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. INTRODUCTION
Purpose of the Guide
This guide provides specificoverview of theformatting requirementsequired
for all thess anddissertatios at Texas Stateniversity. The Graduate College
formatting requirements take precedent over all aihgde guidesRecent style manuals
(i .e. APA, Turabi an, M digciplines asagréed upan byt he st u
your committeemay be consulted for style material not included i glnide. Theses
and dissertations must be formatted as specified in this tuimeapproved by The
Graduate College.
It is important for students wonsult with their departments regarding
depart ment al requirements outside The Grad
guide, as well as progress towards a degree. Students are responsible for adhering to both
The Graduat e Col ndé¢hgrradépartmentabrequireneemsimadrdsr toa
graduate from Texas State University.
Revisions to the Guide
Texas State University reserves the right to make changes to the requirements in
this guide. If changes are considered necessary, they will bedfaotve immediately
and will apply to both prospective students and those already enrolled. Current students
must not use old manuals, previous theses, or previous dissertations when preparing a
current document, as styles and requirements may have change
Resources for Thesis/Dissertation Students

Belowis a list of resources available for thesis and dissertation students



Table 1. Resources for Thesis/Dissertation Students

Guide Focus on Processes
and Procedures

Provides an overview of the thesis/dissertation proc
leading up to submissipmcludingcommittees, forms
expectations, and more.

Guide Focus on Vireo
Submission

Provides overview of submitting to Vireo atite
correctiongrocessefore final approval.

Thesis & Dissertation
Information page

Central hub for thesis and dissertation resources.

Forms Digital copies of equired forms for thesis and
dissertations students.
Deadlines Deadlines for graduation applications

thesis/dissertation defense, submission, and approy
andcomprehensive exam forms.

Resource @Gides

Informationabout the thesis/dissertation process
broken up into three distinct stages.

How-To Videos

Stepby-step video instructions aomplexformatting
requirements.

Microsoft Word Template

Formatted Word documefdr theses/dissertations.

Digital Collections

Online repositorfor the scholarlyand creative works
produced and owned by the Texas State University
community

Funding

Resources to help fund the cost of graduate educat

Thesis Research Support
Fellowship

Competitive fellowships designed to support master
studentéthesis research

Doctoral Research Support
Fellowship

Competitive fellowships designed to support doctord
studentédissertation research.

Institutional Animal Care &
Use Committee

Oversesthe provisions for the care and wbking of
animals used for research and educational purpose
Texas State University

Institutional Review Board

Protecs the rights and welfare of human research
subjects conducted or supported by Texas State
University.

Shop Talks

Informational webinars, including a webinar on
formatting theses and dissertations.

Writing Center

Helpsdevelog writing at any stage of the writing
process, in any style guide, and in any discipline.

Student Learning Assistanc
Center (SLAC)

Offerswalk-in tutoring lab, Supplemental Instruction
Veteran Academic Succe€gnter, and excellent
online resources

Alkek Libraryi Graduate
Student Services

Offers research consultations, copyright assistance
more.

ITAC

One-stop-shop for technology needsuestionsand
support
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http://www.library.txstate.edu/services/students/graduate.html
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Guide Instructions

TheMicrosoft WordTemplateprovided onThe Graduate Collegehesis &

Disseatation Resourcesuidespagealready follows most of The Graduate College

formatting requirements. Using the template should save students time in formatting and
reduce the number of corrections needed upon submission to VireGraduate

College templa is a Word template and is the only template recommended for Texas
State thesis and dissertation students. LaTex templates are no longer suSpaitaus

should only retrieve the template from fhieesis & DissertatioiResourcésuidespage

as it is the most ufp-date. Templates listed anyhere else may not be the correct
version.
Even when using the template, formatting errors can oBXeaserefer to

chapterdll. FORMATTING CHECKLISTandlV. COMMON MISTAKESbefore

submtiting thethesis/dissertatioto The Graduate Colleg&Jpon submission to Vireo,
students with significant formatting errors will be instructed to reviesechapterdor
their first round of correction#\s each item is completed, check off the appropriate
bullet If further instructions are neededd availabledick on thecorrespondindink to

see an irdepth explanatiofor that requirementA link to our How-To videcsis also

included if availableUsingthe checklistand list of common mistakesill help save time
during final editing and ensure documemiset formatting requirements. Students should
bevery thoroughn completing this checklist or they may be referred to it adarmg

the corrections proces&ppendixA in this document has visual examples of the Front

Matter, Text Section, and Back Matter.


https://www.gradcollege.txstate.edu/docs/thesis-dissertation-template.docx
https://www.gradcollege.txstate.edu/students/thesis-dissertation/resources.html
https://www.gradcollege.txstate.edu/students/thesis-dissertation/resources.html
https://www.gradcollege.txstate.edu/students/thesis-dissertation/resources.html
https://www.gradcollege.txstate.edu/students/thesis-dissertation/formatting-howto.html

Students are encourbto reviewthefinal PDF version of their submission
ensure it saved properly and still megftformatting requirement$See theConversion
to PDFinstructiors. Several reviews may be neededil formatting requirements are

metas changesan create additional errors.



Il. OPTIONS FOR THE STRUCTURE OF THE THESIS/DISSERTATION

Throughout the thesis/dissertation guides, we will refer tatituetureof the
thesis/dissertation and thermatof the thesis/dissertation. The structure of the
thesis/dissertation refers to how knowledge, research, and/or creative works are
organizedFor example, the structure of a thesis based on poetry will have a different
structure compared to a thesis based on an empirical study. The format, on the other
hand, concerns how the thesis/dissertation looks and includes all items in the formatting
checklist and guide. For example, no matter what structure you follow, all
theses/dissertations have the same front matter per Graduate College formatting rules. All
must have a table of contents and acknowledgement in the front matter, and all must use
a seqgential pagination, among other required formatting items. For specific formatting
requirements and guidelines, refer to the thesis/dissertation guide on formatting.

Students have several options for the structure of their thesis/dissertation and
should onsult with their committee chair and members about the proper structure to
follow. While there are options that are discipigecific, two common structures are
(1) a traditional structure or (2) an artitdased structurén a traditional structure ,
theses and dissertations present the findings of original research in a monograph, often
consisting of five distinct chapters (i.e., introduction, literature review, methodology,
presentation of findings, and a concluding discussibm). A a-bta s ed e
thesis/dissertation structurei s an al ternative structure to
thesis/dissertation. Although most artitlased theses/dissertations retain the
introductory and conclusion chapters, the middle chapters are eacbrgalined units,

each havingheir own introduction, literature review, findings, and concluding discussion



sections. Thes¢eeomdéactibée the structure
chapters to be able to be formatted as agtarding journal article.
Students must ewsult with their committee chair and members about which
structure is best argb notneed to seek approval from the Graduate College about
whether they should use a traditional structure, artiaked structure, or some other
commonly used structure ihdir field.
Utilizing a thesis/dissertation as an artibl@sed structure must be approved by
each studentodés thesis/dissertation commit:t
thesis/dissertation. The appropriateness of the atisded structure may differ by
discipline and context of the thesis/dissertation, as well as other deciding factors. As with
all theses/dissertations, the thesis/dissertation committee is the arbiter of quality of all
parts of the document, including any previously published work thgtlra included in
the thesis or dissertation.
In most cases, the thesis/dissertation committee will require that an-based
thesis/dissertation includes a thorough introduction chapter and a comprehensive
conclusion chapter in addition to the othdicée chapters. These chapters provide
framing for the thesis/dissertation as a cohesive work, as opposed to an anthology of
different articles. An articbased thesis/dissertation is normally comprised of several
articles, each as a freestanding chafiteaddition to an overall introduction and
conclusion chapter). The number of article chapters within a given thesis/dissertation is
highly dependent upon the studentédés resear

the program and mustbe approve¢ t he student 6s committee.



Articles used as chapters in an artibkesed thesis/dissertation may be considered

to be submitted | atero (i.e., to be submi

1

Af orthcoming/ already pnglotareadypublthedqiaac cept ed,
journal or other publication source). As with all theses/dissertations, the
thesis/dissertation committee must confirm that work must have been done while the
student was enrolled in the current degree program at TexasFataexample, articles
publi shed or submitted to a journal prior
program at Texas State are not eligible fo
Likewise, the committee will confirm that work done yimisly as part of another
degreebds requirements is not included as a
thesis/ dissertation. The studentds thesi s/
and appropriateness for all articles under consiaeratir inclusion.
Copyright for Article -Based Thesis/Dissertation Structure

The student (not the Graduate College) is responsible for obtaining any necessary
copyright permissions needed for inclusion of their article in their thesis/dissertation, and
in most cases, the thesis/dissertation committee will require that the documentation of
those copyright permissions be reviewed by the thesis/dissertation committee and

included in the thesis/dissertation. The student should conta€bthgight Officerin

Alkek Library for copyright questions and concerns.
To Be Submitted Later Category

If the student plans to complete the thesis/dissertation first andubsequently
publish chapters from the thesis/ dissertat

perspective is straightforward. There are no copyright concerns for the thesis/dissertation


https://www.library.txstate.edu/services/scholarly-research/copyright-assistance.html

T however, students should disclose to their target puldicautlet that the work has
previously been included in a thesis/dissertation.
Forthcoming/Already Published Category

If the student plans to include one or more of their previepsblished articles in
their thesis/dissertation, there are some condidesa

1 If the student does not hold the copyright to their whey will need to acquire
permission from the copyright holder to include that work in their
thesis/dissertation.

T The studentdés committee and Al kek Libra
copyright holder for each work the student plans to includlesim
thesis/dissertation.

T I't is possible that the copyright hol de
publication to be used in the studentods
should seek guidance from the Copyright OfficeAikek Library for their
specific situation as there are fair use exemptions that may be pursued in some
cases. However, it is to the studentds
copyright holder as early in the process as possible to avoid situaticis way
delay graduation.

1 When a forthcoming/already published article is included as a chapter in the
thesis/dissertation, the thesis/dissertation committee will require that the citation

for the article is provided on the first page of each articletehap



Co-authored Articles
It is within the purview of the thesis/dissertation committee to accept only (or a
minimum number of) solauthored articles in a thesis/dissertation. If allowed by the
t hesi s/ di ssert at i ocauthared antiole maly keencladedsntau d ent 6 s
studentdos thesis/ dissertation under <certai
1 A statement that documents that the student contributed at least 51% of the
content of each of the articles to be used in their thesis/dissertation must be
providedto,andapprved by, the studentods thesis/ o
1 The student must provide documentation to their committee indicating that their
co-authors have given permission for the use of themuthored article in the
studentds thesis or dissertation
1 Thestudat 6s thesis/dissertation committee
under consideration for inclusion in th
approval is required in order to includethecas t hor ed article i n t
thesis/dissertan
Formatting Requirements: Article-Based Thesis/Dissertation
There are generally two approaches to formatting requirements for-adsxel
theses/dissertations. Students should consult with their committee about which format to
follow:
(1) Standard Famatting
The thesis/dissertation is formatted according to current university

thesis/dissertation formatting requirements, and the article chapters must follow the



formatting requirements for the rest of the thesis/dissertation, regardless of formatting
requirements of the journal or other publication source.
OR
(2) Limited Customized Formatting
University guidelines require certain formatting requirements for all
theses/dissertations. For artitlased theses/dissertations, those formatting requirements
must be followed throughout the thesis/dissertation. The exception to the university
formatting requirements for articleased theses/dissertations applies to the article
chapters, which may (with approval by the
formatted according to the requirements of the publication source (for published articles)
or the target publication source (forlte-published articles). Studemntzustfollow the
Graduate College thesis/dissertation formatting guidelines unless themeqgirement
by the publication source to retain their formatting structiitee following restrictions
apply:
1 Pagination and margimaustbe consistent throughout the thesis/dissertation, even
if using a journaldéds formatting require
1 Any appendicesnustbe included at the end of the entire thesis/dissertation, not
within the body of the document
1 Figures, tables, and other ntaxt incluisionsmustfollow a consistent numbering
system throughout the thesis/dissertation so that there is no repetition of

figure/table numbers from one chapter to the next

10



[11. FORMATTING CHECKLIST
Title Page

0 Page has a-inchtop margin.
0 Page has &.5inchleft margin.
0 Right and bottom nrgins ae 1 inch.
0 Page does not have abgid font.
0 Titleisin ALL CAPS, isdouble s@aceal, and formatteéh an irverted pyramid (if

morethanoneline is neededAn inverted pyramid style has the longest line on

top, with linesgetting increasingly shorter as they are added below.
O Studentdéds name is the official name on

State Exceptionsca b e made on an fias neededo bas
0 Degreetype ofany previouslyearned degreds) is abbreviated correctly (B.S.,

M.S., etc.) after stucen t réaree and listed oldest to most recéhinore than one is

included.
0 The following text issinglespacedand e nt er ed on t he page, w

official degree and major as listed by the University:
A thesis/dissertation (pick the applicable document) submitted to the Graduate Council of

Texas State University in pat fulfillment
of the requirements for the degree of
Degree Type (Master of Science, Doctor of Philosophy, etc.)
with a Major in Major Name (Biology, Criminal Justice, etc.)
Graduation Month and year (e.g. December 2016)

0 Graduation morth (Decembe, May, or Augustonly) and year arecorred.
0 Names ofcommitteemembea's ae spelled correctly. No titles (e.g., Dr., Mrs., Mr.,

etc.) other than Chair or @0hair are listecfter the applicableommittee

member 6s name.

11



Copyright Page

Page has &-inchtop margin.

Page has &.5inchleft margin.

Right and bottom nrgins ae 1 inch.

Text on this page isentered.

The wordiCOPYRIGHTO is bdd andin ALL CAPS.

Text on this page idouble spaced.

Degrees ard/or titlesare notincludedwith the stuén t @me Trh e
name must exactly match the name listed on the Title Page.
The year of graduation is listed on this pagenth is not included.

Fair U se and Authord sermission Statement Page

Page has &-inchtop margin.
Page has a LiBich left margin

Right and bottom nrgins ae 1 inch.

student 6s

ThefiFAIR USE AND AUTHOR& PERMISSON STAT EMENTO healing is

in ALL CAPS, bold, anccentered.

The Fair Use text listed iAppendixA must be included exactly as it appears

in the exampleincluding alignment and spacing.

Choose one of the twuplication Permissionstatementsnd include it on

the page.

Spacing between subheadings and paragraphs are consistent.

12



Dedication

*This page is optionalf it is included, please format it as follows:

0

0

Page has &-inchtop margin.

Page has &.5inchleft margin.

Right and bottom nrgins ae 1 inch.

TheADEDICATION o healingisin ALL CAPS, bold, anccentered.
Formating is not equired to follow any spedfic guidelines, otlr than
conforming to therequired margins of Front Matterand healing style for the
wor d A De.dtis suggstedaauééormatingthat is smilar to ather
sedions of the doument(samefont, etc.).

Acknowledgements

Page has a-ihch topmargin.

Page has a Lifch left margin.

Right and bottom nrgins ae 1 inch

TheAFACKNOWLED GEMENT S0 headingisin ALL CAPS, bold, anccentered.
Thisis thefirst numbered pge of thedocumentThe pagenumler is a lowercase
Roman numeral and should be centered in the fadtemchfrom the bottom of

the pageThough this is the first page numbered in the document, this is not page i;
this page will be numbered according to wheig iih the documentPage numbers

are 12ptfont and are the same font type as used throughout the document.

13



Table of Contents

(How-To Video

Page has a-ihch topmagin.

Page has a Lifch left margin.

Right and bottom nrgins ae 1 inch.

TheATABLE OF CONTENT SO healing isin ALL CAPS, bold and

centered.

The waged iis right justified and in bol
Contents (below the padreader).

Font typematches what is chosen for the document. Only the items listed above
will be in a particular font style.

Dot leaders with aright tab are usedo conned entries withpage numbes. Items

in the Table of Contents acerrectly numbered with the corresponding page
number.

The ACKNOWLEDGEMENTS page and all pages after the Table of Contents in
theFront Mattershould be includeds entriesn the Table of Content®ages
beforeACKNOWLEDGEMENTSas well aghe Table of ©ntentstself should

notbe includedasentriesin the Table of Contents.

CHAPTERIs listed after Front Matter entries with no dot leader or page number.

Healings, chaptetitles, andsublealings appea exactly as inthe text. (Words

and capitalization only. Italics are not included unless used for nomenclature.)
Each chapteis in all caps, indenteédndmust begin on a new page.

Prologues and Epiloguei$ included,are numberednd formattedike chapters.

14


https://www.gradcollege.txstate.edu/students/thesis-dissertation/formatting-howto.html

Chapters ae numbeed, and numbeng is consisént between theTable of
Contentsand the &xt. EitherRoman orArabic numerals aracepteble but once
chosen, onlpnenumbering choice must be used.

If onesubteading is included in the Table of Contentdl subleadings of the
same levemust bencluded in the Table of Contents. Subheadings are not
required to be listed in thEable of Contents, despitéhetherthey are listed in
the text.

Subheadings are indentéat each leveincludedin the Table of Contentndare
singled spaceds one blockinder each chaptewith a blank line before and after
each block.

APPENDIX SECTION (ifincluded and REFERENCES (or other titlaje
aligned against the left margatfter the last chapter/subheading.

Page numberingontinues from the previous page, wittoewer-caseRoman

numeral, centered in the footer.

Article-basedstudens i Articles should be listed as chapter titlédl other tiles
andheadingswithin thearticle need to be listed asbheadings.

MFA Poetry students poems should either be listed undee chapter as
subheadings or each poem listed as its own chagtieng as they follow the

required formatting for the Table of Contents.
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List of Tables, List of Figures, etc.

(How-To Video

*A list of tables, figures, etc. is only included if the document contam®r more

tables, figures, etc.

0

0

Page has a-ihch topmargin.

Page has a Lifch left margin.

Right and bottom nrgins ae 1 inch.

Heading (LIST OF TABLES, FIGURES, etc.)isin ALL CAPS, bold and

centered on the page.

T h e wlabledFigure/lllustrationo, et c. is |l eft justifie
The waged iis ri ght | ustanddoided on the same
Dot leaders with aright tab are usedo conned entries withpage numbes.

Items in the List of Tables/Figures/lllustrations, etc. are correctly numbered with

the corresponding page numbers.

Items in the Appendix Section are not included in these lists.

Titles of tbles/figures/illustrations, etcappea exactly as they arein the ext.

(Words and capitalization only. Italics are not included unless used for

nomenclature.)

Only the first sentence of the tapligure, illustration, etctitle is listed

Entries that are more than one line iadentedafter the first lineand the entire

entry is single spaced.

Page numberingontinues from the previous page, with a loxwase Roman

numeral, centered in the footer.
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List of Abbr eviations

*This pageis optional.

0

0

Page has a-ihch topmagin.

Page has a LiBch left margin

Right and bottom nrgins ae 1 inch.

TheALIST OF ABBREVIATIONS ohealing is inALL CAPS, bold and

centered.

Thew o r Abbréviatond i s i n bold and al Thegned

wo r Descfiptono i s in bold on the same
the page.

Each entry is aligned under the appropriate column.

The text in thdist is double spaced.

Page numberingontinues from the previous page, with a lowwase Roman

numeral, centered in the footer.

Abstract

n

*This page is required foall doctoral studentdlt is also required for thosma st er 6 s

students writing a thesis in a language other than English (the abstract must be in

English in those cased)bstracts are optional for all othenasteiGs students.

0

0

Page has a-ihch topmargin.

Page has a l-ifich left margin

Right and bottom migins ae 1 inch.

TheAABSTRACTO healing is inALL CAPS, bold andcentered.

The text in the abstract is double spaced.
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0 Page numberingontinues from the previous page, with a lowwase Roman

numeral, centered in the footer.

0 Article-based onlyif using abstractfor individual chapterdormat the abstrast
as subheadirggPlaceabstracsubheadingat the beginning of their respective
chapters.

Text Section

Mar gins and Pagination

0 All pages in the Text Section and Back Matter havarech top magin. Text,
tables, and figures starg at the topof the page should start at thénch margin

0 All left margins ae set at 1.5 inches

0 Right and bottonmargins ae 1 inch.

0 Useleft alignmentfor paragraph texicreating uneven right margins).

0 Page numbers start over at 1 usitrgbic numerals in the Text Sectiand are a
half-inch from the bottom of the pageage numbers are 12 pt font and are the
same font type as used throughout the document.

Font

0 The same font is used throughout the Fronttdfairext Section, and Back
Matter, includingall page numberd-ontis 12 pt and is professionafont (Times
New Roman, Garamond, étc

0 Font size for tables, figures, illustrations, etc. can b&2.pt font.All other text

must be 12 pt font.

18



adn
0 All text is doublespaced except where single spadng is appopriate. Single
spaing is allowed for:
A Subhealings thatcarry over ontotwo lines,
A Tableand figuretitles and ceptions,
A Reference entries intheliterature cited sestion,
A Block quottions,
A Footndes.
0 Spacing of your choice in other areas is consistent throughout each chapter.
Examplednclude:
A Size of paragraph indentations
A Spacing before/after
o Titles and subheadings
o Paragraphs
o0 Tables, figures, illustrations, etc.
A Poetry lines (for MFA Poetry students)
Grammar and Punctuation
0 Grammar, punctuation,and spelling mustbe correct.
0 Usetheword data corredly. Data is plual; datum is sngular. Thetext should
read: datawere (not datawas), tresedata (notthis dag), etc.

0 Acronyms andabbreviationsappea corredly in document.

A Any usage of fet al.0 appeas correctly in text, with the period after a.
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A Acronyms andsbbreviationsare fully spelled ot thefirst time mertioned
in thetext or included inaList of Abbreviationsin the Front Matter

Commas andperiods ae inside quotationmarks.
Semicolonsand colonsare outdde quotationmarks.
Be consistent in sgring after punctuationthroughout thetext. Punctuationat the
end ofa sertence shouldpreferably befollowed by two spaces (some s$yle
manuals spedfy one spae).
Texas StateUniversity is referenced correctly. The first time the university is
mentioned irthetext, the full university namelexas StateUniversity, is used.
Theredter, the rame nmay appea as Texas State ifan abbreviation is desired.
Scientific nomenclature should be italicized in all areas op#per, including

titles and Front Matter entries.

Headings and Subheadings

0

Healings/sublealings must be woded exactly the samein both the Bble of
Contentsand Text Sectionvith words andtcapitalizations(Do not include italics
in Table of Contentanless used for nomenclature).

Each level of subheading format style is different frahrother levels.

Each level of subheading format style@sisteneamong all chapters.

At least two lines fit under a subheading at the bottom of a piaget, move to
next page.

If headings are numberedimbers cannot be repeatgithin the

thesis/dissertation. Exceptionst allowed for articlebased submissions.
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Tables,Fiqures, |llustrations, etc.

0

0

Tables, figures, illustrations, etc. are numbered using Arabic nuridgrs
Titles on thdables, figures, illustrations,etc. in the Text Section muskactly
match the ttles in thelist of Tables Figures, Illustrtions,etc. (Words and
capitalization. Do not usgalicsin Listsunless t fa@ scientific nomenclaturg.
Table captiong(title and description) are placed above the tables.

Figure and illustrationcaptiongtitles and @scriptions) are placed below the
figures.

Captionfont sizeshould10-12 pt font

Captionformatting should beonsistenfor all tables

Captionformatting should beonsistenfor all figures and illustrations.
Tables, figures, illustrations, etc., including captiars, at or within the four

margins. Nothing may go outside any of the required margins.

Citations in theText

0

0

Follow theguidelines in thespprapriate dyle manual for formating citations.
Be consistenin citation format withn and amongchapters.

References

* Sedion nay also bereferred to asBibliography, Literature Cited Works Cited, etc.

0

0

Page has &-inch topmargin.

Page has a l-ifich left margin

Right and bottom migins ae 1 inch.

Either all entries should lmoublespacedpr each entnshould besinglespaced

with one blank line in between each entry.
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Entries at the bottom of a pagee notsplit between two pageBlove to next
page to keep an enttggether if needed.
Entries at theéop of a pageshould starat the topl-inch margin (No extra space
before entry.)
Black font is usedhroughout the literature cited sedion, includingany websites
listed.
For all other formattingfollow theguidelines in theppropriate dyle manual as
chosen by your committee

A Spacing is consistebttween authad s tials (ore or nospace).
Authoré samesare spelledcorredly.
Datesare correct and natch thosecited in text.

Titlesof works citedand page numbers in the entriesre corred.

> > > >

Punctuation is consistent within and between citations.

Common Mistakes

* Seenext chapter for common mistakes. Checkhaffbox for each itewhen done.

0

0

Dot leaders

Chapters and subheadings

Name inconsistencies

Table and fiqures

Landscape pages

Referencéed.iterature Cited

Consistency
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V. COMMON MISTAKES

The following is a list of common mistakes we see most indfae®l dissertation
submissions. Be sure thieck your paper for these mistakefore submissiarincorrect
and correct examples are givenwell as links to further instructions if need@lease
note thaformatting requirements for tables and figures may not be followed in this
chapterfor clarity of information.)

Dot Leaders

Dot leaders are required within your Table of Contents as well as similar pages
that include page numbers (Lists of Tables/Figures/lllustrations). When using dot leaders,
however, pleasensure that they are visible and clearly linked to the text. Below are
examples of misapplied dot leaders:

Incorrect
Table Page

1. A table with a long title that 1s being used, within this document, as a quick example . 1

These dot | eaders cannot be accepted du
title and page number. Please ensure thditlal, in all areas dot leaders are used, have
at least three dots between the title and page number.

Incorrect
Table Page

1. A table with a very long title that is being used within this document as a short example

The dot leaders in this example also cannot be used. When applying dot leaders,
at least one word must be on the same line as the page méfibedoing so, make sure

to indent the additional line(s) of text
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Correct
Table Page

1. A table with a long title that is being used, within this document, as a quick
example 1

The exampleaboveshows the dot leaders being applied correctly. The dot leaders
are clearly visibl e aS8ittetoisscramplecisneokthéne t he t
line long, the second line isdentedand the entire entry is single spacedr more

information dout dot leadersjiew thedot leader instructions

Chapters and Subheadings

Chapter titles can be numbengdh eitherArabic number®r roman numerals.
Although you are free to use either method, you musbhsistentvith your

subheadings.

Incorrect
2 Current Dt s e 65

In the above example, tlRoman numeral used for the chapmtenflicts with the
Arabic numbering of the subheadingumbering your suteadings is optional but must
be consistent within the Table of Contents.

When creating your Table of Contents, ensure that the subheadings are properly
leveled. A subheading level refers to the degree in which one subheading is part of
another. In the Tdbe of Contents, these levels must be signified through varying

indentions. Here is an example:
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L INTRODUCTION

Place holder text. Place holder text. Place holder text. Place holder text. Place
holder text. Place holder text. Place holder text. Place holder text. Place holder text. Place
holder text. Place holder text. Place holder text. Place holder text. Place holder text. Place
hiolder text.
General Scholarship

Place holder text. Place holder text Place holder text. Place holder text. Place
holder text. Place holder text. Place holder text Place holder text. Place holder text. Place
holder text. Place holder text.

Recent Field Studies: Place holder text. Place holder text. Place holder text Place
holder text. Place holder text. Place holder text.
Methods

Place holder text. Place holder text. Place holder text. Place holder text. Place
holder text. Place holder text. Place holder text. Place holder text. Place holder text. Place

holder text. Place holder text.

In theexampleabovethere are two distinct subheading levels. One level includes
ifGener al Scholarshipo and AMet hodsodo whil e
Studi es. 0 Because ddiferandave ofskbheadinghar®itGlediea ad i
Sc hol ar sshoulgpbe visibte mithe Table of Contentslifibselevel areincluded).

Hereis an incorrect and correct example:

Incorrect
General Scholarship oo L
BT 1= s B TS = R |
B 4 SR |
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Correct

General Scholarship e L
Recent Field Studies .o e e rnenees 1
U OSSOSO |

Remember, different levels of subheadings cannot be fadth# sameThe
two levels in thepageexample above are distinctly different from one anotBee the

Heading and Subheading Examptowevereach level is formatted, it must be

consistentor all subheadings in that level.
Name Inconsistencies
The naming of all sections, subheadings, tables, figures, etc. mustarattly
between the text and the Table of Contents, List of Tables, List of Figures, or List of
lllustrations. However, do not italicize entries in the Table of Contents or List of
Tables/Figures/lllustrations, even if they are italicized in the body of theutdess it is

necessary for a specific nomenclature. Here is an example of a naming inconsistency:

Figure 1. Generic Placeholder Image.

The entry in the List of Figures must match the figure title provided here but not

be italicized. Neither of the faiving are acceptable:

Incorrect
Fizure Page
1. Getieric TIATE e L
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Incorrect
Fizure Page

1. Generic placeholder MIAZE ..o e e e e e n e ee e eneemnenns L

The first example is incorrect because
second example, while having the full title, is also incorrect because it does not capitalize
each words in the figure exampl&he capitalization must match between the body of
the text and its entry inoththe Table of Contentsnd thelList of
Tables/Figures/lllustrations.

Tables, images, and illustrations can also be titled based on their firstcgente

Such as in this example:

UNIVERSITY

The rising STAR of Texas

Figure 2. This is a logo of Texas State University. It is used in many places.
For this figure, the List of Figures should only include the first sentence. The
example below is a properly typed List of Figures theludes the correct figure titles

for both images above.

Correct
LIST OF FIGURES
Figure Page
1. Generic Placeholder IName oo e e e s enm e e nm e s e esenmeenes L
2. Thiz 1z a3 logo of Texas State Tmiversity ... e e e eseesmeessesnmnessesnne L
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Tables and Figures

The title of a table or figure must be placed appropriately. For tables, the title

must go above it. For figures, the titlesshgo below it.

Tables
Incorrect
College New students Graduating Change
students
Undergraduate
Cedar University | 110 103 +7
Elm College 223 214 +8
Maple Academy | 187 120 +77
Pine College 134 121 +13
Oak Institute 202 210 2
Graduate
Cedar University | 24 20 +
Elm College 43 53 -10
Maple Academy 3 11 8
Pine College 9 4 +5
Oak Institute 53 52 +1
Total 998 908 90
Table 1. Fictional Diata —
Correct
Table 1. Fictional Data G—
College New students Graduating Change
students
Undergraduate
Cedar University | 110 103 +7
Elm College 223 214 w2
Maple Academy | 197 120 +77
Pine College 134 121 +13
Oak Institute 02 210 8
Graduate
Cedar University | 24 20 +4
Elm College 43 53 -10
Maple Academy 3 11 ]
Pine College 9 4 +5
Oak Institute 53 52 +1
Total 998 908 a0
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Figures

Incorrect

Figure 1. Placeholder Image

Correct

'’

Figure 1. Placeholder Image

_

Please ensure all table names go above the tables and all figure names go below

the figures. lllustrations, like figures, should have their names go hie&ilNustration

Additionally, tables, figures, and illustrations must remain within the margins of

the page. Below is an example of a table that violates the page margins.



.
; Incorrect margins. Margins should
;‘_ be 1.5 inches on left and 1 inch on
4-0.88in—y Table 1. Media Consumed, 209 Lo 07 192 4-0%5in—p
Media New students Graduating Change
students
Undergraduate
Music 110 103 +7
Film 223 214 +9
Podcast 197 120 77
Video Games 134 121 +13
NiA 202 210 -8
Graduate
Music 29 20 +4
Film 43 53 -10
Podcast 3 11 -2
Video Games 9 4 +5
NA 53 52 +1
Total 998 208 a0
Source: Fictitious data, for illustration purposes only

All tables, figures, and illustrations must adhere to the margin requirerfents

table like the one above, the student should consider using a landscape page.
Landscape Pages

Landscape pages arerticalpageghat arerotated clockwise. Although these
pages are uncommon, it is imperative that the page number location is also adjusted.
Landscape pages with improperly formatted page numbers cannot be accepted due to the
printing performed by Alkek Library.

Margins are o rotated clockwise for landscape pages. The top margin on a
landscape page is actually the ef-inch marginon a vertical page. All other margins

are 1 inchMake sure that any text, tables, or figures start atogé.5inch margin.
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If landscapegpages are properly formatted, the page numbers and margins would
still align if rotated back to a vertical page.

The next two pagewill provide an example of an incorrectly formatted landscape
page as well as a correctly formatted dnehe incorrecexample, the top margin and
pagenumberocation are incorrecThe correct example fixes these errors. Consider
using landscape pagks readability ofwide taldles and othefigures or illustrations that
would not fit on a vertical pag€or a detailed tutorial on how to set up landscape pages,

please consult thdow-To Videoson theGraduate Collegeebsite
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Table 2 A Large Amount of Data

Incorrect Landscape Formatting

City or Town
Point A

Point B
Point C
Point D
Point E

Point A

T

87
64
37
93

Point B Point C
T
56 T
32 91
35 54

Point D

43

Point E
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Table 2 A Large Amount of Data

Correct Landscape Formatting

Point A
Point B
Point C
Point D
Point E

City or Town

Point A

T

87
64
37
93

Point B

56
32
35

Point C Point D
T
91 T
54 43

Point E




Referenced iterature Cited

With a few exceptions, university guidelines require that theses/dissertations have
a reference section. This section will go at the end of the documenttradit®nal
thesis/dissertation structure. In the articlesed thesis/dissertation structure, students can
have a references section at the end of each chapter, one set of references at the end of the
entire document, or both. Students should consulttvéh thesis/dissertation committee
about reference placement(s).

The approach used in that thesis/dissertatiast be consistent througharnd must be

approved by the studentds thesis/dissertat
point of sulmission). If the student opts to have references at the end of each chapter,
then all chapters must follow that bibliographic format. The thesis or dissertation should
not be submitted with some chapters concluding with references while others do not.
(1) Reference Section at the End of Each Chapter

Students may want to keep the reference list located with the -attigfgers and
introduction and conclusion chapters (if applicable). The guideline here is consistency: if
there is a reference list at the exfcany chapter, there must be a reference list at the end
of each chapter (even those chaptelike the thesis/dissertation introduction chajiter
that are not one of the artiethapters)
OR
(2) Reference Section at the End of the Thesis/Dissertation

This is the traditional approach wherein all the citations are included in a single
reference section at the end of the document.

OR
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(3) References at the End of Each Chapter and the End of the Thesis/Dissertation

In some cases, the committee will require references at the end of each chapter
and at the end of the thesis/dissertation.

Mistakes in References/Literature Cited

Although the content of this section is determined by your graduate committee,
theformatting must not conflict with Graduate College requirements. Typically, students
title this section AREFERENCESO but the te
ABI BLI OGRAPHY, 6 and AWORKS CITEDO are al so

The most common error in this section is thetspdj of entries across multiple
pages. If an entry cannot fit on the page it starts on, the entire entry must be moved down
to the next page. Here are some examples:

Incorrect

Smith, Jonathan The Art of Deception: Creating Believable Fake Titles. Tranzlated by
Tim O Neill. South-East Press. 1399 pp. 18597
Sullivan, Jane, and Samantha Martinez. Masterfid llusions: Establishing a World af

Fiction with the Intent of Engaging an Audience. Norther University Press. 2010.

23

pp 32478,

Although only a small bit of text trails into the next page, the entirg eetds to

be movedo the next page
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Correct

Smith, Jonathan The 4rt of Deception: Creating Believable Fake Titles. Tranzlated by

Tim O°Neill. South-East Press. 1899, pp. 183-97.

23

Sullivan, Jane, and Samantha Martinez. Masterfid lilusions: Establishing a World of
Fiction with the Itent of Engaging an Audience. Northern University Press. 2010,

pp 324-78.

Additionally, it is important that, regardless of citation style, there is some space
between each entry. Entries can either be double spaced throughout or single spaced with
one blanKine betweereachentry.

Incorrect

smith, Jonathan. The Art of Deception: Creating Believable Fake Titles. Translated by
Tim O'Neill. South-East Press. 1899 pp. 183-97.

Sullivan, Jane, and Samantha Martinez. Masterfid lllusions: Establishing a World af
Fiction with the Intent af Engaging an Audience. Northern University Press. 2010.
pp 324-78.

Correct
Smith, Jonathan. The Art af Deception: Creating Believable Fake Titles. Translated by

Tim O'Neill. South-East Press. 1899 pp. 185-97.
Sullivan, Jane, and Samantha Martinez. Masterfil Illusions: Establishing a World aof

Fiction with the Intent aof Engaging an Audience. Northern University Press. 2010.

pp 324-78.
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Correct

Smith, Jonathan. The Art of Deception: Creating Believable Fake Titles. Translated by
Tim O'Neill. South-East Press. 1899 pp. 185-97.

Sullivan, Jane, and Samantha Martinez. Masterful [llusions: Establishing a World af
Fiction with the Intent of Engaging an Audience. Northern University Press. 2010.
pp 324-T8.

Please ensure that your references page, unlikedbgectexample, maintains
space between its entries. Although these examples are based on MLA, you can use
whichever style is approved by your thesis/dissertation committee.

Consistency

Consistency is key for approvdlhink of it as creating a style guide fgour
paper in which each item has a specific format that should be followed throughout your
entire paper. This includes table, figuaedillustration caption formattingspacing
before and after paragraphs, subheadings, tablessiete of paragraph indentions, and

more.The example belowhowsinconsistent formatting within a paper.
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Incorrect

L INTRODUCTION

Place helder text. Place holder text. Place holder text. Place holder text. Place
helder text. Place holder text. Place holder text. Place holder text. Place holder text. Place
helder text. Place holder text. Place holder text. Place holder text. Place holder text.
General Scholarship

Place holder text. Place holder text. Place holder text. Place holder text. Place
helder text. Place holder text. Place holder text. Place holder text. Place holder text. Place
helder text.

Recent Field Studiss: Place holder text. Place holder text. Place holder text. Place
holder text. Place holder text. Place holder text. Place holder text. Place holder text. Place

holder text. Place holder text. Place holder text.

Methods
Place holder text. Place holder text. Place holder text. Place holder text. Place holder
text. Place holder text. Place holder text. Place holder text. Place holder text. Place holder

text.

Instruments ured. Place holder text. Place holder text. Place holder text. Place holder
text. Place holder text. Place holder text. holder text. Place holder text. Place holder text.

Place holder text. Place holder text.

In the example abovéhere are a few inconsistencies to loaKTée spacing
before subheadingss i nconsi stent. fMiBRecremal FSehdl &1t 2
a standard doubl e space before the subhead
have a larger spacAlso, the size of the paragraph indenties hor t er after AM
than in the previous paragraphs.tdsy , AfRecent Field Studiesbo

are the same subheading | evel but are form
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captalizesda | words while Alnstruments usedo doe.
acolon()after the title while Alnstruments wuse

Correct

L INTRODUCTION

Place holder text. Place holder text. Place holder text. Place holder text. Place
holder text. Place holder text. Place holder text. Place holder text. Place holder text. Place
helder text. Place holder text. Place holder text. Place holder text. Place holder text.
General Scholarship

Place holder text. Place holder text. Place holder text. Place holder text. Place
holder text. Place holder text. Place holder text. Place holder text. Place holder text. Place
holder text.

Recent Field Studies: Place holder text. Place holder text. Place holder text. Place
holder text. Place holder text. Place holder text. Place holder text. Place holder text. Place
holder text. Place holder text. Place holder text.

Methods

Place holder text. Place holder text. Place holder text. Place holder text. Place
holder text. Place holder text. Place holder text. Place holder text. Place holder text. Place
helder text.

Insirumenis Used: Place holder text. Place holder text. Place holder text. Place
holder text. Place holder text. Place holder text. holder text. Place holder text. Place

holder text. Place holder text. Place holder text.

In the example above, all inconsistencies have been ftedspecific formatting
styles usedn this chapter example should also be used throughout the rest of the paper.
Be sure to go through your paper to make sure all formatting styles you have chosen are

consistentvithin and throughout atthaptes.
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V. FORMATTING INSTRUCTIONS FOR TRADITIONAL AND
ARTICLE -BASED STRUCTURES
Grad College Shop Tallkee workshops, seminars, and presentations organized
by The Graduate College that are specific to the graduate student exp@ieacé.
those ShopTalks, i t | ed AFor mat t i ng BYorused spedifieallyios / Di s s
formatting requirements fdhe thesis/dissertatiaocumentStudents who were nable
to attend that Shop Talk might find it useful to access our recording of that session, found

in our Shop Talk archives at:

www.gradcollege.txstate.edu/events/shoptalks/recorded.Aftat loggingin, students
canent er Aformattingo in the search box and
Shop Talk recordingyill emerge

Microsoft Word Template

As stated in théntroduction the Microsoft Word Templat@rovided onThe

Graduate Colleg&hesis & DissertatioRResourcésuidespagealready follovs most of

theformatting requirements. Using the template should save students time in formatting
and reduce the number of corrections needed upon submission to Vireo.
Copy and Paste

Whencopying and pasting into the template, either place your cutsere
needed or highlight the text you wish to replace. Then right cliciciesidon
@ Merge FormattingThis optionis recommended asdiscards most formatting that
was applied directlyat the copied tex@andtakes on the style characteristics of the

paragraph where it is pastéthis option should help retathe formatting of the template
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when pasting fronanother documerthat is formatted differentlyHowever, studest
should still always double chetkattheir work meets formatting requirements.
Style

Though the formatting specifications set by The Graduate College are required for
all theses and dissertations, students are also encouraged to use tharsigle
appropriate to their field for contemot specified in the guid@ablel1 below lists the
major discipines at TexasState and appropriate style manuals to be considStadents
shouldultimately consult with their committees regarding the appropriate stgleuals

andmanualversionsfor their documents.

Table 2. Style Guides by Major
Doctoral Majors and Recommended StyWanuals

Major Style Manuals Used
Adult, Professional, an@ommunity APA>
Education
Aquatic Resourceand Integrative Biologyl CBE’
Computer Science Turabian/APA
Criminal Justice APA®
Developmental Education (Ph.D./Ed.D.) | APA®
Geographic Education Turabian
Geographic Information Science Turabian
Geography Turabian

Materials Science, Engineering, and Turabian/ACSAIP?
Commercialization

Mathematics Education APA®
School Improvement APA>
Masterds Majors with a Thesis ar
Major Style Manuals Used
Adult Education APA®
Agricultural Education APA®
Anthropology AAAYCBE//SAA!
Applied Mathematics None Specified
Aquatic Resourceand Integrative Biology| CBE’
Athletic Training AMA YAPA®
Biochemistry Turabian/AC$8
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Biology CBE’
BusinessAdministration Turabian
Chemistry Turabian/ACS

Communication Design

None Specified

Communication Disorders

APA®

Communication Studies APAS/MLA 10
Computer Science Turabian/APA
Creative Writing Turabian/MLAY
Criminal Justice APA®

Dementia and\ging Studies

See Department

Developmental Education

APA®

Elementary Education APA>
Elementary EducatieBilingual/Bicultural | APA®
Engineering See Department
Exercise Science APASMLA1°
Family & Child Studies APA®
Geography Turabian
HealthEducation APA®

Health Information Management APA>
Healthcare Administration APA®
History Turabian
Human Nutrition AMA*

Interdisciplinary Studies with a
Concentration in Sustainability

See Department

International Studies Turabian
Literature MLA 10

Mass Communication APA®
Materials Physics AIP3
Mathematics Turabian
Merchandising and Consumer Studies | APA®

Music Turabian
Philosophyi Applied Philosophy and Turabian/MLAY
Ethics

Physical Education APA®
Physics Turabian/AIP
Political Science Turabian
Population & Conservation Biology Turabian
Professional Counseling APA>
Psychological Research APA®
Recreation Management APA>
Rhetoric & Composition APAS/MLA 10
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Secondary Education APA®

Sociology ASA®

Software Engineering Turabian/APA&

Spanish Turabian/MLAY

Sustainability Studies See Department

Technical Communication MLA 10

Technology Management APA®

Theatre MLA 10

Therapeutic Recreation APA®

Wildlife Ecology IMEJWM®

IAAA = AmericanAnthropological Association  ‘CBE = Council of Biology Editors
2ACS = American Chemical Society 8JM = Journal of Mammalogy

SAIP = American Institute of Physics 9JWM = Journal of Wildlife Management
4“AMA = American Medical Association OMLA = Modern Language Association

SAPA = American Psychological Association HSAA = Society for American Archaeology
SASA = American Sociological Association

Arrangement of Thesisand Dissetation
Per Texas State requirements, tthesis/dissertationonsistsof three major
componentsthe Front Matter theText Sectionand theBack Matter The Front Matter
section is best thought of the Texas State requirements sectlboonsists of many
informational and requirepages, suchas(in order)
| Title page,
|  Copyright,
| Fair Use and Authordos Permission Statem
| Dedication (optional),
|  Acknowledgements,

| Table of Content§How-To Video: Table of Contenks

| List of Tables (if applicablejHow-To Video: List d Tables,

| List of Figures (if applicable)How-To Video: List of Figurel

| List of lllustrations (if applicable),
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I List of Abbreviations (if applicable), and
I Abstract (required in dissertations, optional in most theses).

(How-To Video: Front Matter

TheText Sections where the studeatwork/researchs reflected It contairs the
individual chapters (thenumler will vary by thesis/dissertatigntables, figures, and/or
illustrations(if included), and any additional information that either precludes or
concludes théhesis/dissertatioritems like Prologues and Epilogues will go in the Text
Section, as they are part of ttheo ¢ u meonténpand should be numbered as chapter

TheBackMatterincludes theAppendix Sedion (optional) and Referencesgaso
referred to asBibliography, Literature CitedWork Cited, etc.). Table 2 indicates the
overallarrangement ofthe tresisand dissertation. Therequired pages arsdctions shold
belisted andarranged in the documeintthe order indicated in the charDocuments
missing required pages and/or sections will be sent back for reform&tie&ppendix
A for examples of formatting.

Abstract Requir ement

Doctoral studentsare required toinclude an abstract in their dissertationsThe
abstract is optional inthe thesisexcept forathesis writen in a language other than
English For studentsvriting theses for the Master of Arts degree in Spanish and
choosingto submit thethesisin a language other than English, the thesistincludean
abstraa written in English. A duplicate abstrad in the norEnglish languagenay also be

included, if desired.
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1%

Table 3. Arrangement of Thesis and Dissertation

Page Required or Optional| Format of Page Numbel Description and Helpful Tips
Title page Required Counted, but not 20 t o p.Dammtrugeibaid on this pagehe title
numbered should be in all capitdéttersin an inverted pyramid
structure.
Copyright Required Counted, but not 20 t o p.Copwighgi$ bold and iall caps.
numbered Copyright is automatic once the work is in fixed form.
The student holds the copyright to their
thesis/dissertation. Students may have their
copyright registered with the U.S. Copyright Office.
Fair Use and Required Courted, but not 20 top.FmarguUse and Aut ho
Aut hor 6s numbered Statement is bold and all caps. Include only one of the
Permission two duplication permission options.
Statement
Dedication Optional Counted, but not 20 t o p.Dedigatian is bold and idl caps
numbered
Acknowledgement¢ Required This is the first page 20 t o p.Adkrwled@ements is bold and il
numbered, using lower | caps. This page gives credit and acknowledgement tc
case Romanumerals, | those who have helped the student during their acade
centered, a %2 inch from| career.
the bottom of the page.
All pages will be
numbered from this poir
forward.
Table of Contents | Required Continuing from 20 t o p.Tabla of @antents is bold andat caps.

(TOC)

previous page

All chapter titles, headings, and subheadings listed
should be worded in the TOC exactly the same as in
text. Dot leaders must be used.

List of Tables
(LOT)

Required if document

contains 2 or more
tables

Continuing from
previous page

20 top margi n; L i satl camsfAll T
table titles listed should be worded in the LOT exactly,
the same as in the text. Dot leaders must be used.




o

Page Required or Optional| Format of Page Numbel Description and Helpful Tips
List of Figures Required if documeni Continuing from 20 top margin; Li salcapd AlFR
(LOF) contains 2 or more | previous page figure titles listed should be worded in the LOF exactl

figures

the same as in the text. Dot leaders must be used.

Any additional List | Required if documeni{ Continuing from 20 t o p.Lishttle igbold and irall caps

entry in the contains 2 or more | previous page

document illustrations or other

entry

Abstract Optional for theses | Continuing from 20 t o p.Abstaact s boid and iall caps.

written in English, previous page
required forall

dissertations and

theses in a foreign

language.

Text Section Required The first page of thetex{ 1 06 t op mar gi msecttoChapiergites u t
is where the numbering | must be bold and idl caps with the number designatiq
will change from Roman listed in the TOC
to ArabicnumbersPage
numbering starts over af
1 andis still centerednd
a ¥ inch fronthe bottom
of the page.

Appendix Section | Optional Arabicnumberscontinne |1 60 t o p. AppendixgSedtion is bold and afl caps
from previous section | Individual gopendices are not included in theont

Matter. Students may include a separate TOC in the
Appendix Sectionbut it is not required.

Literature Required Arabicnumberscontine | 1 0 t o p. LiteratureggGited (or whichevditle the

Cited/References/ | (except folMFA from previous section | studentuse$ is bold and irall caps Use the style

Bibliography/Works| poetry/fiction appropriate fot h e s tdiscipkne Dodhat split

Cited

studentshot using

outside resources)

citatiors betweertwo pages.




Typography

Thesamefont mustbe used throwghoutthe Front Matter Text SectionandBack
Matterof the d@ument Fonts ecmmmendd by moststyle manuals include Times Nw
Roman or Garamond but any professional font will be accepted for this docunTéra
body of thethesis/dissertatioand required pages in theont Mattermust be inl2-point
font Tables and figureshay containas snall as 10-pointfontto allow for inclusion ofall
required information Also, captions and legends faliles and figures may beas small as
10-pointfontand no bigger than 32oint font Thebody of afigure and equations in the
text may haveafont sze larger than 12-point. The document should be left aligned,
which creates an uneven right margin.

Documents submitted to The Graduate College mudtenot Track Changes
mode Any document in Track kanges will not be reviewdaly The Graduate College
until thatmode is removed.

Margins

TheFront Matterhas a different top margin than thext SectiormandBack
Matter. Pages inthe Front Matterrequireatwo (2) inch top magin, a oneand ore-half
(1.5)inch l&ft margin, and me (1) inch right and bottommargins as shown irFigure 1.
For al other pages inthedocument(Text Sectiorand Back Matter the top margin
changes to one (1) inctiheleft margin remainsoneand ore-haf (1.5)inches, and the
bottom and right marginseemainone (1) inch (Figure 2). Studentswill need to usefiNext
Pageod section tkreaks within theirtheses/dissertation, as pagination and margins are

different betweenhte Front Matterand Text Sectionlnstiuctions forsettingnext page

section lre&s are provided|later in this chapte(How-To Video: Margin$
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2" top margin

1 "
1.5" !Eft right
margin margin

1" bottom margin

Figure 1. Example Showing Marginsfor Front Matter . Pleasenote hat required and
optional pages of theFront Matterinclude: Title page, Copyright, Fair Useand
Authorés Permisson Statement,Dedication, Acknowledgements,Table of ContentsList
of Tables, List of Figures, List of Illustrations, List of Abbreviations, andAbstad.

1" top margin

1 i
1.5" l.eft right
margin margin

1" bottom margin

Figure 2. Example Showing Marginsfor Text Sectionand Back Matter. Body of the
text and Back Matterinclude chapter(s) of document,Appendix Section (if included),
and Literature Cited (or other name)
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Spadng

Overall, thetext throughout théhesis/dissertatiors double spacediowever,
there are specific required text portionghe Front Mattethat must be single spaced,
and formatting of these examples can be founidpendixA. Thebody of theabstrad
is doube spaced and mustfollow formating in theexample in Appendix A. The Text
Sectionand Back Matter ardoubkd spaed. Items in the Appendix Sections of the
document can be single spackedngthy quaations nay be double orsingle spaced.

Table and figure captionsmay be single gpaced ordouble spcal in the
documentEntrieswithin a List of Tables and/or List ¢figuresmust bedoublespaced
except for entries that are more than one line which are single sgateds within the
Table of Contents are double spaced except for subheadings within each chapter, which
are single spacednd entries that are more thane ling(please sefppendixA or the

How-To Videofor an illustration of how the Table of Contents is set @ifation entries

in thereferences setion may be double spced throughout ormay be single spaed with
one blank linebetween each citation.
Text Alignment

Throughoutthe document, different aignmentsare usedfor formating certain
sedions (ie. title page, copyright page, body of the document,etc.). The instructions
listed in this chapter will be for Microsoft Word, both for a Mac and a PC
Text Alignment1 PC

To align text in the PCversionof Microsoft Word sslect theHometab on the
ribbon at thetop of thepage. Locate theParagraphsedion( t he wor d O Par agr arg

below the section)lhere are four icons with blaks of lines that esignate the alignment
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types available: Left, Cener, Right, andJusified. It is possible taither select the
alignment type needed andstart typing text, or typethetext neaded, highlight the text

with thecursor,and select the appropriatealignmentfor that section (see Figure 3).

= ” v

Insert Page Layout References Mailings Review View Developer Acr

:] ii:;y Calibri (Body)  ~{11 +| A" A" | Aav [ &) | = iE-tE |[EE(G T
— —

Figure 3. Sdting Text Alignment i PC
Text Alignment i Mac

To align text in the Mac version oMicrosdt Word, select the Home tab on the
ribbon atthetop ofthepageocat e t he Paragraph section ('t
the section)There are four icons with blocks of lines that designate the alignment types
available: Left, Center, Right, and Justifiéids possible teeither select the alignment
type needed and staypingtext, or type the text needed, highlight the text vl

cursor, and select trappropriatealignment for that seion (see Figure

O R e e T R dh ooxie]

| # Home | layout | DocumentElements | Tables | Charts | SmartArt | Revie
Font : Péragraph

Cambria Body) [»|[12 |~||A= | Ax||£a~ ||| =

B|I|U [{se|A|A|Al™A K

pr—
[ wren |

Figure 4. Setting TextAlignment 1 Mac
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Dot Leaders
Dot leaders add a consistent line of dots between tabs in a document. These
leaders should besedinsteal of periods inthe Table of ContentsList of Tables,List of
Figures, or any other list includedhere page numbers from thetext are referenced. Dot
leadersare required and must be used inttihesis/dissertation

(How-To Video: Dot Leadels

Dot Leadersi PC
To =t dotleaders, under theHometab in Microsdt Word, click on the small
arrow at the bottom right caner of the Paagraph box, and slect Tabs Figure
5 shows the renu that willappea and gives further instructionsOnce the dot leader tabs
are set irthe document, click the cursor between the entry and page number, and hit the

tab key to insert dot leaders

Tabs

Tab skop position: Defaulk kab stops:

| ot ~
T o

Enter 6.0 as the tab stop position to alow for a
one-inchright margn.

v

Tab skops to be cleared:

s Chaosethese options to align numbers
Ol # e ©gge— ——» | ontheright.
) Decimal () Bar
Leader /
) 1 Mone [OF- . Oz
Oa_

Be sure to select fiSeto to save the
—@‘—’ settings before slecting AOK 0

I (4] 4 ][ Cancel ]

Figureb5. Sdting Tabsfor Dot Leadersi PC
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Dot Leadersi Mac

To =t dotleaders, go to the Format section from the Word bar at the top of the
screenClick on Paragraph to op¢he paragraph menGClick on the tabs box at the
bottom left corner of the Paragraph meligure 6 shows the menu that will appear and
gives further instruction®©nce the dot leader tabs are set in the document, click the

cursor between the entry and frege number, and hit the tab key to insert dot leaders.

Tabs
Tab stop position: Default tab stops: | 0.5" Ent_e_r 6.0 asthe tab stop
I »” | position to alow for a
L Alignment one-inchright margn.
) Left I Decimal
ki () Bar
(=) Right \
Chaoosethese options
Leader - to align numbers on
1 mnne [ === the I’Igh[.

-, [ Jr— OF

Tab stops to be cleared:

Be sureto select fiSeto
* | tosavethe ttings
© Clear Al Cancel | [ OK | before slecting
- fiOK o

Figure 6. Sdting Tabsfor Dot Leadersi Mac

Next Page Section Break
Inset aNext Page Sedion Break between pages that have different margins,
page orientations, etBo not usecontinuous pagebreaks for every page in the
document Sectionsof the paper include butare notlimited to the Front Matter prior to
the Acknowledgements Page, the Front Matter before the Text Section, the Text Section,

and/or any landscaped pages throughout the docuBreatking down the individual
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document into subsections using section breaks will help with changing the page numbers

(explained in next section}How-To Video: Page Breaks)

Section Breaki PC
In Microsoft Word, thesedion kreak is locaed in theLayouttab. Select Bre&ks at

thetop, thenchooseNext Page fromthedropdown list (See Figure 7).

File Home Insert Design Layout References Mailings Review
@ |-—I'\3 IE = Breaks ~ Indent Spacing
: |0
Margins Orientation Size Columns Page Breaks !
- - - - Page 0y
Page Setup ’ Mark the point at which one page ends

and the next page begins.

Column
Indicate that the text following the column
break will begin in the next column.

Text Wrapping
mE= Separate text around chjects on web
pages, such as caption text from body text.

Section Breaks

. f— Next Page
- — Insert a section break and start the new

— section on the next page.

Continuous
= Insert a section break and start the new
section on the same page.

- —2=| EvenPage
a— Insert a section break and start the new
section on the next even-numbered page.

—1= Odd Page

3= Insert a section break and start the new

section on the next odd-numbered page.

Figure 7. Diagram Showing Location of Next PageSection Breaks Option in Page
Layout. From Rage Layouttab, seéd the Breaks option and roll down to theNext
Page option listed under Sedion Breaks.

Before making any changes tothe headers and footers, remove thefiLink to
Previouso setting in each headerandfooter. This will ensurethat the pgenumbes or
other formating will not bethe smeas the previous £dion. When students clickhe
fiLink to Previou sbaittonthere will no longer beafiSameasPrev i o desgoation inthe

header or footer. SeeFigure8f or an exampl e of the | ocat
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footers and in the header/footer menu améxample of theappearance of two sections
Sedion onein Figure 8 is shown withthefooterand ®dion two is shan with the

subsegant s efodtei. on 6 s

Footer -Section 1-

_Header-Section 2 _m

ces Mailings Review View

j __l, j’.Previous

i Next
Goto Goto

Header Footer 24 Link to Previous
Navigation

Footer -Section 2- Same as Previous |

Figure 8. Diagrams Showing Header/Footer Components PC. When a next page
section break is added to the document, each section can be seen in the header and/or
footer. The headers and footers will remain the sammé| the Link to Previous button is
unclicked This will allow different page numbers, margins, and page orientations to be
selected, without affecting previous sections.
Section Breaki Mac

In Microsoft Word for Mac, theedion lreak is located in theDocument
Elements tab. Under Insert Pages, click the down arrow next to Break for the break menu

ChooseNext Page fromthedropdown ist(See Figure 9).

54



# Home | Layout I Document Elements Tables Charts Smart

Insert Pages : Table of Contents

== - = ’j—lv‘ Heading 1

22 | | Huaoinc2 2
T e ]
Cawver Blank
Page Breaks ;
(o] Page |
| Mark the point at which one page ends and
i =

3 the next page begins.
- Column
Indicate that the text following the column break

1 |i| will begin in the next column.

Section Breaks
Next Page
,.- Insert a section break and start the new section
on the next page.
Continuous
.| Insert a section break and start the new section
on the same page.

] Even Page
1 Insert a section break and start the new section
on the next even-numbered page.

E Odd Page
1 Insert a section break and start the new section
- = on the next odd-numbered page.

Figure 9. Diagram Showing Location of Next PageSection Breaks Option in
DocumentElements From Document Elementsb, seéd the Breaks option and <roll
down to theNext Page option listed uncer Sedion Breaks.

Before making any changes tothe headers and footers, uncheckthefiLink to
Previousd setting in each headeiandfooter. This will ensurethat the pge numbes or
other formating will not bethe ameas the previous dion. When studentsincheckhe
fiLink to Previou s , ete witl o longer beafiSameas Prev i o desgoation inthe
header or footer. SeeFigure 0f or an exampl e of the | ocatior
the footers and in the header/footer menuamekample of the appearance of two
sections Sedion onein Figure 10 is shown withthefooterand ®dion two is shan with

thesubseqgents e c t fioaten 6 s
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L s mam meme - - - - - T @ =

¥ Home Header and Footer Layout Document Elements Tables Charts SmartArt Review

Insert Mavigation Options

. . “";‘m &, Go to Header  ¢][| Previous Section Different First Page v Link to Previous
4 = LE L= A
der Footer Page# Date Time

b= Co to Footer |]|> Next Section Different Odd & Even Pages S T et

Lvd

"1|---|---e---|---1|---l---2|---|---31----|---4|---|-

== 0

Header -Section 29 Same as Previous _lose €3

Figure 10. Diagrams Showing Header/Footer Components Mac. When a next page
section break is added to the document, each section can be seen in the header and/or
footer. The headers and footers will remain the same, untilitileto Previous button is
uncheckedThis will allow different page numbers, margins, and page orientations to be
selected, without affecting previous sections.

Pagination
All pagenunmbers throughoutthe document mustppea centered andone-half
(.5) inch from the bottom of the pagevithin the footr. Numbers onpagesin the Front
Matter of thethesis/dissertatioare lower-case Roman nureras. All pages ofthe Front
Matterarecountal in overall page numbering, but the actual page numbers start on the
Ac k nowl e dpgoge Theynatettgplaced on theTitle page, Copyright page, Fair

Useand Authorés PermissionStatement fage, or Dedication.
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Numbers in theText Sectiorof thethesisor dissetationare Arabic, and the page
numbers will start over at one (1) in the Text Sectfomrabic numberscontinuethrough
theend of the document.

It is easiestto paginate athesis/dissertatiowhen all sections of a
thesis/dissertatioare contaired in the samealocument. Sectionsof the paper include but
are notlimited tothe Front Matter prior to the Acknowledgements Page, the Front Matter
before the Text Section, the Text Section, and/or any landscaped pages throughout the
documentSetsection break# needed before inserting pagembers.

(How-To Video: Pag&umbers)

Page Numbers PC

To add apage numberin Microsdt Word, click on Insert on theribbon at he top
of the page and thenclick on Page Number. A dropdown nenu will show,allowing the
studento sele&t placanent of apage numbe. Select Bottom of thePagefrom the

dropdown menwand the optiorthat allows forcentered alignment In Figure 11, that

option is Page Number 2.
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Figure 11. Diagram Showing Location of Page Numbers. From Insert tab, seed the
Page Number option and scroll down to thePlain Numker 2 optionlisted under Bottom of

Page.

To change the page number type (Roman orArabic numerals), click on Insert
again at the top othe page, click on Page Number, and select FormatPage Numbers.
This will allow studentgo slect the numbertype (Roman orArabic), thepage numberat
which to stat, and indcate if it is neededo continue numéring fromthe previous dion

(SeeFigure 12).

References Mailings Review  View  Developer  Acrobat

Navigation R D e [P PR 3 Bottom of Page

s Page Margins

Search Document
#] Current Position

Format Page Numbers...

& Remove Page Numbers

This document does not
contain headings.

To create navigation tabs,
create headings in your
document by applying
Heading Styles.

navigation tabs,
sdings in your

+ by applying
ityles.

Page Number Format (L2 [

Number format: | FEREM— - |
[C] include chapter pumber

Chapter starts with style: [Heading1 |~

Use separator: [ Gwphen) [~]

Examples: 11, 1A
Page numbering

© Continue from previous section
© Startat: | =

- .

Figure 12. Diagrams Showing PageNumber Format Box1 PC. From Inset tab, sekd
the Page Number option and scroll down toFormatPage Numbers. The Page Number
FormatBox will appea, allowing custamization of page numklers.
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If needed, dlete any blank line under the page number that pushes the number up.
Page numbers should sit %2 inch from the bottom of the page. Make sure page numbers
are 12point font and the same font type as used in the rest of the document.
Page Numbers Mac

To add apage numberin Microsdt Word, click on Document Elements dhe
ribbon at betop ofthe @ge and thenclick on Page # under the Header and Footer
section A menu will pop up alowing studentgo sel&t placenent of apage numbe.
Select Bottom of thePage (Footer)from themeny and center for the alignment

To change the page number type (Roman orArabic numerals), click on Format in
the Page Numbers menithis will allow studentgo slect thenumberformat(Roman or
Arabic), thepage numberat which to stat, and indicate if it is necessario continue

numkering from the previous dion (Sedrigure 13).

nEvIsYy

Meader and Footer O Page Number Format

Suame =y, (5. 09
» = =

Hooding 33 F2 Options  peader Footer Paged  Footnote En 1ote

LA
oo 2 Number format: e e

Include chapter number

i 2 3 P 5 "
Chapter starts with style Heading 1

Use separator:
Page Numbers

Examples: 1-1, 1-A

Position Preview
Bottom of page (Footer) ¢ Page numbering
Alignment (*) Continue from previous section

Center
) Start at: ||

.i_/. Show number on first page

Format... Close | | OK |

Cancel oK |

Figure 13. Diagrams Showing Page Number Format Box Mac
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If needed, dlete any blank line under the pagenber that pushes the number up.
Page numbers should sit %2 inch from the bottom of the page. Make sure page numbers

are 12pointfont and the same font type as used in the rest of the document.
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Supplementary and Illustrative Materials

In electronic theses anddissertations,supplenentay maerials may consistof any
additional resources thatcould be used to suppa athesis/dissertatiamhis material
includes, but is notimited to, complexdigital objects such as images, video, and audio.
If studentglo includesuppkementry matrials with thethesis/dissertatigra st of these
materias should be included in thi&ppendix Sedion.

[llustrative materials included in the body of the thesis/dissertatiomustfit the
margins described under the sublealing iMargi n slllugiations may be reduced if
necessry. Please include a List of Illustrations if the document will contain two or more
illustrations.

Headings and Subheadings

Healings throughout thehesis/dissertatiomust be €t up asinstructed in ths
manual .

Headings: Front Matter

All healings inthe Front Matterare required to be centered, cepitalized, in 12-
pointfont and in béd (with theexception ofthe ttle page; do not use bold on ith page).
Chaptertitles/headingandheadings in theBack Matterare alsorequired to becentered,
copitalized, in 12-pointfont andin bdd. Chapter titles in the text must include the
chapter number assted in the table of conterasd the chapter title all on ohee.
Please see the examples of chapter titles throughout this docamdégipendixA, as

they are formatted in the style required for theses and dissertations
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Headings: Body of the Text

The body of the thesis or dissertation should utilize a hgaatid subheading
format from a style guide acceptable to t
by Major). Theformating of subleadings will vary among theses and dis®rtations.
Please do not efer to any previously submitted thesis/dissertationfor any
formatting guidelines Consultrecent gyle manuals in the ngjor discipineand this
guidefor appragpriate formating.

The Graduate Collegeill ched throughoutthe documentfor consistery. Useas
many subleading levels as he committeedeans recessary. Any subtealings included in
the document must lveordedand capitalize@xactlythe same in bothe Table of
Contents andhetext of the documentf headings are nubered, numbers cannot be
repeated within the docume®ubheadings appearing at the bottom of apage should be
moved tothenext page if two lines of &xt cannot fit beneah them.

Heading and Subheading Example

The American Psychologicalssociation (APA) style guide is one of the more
common formatting style guides used in TeS#ate theses and dissertatiacsoss
subject areas. The heading and subheading structure for APA style has five levels,

applied to text in order:

Table 4. APA Headings

Level
1 Centered, Boldface, Uppercase and Lowercase Headings
2 |Left-aligned, Boldface, Uppercase and Lowercase Heading

Indented, boldface, lowercase heading with a period.hebodytext

3 beginsafter the periodon the same line as teabheading

4 Indented, boldface, italicized, lowercase heading with a peribige body
textbeginsafter theperiod on the same line as the subheading

5 Indented, italicized, lowercase heading with a peritite body text beging

after theperiod on the same line as the subheading
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Thus, ifthethesis or dissertatiomses APA headinfgvel 3, it also by definition uses
heading levels 1 and 2. If level 2 headings are included in the Table of Contents for a
particular chapter, all other chapters that have level 2 headings must also have them
represented in the Table of Contents as well.

The guiding framework here is one of consistency. No matter which formatting
guide is used, it must be used consistently throughout the thesis or dissertation

Abbreviations and Acronyms

Stanchrd abbreviations suctes imeand mesurements ray be used without
explaration; however, otherabbreviations orsymbolsshould befully speled outeither
upon theirfirst usefollowed by the abbreviation, or in aList of Abbreviations in the
Front Matter After the first use, theabbreviation will be suficient.

Acronymsmust betyped in all capital letters without peiods Again, uponfirst
use, theacronym shouldbefully spelled out andhereafter theacronym will be sufficient.

Theabbreviation"et a." is oftenconfusihg when usedin references. Keep in
mind that thefull Latin teem is etalli; therefore, "et" does notrequireaperiod, butii la . ©
does, as it igsheshorened form of i . 0

In referencing the uniwersity in thetext of thethesis/dissertatignuse Texas State
Universitythefirst time itis mentiomd. Thereafter, Texas Statemay beused if an
abbreviationis desied.

Tablesand Figures
Tablesand figures may be included in thetext with thetables/figures placed after

theirfirst reference in thetext. Spacingoefore and after thetable/figure should be
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consistent using at least the standard double spacing between the table/figure and
paragraphsA table/figure may either be incluagd on apage with text or on apageby
itself. Two or mae tables/fgures may appea on the samepage.

Alternately, tables and figures may eitherbe placed following the baly of the
chapterin which they are cited, or grouped togetherand placed following thelast chepter
but before an appendix section and/ortheliterature cited sedion. In this case, the sbles
shoud begrouped togetherand figures grouped together. Include thelist oftablesand/or
list of figures inthe Bble of contents ifthere are two or more tables/figures in the
documentTables and figures included in an Appendix Section should not be included as
entries in the list of tables and/or list of figurisstrationsshouldfollow figures.
Tables

1 Tabletitle formating mustbe consigent throughoutthe manusript.

1 Ead table is tittd and numbeed using Arabic numbes.

9 Table titlesand descriptions appea abovethetable and should not)@end keyond
thedocumenmmargins.

1 Captionsmustbe consigently formatted for all tables. Refer to thereammmenced
style manwal in the ngor discipline for appraopriate farmating. Be consistent in
purctuation andypography (capitalization, useof bold, et.).

1 Thefont gyle for the &ble and title should math the &xt of themanusript. Use
10- or 12-pointfonts forthetitle and cgption.

1 Font sze may besmaller in the baly of atable, but no smallethan 10point.
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1 Table titles must exactly match what is listed inltist of Tables, including the
capitalization ofetters Only the first sentence, ¢inrough the separation of text
by a periodshould be listed in the list of tables.

1 Seesample #@bles thraughoutthis guide asformatting examples.

Figures
*[llustrations should follow the figure formatting.

1 Figure title formatting must be consistent throughout the manuscript.

1 Ead figure is titled and numbeed usng Arabic numbes.

1 Figuretitles and @scriptionsappea below thefigureand shouldnot extend
beyond the documenimargins.

1 Charts, graphs, naps, etc. are considered figures. Text within afigure may be
larger than 12-pointfontand dces not lave to match thefont gyle usedin the
body of the text.

1 Theentirefigure shouldoeincluded on the ame page.

1 Captions must beonsigently formatted for all figures. Refer to the ecommended
style manual in the ngjor discipinefor appragoriate formating. Be consistent in
purctuation andtypography (capitalization, useof bold, et.).

1 Thefont gyle for thefigure title should math the &xt of the nmanuscipt. Use10-
12-pointfonts forthe tile and caption.

1 Font size in a figure may be less thamphint, but no smaller thanOipoint.

91 Colorfigures may beused. However, thelibrary copieswill be ginted in black-

and-white and thuslabeling within figures shold beby means otter thancolor.
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1 Figure titles must exactly match what is listed in the list of figures, including the
capitalization of letterOnly the first sentence, or through the separation of text
by a period, should be listed in thet lof figures.

1 Seesamplefigures thraughoutthis guide for formatting example.

Citations

It is imperative that credit is given for material that is not the studé# 6 s. own
Credit mustbe given for dired quadations, @raphrases, information, and ideas. The exad
methods ofciting souces will vary from one $yle guide toancther, buttheunderlying
principle remains the sarre.

Onestyle should bechasen for citations withinthetext for consistey. The most
common methods ofeferencing works are authar-date, footnaes, and nmbeed
references. The studentshould followrecent style manuals in the ngjor discipinefor the
apprapriate formatting.

In the traditional thesis/dissertatistructure dl works cited in theext must
appea in theReferencesection. Likewise, all works listed in the Referencesedion
mustbecited in thetext. Persoral communication should beited inthetext. In the
article-based thesis/dissertation format, students can have a references section at the end
of each chapte)R one set of references at the end of the entire document.

Usean appropriate style for theReferencesedion. Entries may be shgle spaced
with a doublespace between entries or double s@acal thraughou. Be consistent with the

spacing chosen in thiReferencesection.
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Computer Use

To avoid complcaions with the doument, itmay be advisabl® usethe sme
computerand word processing software verstbroughoutthe thesis/dissertation
process If different machines or word processing software versians usedto prepare
the thesis or dissertatipsettings andformat may change between edits, which could
result in a submission being returned for reformatting by The Graduate College

Conversion to PDF

PDF is therequired format for electronic onlinesubmisson. It is viewable and
printable on any platform, and itpreserves fonts, famating, and graphics ofsouce
documens. The primary document ofthethesis/dissertatiomust ben PDF, however
suplementary matrialsin various famats areallowed. Refer to theend ofthis s&tion
for additional cktails.

If the electronic thesis/dissertatiooonsistsof multiple text docurents, it is best to
consolidite them into onedocumentand convert theconsolidaéed file to a PDF. If
compex digital objeds (digital video/audio,3-dimensional mulimedg) areto be
included they may be submitted segarately as Supplementary Materials.

Conversion Tools
Regardless of theconversiontool chogn, thefollowing criteria mustbe met to create a
compliant PDF/A document, suitable for preservation and archiving:

1 Embed al fonts

1 Makesurethereis no msswad protection on thePDF.

1 Ensuethat ®aurity settings allow ginting.
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PDF conversion for PCusers The preferred method of converting is to use
the PDF conversion toolincluded in Microsdt Office for PCs, kecause thiss the most
prevalent software oncampus.

To save aWord documentas a ®DF/A file, click on File andpointthearrow to
Export. By default, Create PDF/XPS Document should besekeded unar Export. Click
on theCreate PDF/XPS icon. In the next window, ched that Save as typeis set to PDF.
ChaooseOptimize for Standard (pullishing online and printing), click on Options, chedk
the boxnext to PDF/A compliant. Make surethe Page range is set to All, thenclick OK.
This stting ensures that d conversion aiteria are met.

PDF conversion for Mac usersMac users must use Adobe Acrobat Pro to
convert a text document into PDF/A filEhis software is available at @ibmputer labs
on campusTo save a documentas a DF/A file simply click onFile, pointto thearrow
next to Saveas otherand chooseArchivable POF (PDF/A).

To save a WordPerfect documentas a BDF/A file simply click onFile, then
Publish toPDF. From dop down PDFstyle menuchoosePDF/A-1a-Level A compiance
and Save. This setting ensues thatall conversioncriteria are met.

Make Sure to Check the Final PDF

Regardless of whicbonversion bol is chosen, makesurethe final PDF
document las been chedked beforeit is submitted. Do not assimethat if the final Word
or other filelooks fine, the PDFwill befine. Look at charts, graphs,and any graphics
files that were imported into thedocument andlook for correct conversions offonts and

diacritical marks suches accents.
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Supplementary M aterials
Supplenentary materials may consist ofany additional resources that coulde
usedto support ahesis/dissertatiorlhis material includes, butis not Imited to,compex
digital objeds such as images, video,and audio. If supplementary materials are submitted
with thethesis/dissertatigrpleaseincludealist of these matials within theAppendix
Sedion inthedocument.
Supplenentay makrials may be uploa@d in Vireo to accompany the
thesis/dissertation.dng-term preservation and accesshbility of the suppementry
matria may be subject to change due to changing technoldgiessingstandard and
commonly usedformats will increasethe likelihood of suaessful migration to future
technologies. Thefollowing formats ae recommended for the lang term preservation of
suppkementry matrial:
1 Forimages: PNG, TIFF, JPEG, GIF
1 Foraudio: WAV, MP3, AIFF, MIDI
1 Forvideo: MPEG,AVI, MOV
1 For spreadsheets/datasets: commaseparatedvalues (CSV) owotherdelimited ext.
Studentsare also welcome to subnit supplenentary matrial in theiroriginal format if the
standrd formats do not pnade thebest representation of heir work. The standrd format
copy may beretained as anarchival copy, while thes t u d jrefietred format will bethe

accessble copy.
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Tednical Support
For generakechnicd suppat pleasecontact the Texas State IT Assistance Center
(ITAC). ITAC is available via phone and LiveChat 24 hours a day/7 days a week. Contact

information can be foundt https://itac.txstate.edu/

For Vireo technical assistanceontad Stephanie Larrison, Librarian, at

Larrison@ixstate.eduor 5122458613.

TheAlkek computer 1ab hoursmostly follow the hours of the Libraryrhe
computer lab closes 15 minutes prior to the closing of the Library, and the computer lab
will remain closed until 10:30 A.M. on Friday mornings for routine maintenance.

Please seeww.library.txstate edu/about/hours.ntl for Library hous.
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APPENDIX SECTION
APPENDIX A: Example of Proper Thesis/Dissertation Formatting
Please ensure your document looks similar éeiamplestarting on the next

page This example was created using ktierosoft Word Templatavailable orirhe

Gradwate Collegerhesis & DissertatioResoure Guidegage
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