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Overview 

Goals 
Consistency 

 

To provide an overview of the 
deadlines, formatting 
standards, and submission
process and for theses and 
dissertations at TTU.

• To provide an overview of the 
deadlines, formatting 
standards, and submission 
process and for theses and 
dissertations at TTU. 

• To promote consistency and 
professionalism in scholarly 
submissions. 

To promote consistency and
professionalism in scholarly 
submissions.
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Overview &
Deadlines 



Calendar & Forms 

•' '• Im 
College of Graduate Studies calendar: 
htt ps ://www. t ntec h. ed u/g rad u a test u die s/gca I end a r. p hp 

College of Graduate Studies forms: 
https ://www.tntech.edu/grad uatestud ies/forms. p hp 

Additional links & details may be in your graduation analysis email 

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


     

 

        
      

 

 

      

     

    

   

 

 

    

  

     

Friday, November 7
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 14 
-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
-Comprehensive Exam/Project Results, if applicable

Friday, November 21 
-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

-Committee-approved thesis/dissertation to ProQuest

Friday, December 5 
-Submit the final requested thesis/dissertation revisions
-Remove “Incomplete” grade(s), if applicable
-Submit Survey of Earned Doctorate (doctoral students only)
-Graduation Date & Commencement

 

DEADLINES FOR GRADUATION & THESIS/DISSERTATION PROCESS 



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

Share
Share your thesis/dissertation with your advisory 
committee. 

Make 
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. R
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Refine Thesis/Dissertation 
Refine Thesis/Dissertation



  Specific Graduation Requirements for 
Thesis/Dissertation Students 

• 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

• 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



Deadlines Overview 

• Defense Prep & Defense Early in the semester 

• Defense Results Form 
Deadline: November 

14 

• Certificate of Approval (with signatures) 
Deadline: November 

21 

• Submit approved thesis or dissertation to 
ProQuest 

Deadline: November 
21 

• Finalize all requested revisions 
Deadline: December 

5 



Publication Process 

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/index.php 

College of Graduate Studies

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


College of Graduate Studies

Resources for Current Students-At Your Fingertips!
We have the answer or solution for you.

Graduate Calendar

After Admission-Next Steps
NSF Fellowship-NRT Program

FAQ's
Student Online Forms

Resources
>Graduation andCommencement
>Fast Track Program

>General Information about Services

>Graduate Assistantships

Eagle Empower Graduate Scholars

Fellowship

Department Contact Information &

Advisement

Thesis and Dissertation Information

>Tuition and Fees



College of Graduate Studies

GRADUATE ADMISSIONS CURRENTSTUDENTS DEPARTMENT & FACULTY ABOUTTHECOLLEGE

Student Forms
Welcome to the source for all College of Graduate Studies forms. If the form is not part of the DocuSign workflow process, the.

form should be completed and emailed to gradstudies@tntech.edu.If the items are sent by email, please note in the subject Line

what attachments are included.

If you have any questions, contact us and we will be happy to assist you!

Jump ahead a place on the page

>Admission and Readmission Enrolled Student Forms > Other

> Admission Material >Changes/Modifications >Graduate Faculty Forms

Request Deferral Committee/Candidacy IRB for Protection of Human

>Readmission Courses and Credits Subjects
> Defense & Approval Page > Program of Study

>Exceptions/Reinstatement Certificates
>Exit/Comp Exams > Master's Level

Graduate Assistants  Specialist in Education (Ed.5.)
>Graduation Forms Doctor of Philosophy (Ph.D.)

Release of Records

Uoissiunpay/uoissuunn
Ready to apply for admission to a graduate program? Before starting any necessary admission materials, you'll first need to fill out

your admission application.If you have any guestions, we're here to help!



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

nse:Tnesis/DissertationDeienseandApprovatPage
College of Arts & Sciences-Defense Form  This form must be submitted as part of the graduation process for COAS students
College of Education & Human Sciences,Engineering,and Emerging & Integrative Studies Defense Form (Docusign)
College of Education & Human Sciences, Engineering, and Emerging & Integrative Studies Defense Form (PDF)
Thesis/Dissertation Certificate of Approval Form 

IMPORTANT-Please Read:Instructions for Certificate of Approval Form
This serves as your committee's approval and states that your final, error-free dissertation has been or will be submitted to ProOuest
This form must include all committee member signatures.(lf you have 7 committee members,use this Defense Form for 7 committee members

instead.)
Non-voting consultants do not sign any paperwork and are not listed on your Certificate of Approval.

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




Instructions for Certificate of Approval 

DocuSign form for signatures Formatted copy w/o signatures 

  

 

 

 

• See DocuSign Instructions • See Manual Instructions 

• Certificate of Approval with • Certificate of Approval to 
signatures include in your paper 
– Form for up to 6 committee 

members 

– Separate form for 7 
committee members 

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

• See DocuSign Instructions 
• Certificate of Approval with 

signatures 
– Form for up to 6 committee 

members 
– Separate form for 7 

committee members 

• See Manual Instructions 
• Certificate of Approval to 

include in your paper 

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


DocuSiqn Instructions
Fotery

Please make sure you spell all names correctly and use the correct email addresses.

Click the Begin Signing button at the bottom of the page.

for each of the fields shown below. You can view each tooltip in DocuSign by hovering your mouse over the field..

Click submit. Your Certificate of Approval will automatically route for electronic signatures

Your signed Certificate of Approval will be added to your graduation record and submitted to Tennessee Tech's Archives





Theses & Dissertations: Abstract
The abstract must be a single page. The 7th edition of the APA Manual recommends that the abstract be limited to 250 words.

The entire page is single-spaced including the titles; since your entire document is set for double spacing, just highlight the text on this

page and choose single spacing

2. Leave the next Line blank

3. Enter the TITLE OF YOUR THESIS/DIssERTATiON, which is centered, bold, and in all caps.Your title must also form an upside down triangle if it is
more than one line. This means the first line is the longest and each consecutive line is shorter than the previous line.

4. Leave the next line blank.

5.Type your name as registered with the university,centered
6. Leave the next line blank.

7. Type your degree title and the program, for example, Master of Arts in English
8. Leave the next line blank.
9.Type the content following the general formatting except the paragraphs are single spaced with a blank line between paragraphs.

10. Add your abstract.Paragraphs should be indented.
11.Add your keywords (optional).Keywords need to be descriptive and capture the most important aspects of your paper.They are used for indexing in

databases and as search terms for readers. You can include three to five words, phrases, or acronyms as keywords. Formatting should be as follows.
1.Add a double-space after the body of your abstract
2. Use italicse

3.Indent and type the label:"Keywords:"
4.Add your keywords; each keyword is separated by a comma and a space
5. There is no ending punctuation after the final keyword.
6. Keywords can be listed in any order (not necessarily alphabetical)
7.if the keywords run onto a second line, double-space the two Lines and do not indent the second Line.

1.At the top is the page title:.
For theses:"AN ABSTRACTOF A THESIS"
For dissertations:AN ABSTRACT OFA DISSERTATION

12.The Abstract page will have the first printed page number -ii: the title page is considered to be the first page,but it should not have a visible page
number.momnDeI.

Example of Abstract with optional keywords.



Theses & Dissertations: Content/Chapters

eaugs
The heading styles listed here should be used throughout your paper, and headings are typically used to populate your table of

contents. Follow these instructions to set up and Label headings in your document..

There are six possible levels of headings described in the table below.

Sheaoingsdresobsectonsortevelz:etheadlngsareTormalnsectlonswtnlnacnapterLevelZheadingsaresobsectons

Heading Level Heading Example

Thesis/Dissertation CENTERED,BOLD,ALLCAPS

Titles &
Section/Chapter

OR

Titles Centered, Bold, Title Case

Level 1

Centered, Bold, Title Case for the Heading.

Next paragraph begins indented as usual.

Level 2

Flush Left, Bold, Title Case for the Heading Text.

Next paragraph begins indented as usual.

Level 3

Flush Left Bold,Italics,Title Case for the Heading Text

Next paragraph begins indented as usual.

Level 4
Indented, Bold, Title Case for the Heading Text, End with a Period. Next paragraph begins right.

after heading.

Level 5
Indented, Bold, Italics, Title Case for the Heading Text, End with a Period. Next paragraph begins right

after heading.

Here are some heading examples:



Theses & Dissertations: Fiqures & List of Fiqures
Fiqures in your document
All types of visual displays other than tables are considered fiqures in APA Style.Common types of fiqures include line qraphs, bal

graphs, charts (e.g., flowcharts, pie charts), drawings, maps, plots (e.g., scatterplots), photographs, infographics, and other.

illustrations.

All figures should be labeled and formatted in APA style with numbering,title, notes,borders, etc.APA Style Fiqure Setup and

Purdue OwL Tables and Figures have excellent guidelines on formatting tables and figures.Much of the information Listed here is

from from https://apastyLe.apa.org/style-grammar-guidelines/tables-figures/tables

All figures will be listed in the List of Figures. See List of Figures below.

Fiqures in the appendix/ces need to have the appendix section and fiqure number. For example, Figure A.1, refers to the first fiqure

(xipuadde auo aney Anuo nok g!x!puaddy ayn n oo) y x!puaddy n!

This page has two main sections:

List of Figures

Figures:Formatting,Design, Components, Borders, Placement, Notes, Examples

List of Figures
Thie toungiLleappendixyce

2. Leave the next line blank.

3.Type Page (#).tab once, type Figure 1: Title of Figure One
4. If your page number is a single digit, you will need to tab twice so that all figure names are aligned.
5. List each figure on a new Line..

6. If your title is so long it goes onto another line, indent that line to match where all figure names start.
7. If your title/caption is so long it goes onto another Line, indent that Line to match where all figure names start. If you have more than one page, do not

split title/captions across pages.
abed gsay ayn fquo uo ahnn abed e gnd'abed auo ueyn aaow s! asn anon gl's

9. If you have figures in the appendix/ces, be sure to add them on this List. Do not bold or italicize.
10. Do not use bold or italics..

1.Type List of Figures on the top Line.Be sure to label this title as a page title heading to format it properly.See Content/Chapters for more information
about headings.



Document 
Structure & 
Formatting 



Formatting 

Changes for Fall 
2025 

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

 



Changes for Spring 2026 
New federal requirements for 

document accessibility begin in 
April 2026 

Beginning Spring 2026, PDFs that are uploaded to ProQuest must be optimized for 
accessibility

Accessibility Resources:
• Alt Text Information & Accessible Headings and Hyperlinks for Microsoft Word:

https://www.tntech.edu/disability/docaccessibility.php
• Document Accessibility Information for Word, PowerPoint, Videos/Media, PDFs, and Images:

https://www.tntech.edu/citl/accessibility-doc.php
• YuJa Panorama Information (digital accessibility tool in iLearn):

https://www.tntech.edu/citl/tech-services/panorama/student.php



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 

  

 

   

   

    

   

  

    

    

   

Formatting Styles 
APA 7 

• The default style is APA 7

• 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. 

https://www.tntech.edu/cas/files/math/TNThesis.zip
https://www.tntech.edu/graduatestudies/pdf/etd/Manuscriptformattinguidelines-updatedFeb2025.pdf


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 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 

https://apastyle.apa.org/
https://owl.purdue.edu/owl/research_and_citation/apa_style/apa_formatting_and_style_guide/index.html


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

the Page Order & Numbering slide 



 

 

     

    

  

 

  

 

 

  

  

  

  

                    

          

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

Page Order & Numbering 

Page Page Numbering 

Title Page (no printed page number) Number is not visible but is assigned Roman numeral 

Abstract (one page only) 

Copyright (one page only) 

Table of Contents (minimum of two heading levels) 

Certificate of Approval 

Dedication (optional, one page only) 

Acknowledgments (optional, one page only) 

List of Tables (required if more than one table) 

List of Figures* (required if more than one figure) 

Content/Chapters** 

References 

Beginning of visible numbers Roman numerals (ii) 

Roman numerals continued (iii) 

Roman numerals continued (iv) 

Roman numerals continued (varies) 

Roman numerals continued 

Roman numerals continued 

Roman numerals continued 

Roman numerals continued 

Beginning of Arabic numerals (start with page 1) 

Arabic numerals continued 

Appendix/ces (when applicable) 

Vita (one page only) 

Arabic numerals continued 

Arabic numerals continued 

* 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. 

https://www.tntech.edu/graduatestudies/etd/general.php
https://www.tntech.edu/graduatestudies/etd/title.php
https://www.tntech.edu/graduatestudies/etd/abstract.php
https://www.tntech.edu/graduatestudies/etd/copyright.php
https://www.tntech.edu/graduatestudies/etd/toc.php
https://www.tntech.edu/graduatestudies/etd/approval.php
https://www.tntech.edu/graduatestudies/etd/dedication.php
https://www.tntech.edu/graduatestudies/etd/acknowledgments.php
https://www.tntech.edu/graduatestudies/etd/tables.php
https://www.tntech.edu/graduatestudies/etd/figures.php
https://www.tntech.edu/graduatestudies/etd/content.php
https://www.tntech.edu/graduatestudies/etd/references.php
https://www.tntech.edu/graduatestudies/etd/appendices.php
https://www.tntech.edu/graduatestudies/etd/vita.php
https://www.tntech.edu/graduatestudies/pdf/etd/Manuscriptformattinguidelines-updatedFeb2025.pdf


  

   

 

  

  

  

   

 

• All page elements are required (unless listed as

Formatting 
Requirements 
for ALL 
Submissions 
https://www.tntech.edu/graduate 
studies/etd/general.php 

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)

• 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/graduatestudies/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

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

Level Doctoral Classification Doctoral Candidate Program PhD - Engineering College Engineering

 Major Engineering Concentration Electrical and Computer Engineering, PhD Catalog Year 202010



 

 

   
 

  

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)

• 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 

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


 

   
 

 

  
 

  

Manuscript-Style Formatting, cont. (slide 2 of 3) 

• 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

• 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 

https://www.scribbr.com/dissertation/dissertation-preface-example/


 
 

 

Manuscript-Style Formatting, cont. (slide 3 of 3) 

• 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

• 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

Use caution with 
page breaks 

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 

Tabs 
Indent all paragraphs 

Use standard .5” tabs/indents 

Widow/Orphan 
control 

Ensure no single lines are at the top or bottom of pages 

Preserve your 
formatting when 
copying/pasting 

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

Additional Formatting Considerations



 

  

    

  

  

  

  

Additional Formatting 
Considerations, cont. 

Formulas 
Use consistent position and spacing before/after 

Keep the formula within the margins 

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 

Numbering Sequentially number tables and figures as they appear 

Font & Spacing 

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 

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

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



  

   
   

  

Tables and Figures, cont. 

Flow 
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) 

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

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



  
 

 
 

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/

• American English spelling is 
preferred 
– “acknowledgments” not 

“acknowledgements” 
– “fulfillment” not “fulfilment” 

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

https://www.merriam-webster.com/


What’s the most 
important thing   

about formatting? 

Consistency 



   
 

  

  

 

    

      

  

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

  

  
 

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



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) 



 

 

NEW: Title case 
for titles & 
headings is 
allowed 

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

Use December 
2025 if graduating 
this semester 



 

 

 

  

 

• Use your degree & major 
on the title, abstract, 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 needed 

PhD’s in Engineering – use: 

Doctor of Philosophy 
Engineering 

• Use your degree & major 
on the title, abstract, 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 needed 



 

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

You can include keywords 
in your abstract 



TABLE OF CONTENTS

Certificate of Approval of Thesis or Dissertation.

Dedication

Acknowledgments Vi

List of Tables vill

List of Figures. 1X

Chapter 1:Title ofChapter One

This is a Level 1 Heading in a Chapter

This is a Level 2 Heading in a Chapter.

This is a Level 2 Heading in a Chapter

Chapter 2:Title of Chapter Two

Chapter 3: Title of Chapter Three

References.

Appendix/Appendices (if applicable)

Vita 10



 
 

   
  

 

  
   

 

 

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 Julie C. Baker, Dean 

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



  
 

     
   

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 

APPENDIX:TITLE OFAPPENDIX

Lorem ipsum dolor sit amet, consectetur adipiscing elit.Vivamus fermentum pulvinar

porttitor.Duis gravida,mi ac dictum tristique,orci libero euismod enim, sit amet suscipit enim

nisi quis libero.Nam eu bibendum ex.In eu pellentesque nibh.Vestibulum imperdiet vitae

tellus a porta.Donec in mattis sem.In est felis,mollis vel enim sit amet, dapibus ultrices

lacus.Nam auctor fringilla dolor, in maximus mauris gravida at. Sed diam ligula,faucibus id

ex nec,pulvinar bibendum dolor.Mauris eget tristique risus.Donec ex dui, convallis eget

lobortis at, suscipit nec turpis.Maecenas feugiat laoreet dignissim.Nullam bibendum urna at

semper vulputate.Aliquam ligula dui, aliquam eu nisl in,mattis gravida lorem.Pellentesque

ac odio mauris.

Mi massa quis est.Nam ut vehicula metus.Sed scelerisque massa vitae felis ornare



 Example of More Than One Appendix 



  
 

 
 

Vita Requirements 
• A Vita is always required 

• No required length but the vita cannot 
exceed one page 

• Written in past tense (because your paper 
is published after you graduate) 

• Include your degree(s) 

• Include Tennessee Technological University 

VIIA
Sloan M.Parker was born in Orlando,Florida,on July 21,1961.They attended

elementary schools in the Orange County School District and graduated from Apopka

High School with honors in June 1978.The following August they entered University of

Florida and in August 1982 received the degree of Bachelor of Science in Mechanical

Engineering.They entered Tennessee Technological University in August 2023 and

received a Master of Science Degree in Mechanical Engineering in May 2025.



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 

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

• PDFs 

• Word 

• Adobe Acrobat 

• LaTeX 

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


 

    
     

     
    

     
 

       
 

  

 

  

        

   

   

      
      

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). 

• 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?

• 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? 

https://support.proquest.com/s/article/ETD-Administrator-FAQ-How-can-I-include-related-files-sound-clips-data-sets-etc-that-are-a-critical-part-of-my-dissertation-or-thesis?language=en_US
https://support.proquest.com/s/article/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?language=en_US


 

 

 
Create an 
Account 

• Tennessee Tech EDT Administrator portal: 

https://www.etdadmin.com/tntech/ 

& Log In 

FromTennesseeTechnological
University,College of Graduate Studies
to the world.

Submitting your academic work to Tennessee
Technological University,College of Graduate Studies is
just the beginning

You're also contributing to the most comprehensive
collection of disca

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

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 

ProQuest

ETD Administrator

My ETDs Resources &Guidelines

My Dissertations/Theses List

• 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 

ProQuest

ETDAdministrator

My ETDs Resources & Guidelines

My Dissertations/Theses List Submission In Progress My Profile

Submission steps Welcome to the ETD Administrator @ Tennessee Technological University, College of Graduate Studies

Publishing information:

Instructions

PQ publishing options

ProQuest agreement

Contact information

About my dissertation/thesis:

Dissertation/Thesis details

PDF
Supplemental files (optional

Notes (optional)

Submission & payment:

Register U.S.Copyright

Pre-order copies

Submit

Start the process of publishing to ProQuest Dissertations Publishing by submitting your completed dissertation/thesis using ETD
Administrator.

You will be entering information about your dissertation/thesis,uploading a copy of your work, and ordering printed copies (if desired). Your submission will
be reviewed by staff at your school before they deliver it to ProQuest

Note: If you need to finish your submission later (for instance,if you need to update your PDF file before uploading it). you can save your information
and come back later to finish.No information will be lost.

ne items to have on hand:

A PDF copy of your dissertation/thesis.This must be a single file. View recommendations for preparing your manuscript

Abstract
Optional Supplementary files (images,data,etc.) that are an integral part of the dissertation/thesis,but not part of the full text

Advisor and other Committee Members'Names

Subject Categories-1-3 that best describe your dissertation/thesis'subject area.Subject Category list 

The ETD Administrator lets graduate students submit their completed dissertation or thesis to UMl Dissertation Publishing for publishing.Your initial
submission will be reviewed by a staff member in your Graduate School for compliance with formatting requirements.and you will receive feedback
on any changes that are necessary. Your dissertation or thesis will not be submitted for publishing until it is approved by the Graduate School

Submitting your electronic thesis or dissertation eTD is a muiti-step process. After providing the information at the prompts in the screens thatSuhmitting. After nroviding theinformationat thenromnts inthe screens thatwourelectronictheeie ordiecertation feTtd

follow,you will also be asked to provide credit card information to cover expenses associated with publishing your thesis or dissertation. Upon
hitting the submit button, your ETD will be forwarded to staff in the TTU Graduate School and your credit card will be charged. This initial
submission is for review purposes only It is not for publication until the format has been approved by Graduate School staff.

Continue



Paying for open access 

publishing, ProQuest’s 

copyright registration 

services, or a printed copy 

of your thesis/dissertation is 

completely optional 



Select 
Publishing 
Type

19 lype
ublishing type below that best fits your interests and scholarly obligations. For assistance, consult your university and read our Publishing Guides
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Access options (e.g., delaying the release of your work)

If you choose to delay the release of your work. access to the full text of your work will be delayed for the period of time that you specify. The citation and abstract of
your work will be available through ProQuest and may be available through your institutional repository..

Note: Most institutions have delayed release (or embargo) policies. Please consult with your Graduate School for more information

Delaying release in ProQuest

I want my work to be available in ProQuest as soon as it is published. *

O YesYes
O No - I have patents pending, or another reason why I need to delay access to the full text of my work.

How long would you like to delay the publishing of the full text to ProQuest? * (more info)

OOthe)?yeare

Note to administrator (optional) 200 characters

Clear

Select

a wider academic audience.By increasing accessibility.you enhance the chances that scholars,students
n your research.Sharing your insights across both ProQuest and Google Scholar amplifies your scholarly
d. Show More

Reason for delaying release to ProQuest: *Required

PQ Publishing Options, cont. 



 

 
  

 

   

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. 

• 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. 

mailto:disspub@proquest.com


    
 

Opt Out of Search Engine Discovery 

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. 

AaAoasigauibuF uo
Make your work discoverable through Google Scholar to reach a wider academic audience. By increasing accessibility, you enhance the chances that scholars
students, and professionals around the world will find, cite, and build upon your research. Sharing your insights across both ProQuest and Google Scholar amplifies

Show Less

Frequently asked questions

How does it work?
Your work will be discoverable through searches performed within Google Scholar. A few variables determine how much of the work is made available.

oIf you've chosen ProQuest's Open Access publishing type (see above),your work will be freely available to read or download.
oThe full text of your work will be accessible for authenticated ProQuest users.
o Up to the first 24 pages of your work will be accessible to non-authenticated users, and they will be presented with the option to purchase a copy

In addition to Google Scholar, these works may also appear on Google.com via shared metadata.

naobIpduasLyoM
ProQuest will not make your work available for indexing in Google Scholar until after your embargo end date

WhatifL
Upon request, a citation may be removed from Google Scholar after it has been added to their database.However, the removal is not immediate and can take
several weeks to fulfill the request. If you would like to request a removal, contact ProQuest Support.

 I want to opt out of making my work in ProQuest discoverable through Google Scholar and other major search engines.

Save & Continue



 

 

 

     
      

 

Abstract 
Degree Awarded 
Department 
Primary Subject Category 
Additional Subject 
Categories Keywords 

ProQuest allows up to 6 
keywords for the abstract 

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.” 



 

 
  

 

Caution! 

When copying abstracts from a word processing file or a 
PDF file, and pasting the text into the submission form, 
you are taking text from an environment that may 
support fonts, and special characters like symbols or 
"smart quotes". Please read through any abstract that 
you copy and paste from a word processing file or PDF 
file. Look for how single and double quotes appear, 
usage of special symbols, and incorrect conversion of 
glyphs from PDF files (e.g. "ff", "fl", or "fi" might 
disappear causing a word like "difficult" to change to "di 
cult"). 



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 

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


Navigating ProQuest: Upload PDF

ProQuest

ETD Administrator



Files

ProQuest
Authors Administrators



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

ProQuest

ETD Administrator



Registration Option
ProQuest

ETD Administrator

My ETDs Resources & Guidelines

My Dissertations/Theses List Submission In Progress My Profile

Submission steps Register U.s.Copyright

Authors Administrators 

Help? Contact Support

Publishing information:

Instructions

PQ publishing options

 ProQuest agreement

Contact information

About my dissertation/thesis:

 Dissertation/Thesis details

 Supplemental files (optional)

Notes (optional)

Submission & payment:

Register U.S.Copyright

Pre-order copies

 Submit

Congratulatlons on the completion of a momentous milestone in your career!.

Protect Your Research
Take the next step towards protecting your intellectual property by registering your copyright with the U.S. Copyright Office. Because of the availability of

No-effort Filing
Filing through ProQuest requires no additional work from you and once registration is granted, it ensures that your rights are secured to the fullest extent
allowable under U.S. law. ProQuest's experienced professionals process tens of thousands of applications with the government a year, helping to streamline
the process and allowing authors to focus on launching and accelerating their careers.

Copyright Protection Benefits
Registering with the U.S. Copyright Office establishes your claim to the copyright for your dissertation/thesis and provides certain protections if your
copyright is violated. Once registered, your dissertation or thesis becomes eligible for statutory damages and recovery of attorney fees. Registration of a.

occurring afler your work is registered. Statutory damages are set out in Tille 17, Section 504 of the U.S. Code, and range from $750-S150,000 USD per
 infringement. This contrasts with infringements occurring prior to copyright registration which are only eligible to recover actual damages with no recovery of
attorneys fees.

More Benefits of Registration
 Registration establishes a public record of the author's copyright in a work

The registration certificate serves as prma fac/e evidence of valldity In court (lf you reglster within tive years after publication).
Registration made prior to commencement of the infringement, or within three months of the first publication, entitles the owner to statutory damages

and attomeys' fees

If you wish, ProQuest Dissertation Publishing will act on your behalf as your agent with the U.S. Copyright Office and apply for copyright registration as part
of the publishing process

ProQuest will:

 Prepare an application in your name.
Submit your application fee
Deposit the required copy or copies of the manuscript
Trlage any Issues that arise with tiling.

Mail you the completed certificate of registration from the Library of Congress

1.Previous U.s. Copyright Registration
Has registration for your published dissertation/thesis, or for an earlier version of the manuscript, been made with the Copyright Office?

O Yes - copyright was previously filedO No

2.Requesting ProQuest to file for U.s.Copyright Registration
O No, do not file for copyright-I am requesting that ProQuest not file for copyright on my behalf..

O Yes, file for a new copyright-I am requesting that ProQuest file for copyright on my behalf.

 Required: Select the checkbox to indicate you have read, understood, and agree to the following:
I will pay a fee of $75.00 (U.S. dollars) to ProQuest for filing on my behalf with the U.S. Copyright Office.

I am the sole author of the dissertation or thesis I submitted to ProQuest..
I do not acknowledge any co-authors or co-claimants of my work

See manuscript examplesrejected and deemed not by a sole author..

Save & Continue

PDF



Copies



Complete

ProQuest

ETD Administrator

My ETDs Resources & Guidelines

Submission steps Submit: Steps to complete

Supplemental files (optional)

Your dissertation/thesis is not ready to submit yet. Please complete the steps indicated below.

StocompeLe

Instructions
ProQuest agreement
Contact information
Dissertation/Thesis details
PDF
Register U.S. Copyright.

Pre-order copies

holnwith wour eubnieeion?iuoissuansinosww dia
For help in completing your submission, contact Technical Support or view Submission FAQs

No time to finish?

Finish your submission later

 Pre-order copies



Submission Received

Acrobat Tell me what you want to doFile Message Developer Help

DoReply OMove to Tech Not Q 2Reply All Clear Cat, Move...
Togs PriorityMove Editing Translate Zoom Docusign Show VivaDeleteArchive Report Shareto All Immersive Reply with Copilot for Shared Email Sendto Phish Alert8 MatrixTeams Apps Clear Cat, Move... Reader TemplatesForward Report InsightsScheduling Poll eSignature Service (Preview) Dynamics 365 OneNoteService

Delete Report Respond Teams Apps Quick Steps Move Immersive Language Find Time Docusign Add-in Dynamics 365 Ad... Dynamics... OneNote Phish Alert Add-in VZoom Ablebits

Submitted to your university:Tennessee Technological University Thesis or Dissertation Title

Reply AllReply ForwardETD Administrator <etdadministrator@proquest.com>
Tue 9/30/20259:40AM

External Email Warning
This email originated from outside the university.Please use caution when opening attachments, clicking links, or responding to requests.

earJane Doe,

Tennessee Technological University Thesis or Dissertation Titlehas been submitted to your administrator for review.If additional information or edits are required, your administrator will contact you.

Regards,
Your ProQuest team,part of Clarivate

A message from your team at ProQuest,part of Clarivate

STATUS DESCRIPTION

Now that your manuscript has been submitted, your administrator will review it. If you have questions about the status of your submission, please contact your university administrator.

View vourtitle in.ETD Administratot



 

 

ations/Theses List 
 My ETDs tab

After your paper is submitted, you’ll find it under My 
Dissertations/Theses List on 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) 

Tennessee Technological University Thesis or Dissertation Title
ID:11592
Status:Submission in reviewStatus: Submission in review
Your submission is being reviewed by your institution's administrator. You will receive follow-up emails concerning any necessary revisions to your submission, and to let you know
when your work is ready to deliver to ProQuest. Visit this page anytime to check your submission status. Questions? Contact your institution's administrator at acamuti@tntech.edu

Revise



ProQuest



  
 

 

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

ProQuest

ETD Administrator



History
ProQuest

ETDAdministrator



 

     

 

    
 

• 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

ProQuest

ETD Administrator

mailto:gradstudies@tntech.edu


Copyright Info & 
Proquest Help 



General 
Copyright 

Information: 

 Copyright Ownership PDF (https://pq-static-
content.proquest.com/collateral/media2/doc
uments/copyright_dissthesis_ownership.pdf)

 Why Copyright PDF
(https://about.proquest.com/globalassets/pr
oquest/files/pdf-files/whycopyright.pdf)

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

 

  

https://pq-static-content.proquest.com/collateral/media2/documents/copyright_dissthesis_ownership.pdf
https://about.proquest.com/globalassets/proquest/files/pdf-files/whycopyright.pdf
https://about.proquest.com/globalassets/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 

https://support.proquest.com/s/product/dissertations-etd?language=en_US
https://support.proquest.com/s/article/ETD-Administrator-Frequently-Asked-Questions?language=en_US
https://support.proquest.com/s/article/ETD-Administrator-Frequently-Asked-Questions?language=en_US
https://about.proquest.com/en/dissertations/proquest-dissertations-frequently-asked-questions/proquest-dissertations-authors-frequently-asked-questions/


ProQuest Contact 

Contact ProQuest at 
disspub@proquest.com

disspub@proquest.com• Contact ProQuest at 
disspub@proquest.com 

Lucinda Morabito
Rectangle

mailto:disspub@proquest.com
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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.

• 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. 

https://www.tntech.edu/graduatestudies/gcalendar.php
https://www.tntech.edu/graduatestudies/gcalendar.php
mailto:gradstudies@tntech.edu


  

  

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

• 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.

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

• 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. 
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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. 

https://www.tntech.edu/cas/english/west.php


 

  

 

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 

• 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 

https://tntech.navexone.com/content/dotNet/documents/?docid=1432&app=pt&source=browse&public=true
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

https://www.tntech.edu/library/research-tools.php
mailto:hcmills@tntech.edu


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

• 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 

https://refworks.com/RWShibboleth/help/508help/Welcome.htm
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 

https://www.merriam-webster.com/
https://apastyle.apa.org/
https://owl.purdue.edu/owl/research_and_citation/apa_style/apa_formatting_and_style_guide/index.html
https://apastyle.apa.org/style-grammar-guidelines/capitalization/title-case
mailto: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

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


Lucinda Morabito, lmorabito@tntech.edu 
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Karen Warren, kwarren@tntech.edu 

•College of Arts and Sciences

•College of Business

•College of Engineering

•School of Nursing

 

 

  

   

 

•College of Agriculture and Human Ecology

•College of Education and Human Sciences

•College of Emerging and Integrative Sciences

Need to change your 

graduation term? 

mailto:kwarren@tntech.edu
mailto:lmorabito@tntech.edu

	Overview & Deadlines
	Graduate Studies Website
	Document Structure & Formatting
	Formatting/Submission Changes for Spring 2025
	Page Examples
	Submitting to ProQuest 
	Copyright Info & Proquest Help 
	Review Process & Publication Timeline 
	Resources
	Final Tips 
	Need to Change Your Graduation Term?



