIS/DISSERTATION

1. Convert document to a .PDF file (other file types for multi-media are 
submitted as supplementary files).

2. Go to submission website at  http://www.etdadmin.com/tntech/ and 
create an account.

3. Log-in and begin the submission process:
 Read instructions on the introductory page.
 Select publishing option.  Read and accept the publishing agreement.
 Enter contact information (present and future, if known).
 Enter details of the submission (e.g., degree to be conferred, subject).
 Upload the PDF document.
 Upload supplementary files, if any.
 Choose other available options (e.g., copyright filing, ordering print copies, 

etc.).
 Complete any associated surveys (e.g., eventually the SED).
 Elect payment method (if applicable).
 Submit.  Review confirmation screen, correct any errors, and finalize.

4. An email confirming that the Graduate School has received the submission 
will be sent.

5. Correspondence will follow between you and Graduate Studies staff 
concerning approval.

http://www.etdadmin.com/tntech/


NOTIFICATION OF COMPLETION

 Committee Approval
Your advisory committee must approve your paper copy 
before you may submit it. In submitting you certify that the 
thesis/dissertation meets, in format and content, the 
standards of excellence expected by your advisory 
committee and TTU’s College of Graduate Studies.

 Graduate School Review
Graduate Studies staff needs to know that you and your 
advisory committee approve the final submitted document. 
You must submit the signed Certificate of Approval before 
review can begin. This serves as notification that your 
committee has given approval. NO MAJOR CONTENT 
CHANGES CAN BE MADE AFTER THIS!



FINAL APPROVAL

 Graduate Studies Approval

Your thesis/dissertation must be 
approved by Graduate Studies 
before the posed deadlines in 
order to be eligible to graduate.

 Final signature from Graduate Studies

Our Office will obtain Dr. Stephens’ signature 
for you, and we will insert the fully-signed 
version into your paper in ProQuest.



BINDING OPTIONS

 ProQuest

Offers binding service as an option when you 

create your account.

We do not require you to submit a bound copy, but 
your committee or academic department may.



Q U E S T I O N S  ?



THANK YOU FOR ATTENDING.


