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• How to Begin
• Formatting 
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• Entire Document
• Specific Sections

• Checking for 
Accessibility

• Uploading to the 
Scholarly Repository

• Editing Process and 
Making Corrections



How to Begin • READ THE HANDBOOK!
• Decide Whether or Not to Use 

a Template
• Use the Correct (Current) 

LaTeX Template
• https://www.math.lsu.edu/

comp/resources/lsuthesis
• Make Sure You Know How to 

Use Your Word Processing 
Software

https://www.math.lsu.edu/comp/resources/lsuthesis
https://www.math.lsu.edu/comp/resources/lsuthesis
https://www.math.lsu.edu/comp/resources/lsuthesis


Grad School Website Links





     



A Few Words about 
LaTeX

• Alexander Perlis 
Computer System Administrator
Computer Analyst, PhD The University 
of Arizona
Research interest: System 
administration, arithmetic algebraic 
geometry, cryptography, computational 
complexity
Office: 387 Lockett Hall
Telephone: +1 225 578-1666
Email: aperlis@lsu.edu

mailto:aperlis@lsu.edu
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Formatting Requirements (Entire 
Document)

• Margins
• Font
• Page Numbers
• Page Size
• Spacing (Single vs 

Double)



Margins

• Exactly one inch on all 
4 sides

• Never EVER will you 
allow a table or figure 
or text to go into the 
margin



Font Name, Properties and Size
• Use the same font throughout, including page 

numbers and footnote numbers. Widely known 
fonts such as Arial and Times New Roman are 
easier to read

• Use boldfacing only in the document title, main 
headings like chapter titles, and subheadings (not 
in table titles, figure captions, or anywhere in the 
table of contents except the main heading “Table of 
Contents”)



Font Name, Properties and Size (cont’d)
• Use only 12-point type size throughout your 

document. Exceptions are: 
• Document Title (16 pt)
• Main Headings like Chapter Titles (14 pt)
• Text and Data within figures that are cut and 

pasted directly from other sources
• footnotes and notes to tables and figures (MAY 

BE as small as 10 pt)
• Text within tables (MAY BE, but does not have to 

be, as small as 10 pt)



Page Numbers



Page Numbers 
(cont’d)



Page Size and Orientation
• Only use standard 8.5x11 page 

size
• Use portrait orientation 

throughout, except:
• If a table or figure is too large to 

fit within the margins, it may be 
placed in landscape orientation

• When using landscape 
orientation, the title, caption, and 
page number will also be part of 
the landscape format and will face 
the same direction as the image 

• NOTE: One-inch margin 
requirements still apply



Landscaped Figures and Tables



Spacing: single 
vs double



Spacing: single vs 
double (cont’d)



Formatting Requirements (Required 
Sections)

• Title Page
• Table of Contents
• Abstract
• Chapters
• Appendices (under 

certain circumstances)
• References
• Vita



Title Page



Title Page 
(cont’d)



A. TITLE 
1. All Caps
2. Single Spaced
3. 16 Pt 

B. DEGREE INFORMATION
1. Either Thesis Or Dissertation
2. Precise Wording And Placement
3. Precise Degree Title
4. School Or Department, Not Field Of 
Study
5. 12 Pt

C. NAME AND PREVIOUS DEGREES
1. Workday Name
2. Previous Degree
3. Correct Month

  



Table of Contents



   



Abstract

• Not over 350 words 
(approximately 1 1/3 
pages when double-
spaced)

• Use same font and 
spacing that you use in 
the body of the document

• Provide an English 
translation if Abstract is in 
a foreign language



Chapters

• Every chapter will begin on a 
new page

• All tables will be formatted the 
same

• All figures will be formatted the 
same

• Make sure there are no 
headings/subheadings left 
alone at the bottom of the page



Chapters (cont’d)
• Every subheading of 

a specific level will 
be formatted the 
same, in terms of 
look and location

• Make sure there is 
more than a single 
line on each page



Numerical 
Hierarchy

First Level

Second Level



Visual Hierarchy

First Level

Second Level

      



Visual Hierarchy
Second Level

Third Level

      



Appendices (under certain circumstances)
• Designated with letters, not 

numbers
• Follow the same formatting 

guidelines as the rest of the 
document

• Only required when you 
• Use human subjects in your 

research
• Use your previously published 

material as part of your 
document



References (Bibliography, Citations)
• Follows the final chapter or 

appendix
• Use one consolidated list of 

references, not a different list for 
each chapter

• May alphabetize your list or, if 
you’ve used the number style of 
citation in text, your list will be 
numbered in the order in which 
references appear in the text

• Double space between entries, 
single space within each one

• Make all internet addresses black



Bibliography, Works Cited, List of References



Vita
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Buddy Ethridge, PhD
Director of Digital Accessibility
Office of Civil Rights & Title IX

Creating Accessible 
Theses & Dissertations

Best-Practices Overview



● The ”Why”
● ‘Text’ Documents
● Portable Document Format
● Forms and Surveys
● Resource and Tools

Accessible digital 
resources can still be 
engaging, aesthetically 
pleasing, and dynamic.

Agenda



• First and foremost, it is the right, good thing to do!
• Federal legislation (DOJ Final Rule; Title II of the ADA)
• State legislation (PPM74)
• LSU Policy Statement 31

Why is accessibility important?



Do:
Create hyperlinks 
using descriptive 
words for the 
hyperlink

Do Not:
Use "Click here" or 
"More" as hyperlinks

Hyperlinks

Do:
Use the built-in list 
feature for bulleted 
and numbered lists

Do Not:
Create a list by 
typing the number 
at the beginning of 
every line or typing a 
hyphen

Lists

Do:
Use the built-in style 
headings to create a 
visual heading

Do Not:
Manually create a 
heading by simply 
bolding or changing 
the font size or color

Style Headings

‘Text’ Documents
  

    Do’s and Dont’s #1



Do:
Use multiple 
methods to convey 
meaning, such as 
bold and color

Do Not:
Use a single method 
to convey meaning, 
such as making a 
word a different 
color

Meaning

Do:
Include embedded 
text in the alt-text 
description*

Do Not:
Embed text within 
an image or include 
an image with 
textual information 
of a non-decorative 
nature

Embedded Text

Do:
Combine overlaying 
images into a single 
image

Do Not:
Overlay or group 
several objects next 
to one another so 
they appear as one 
object

Multiple Images

‘Text’ Documents
  

    Do’s and Dont’s #2



Do:
Remove all 
comments

Accept or reject all 
tracked changes

Do Not:
Leave comments, 
annotations, or 
tracked changes 
within your final 
document

Comments

Do:
​Only use tables to 
represent tabular 
information

Ensure that there 
are row and column 
headings

Do Not:
Use a table for 
aligning text or non-
tabular data

Merge cells

Tables

Do:
Use built-in Table of 
Contents feature to 
build a table of 
contents in a 
document.

Do Not:
Type a table of 
contents manually

Table of Contents

‘Text’ Documents
  

    Do’s and Dont’s #3



Microsoft Accessibility Checker



● The document must have a title
● For longer documents, include bookmarks, even if there 

are no specified chapters or distinguishable sections
● Include headers for changes in sections or chapters
● Tag annotations or citations
● Check tab order
● Check tables outside of the document before adding it
● Ensure any form fields are properly labeled
● Include alt text for all appropriate elements (do not tag 

nested elements)

Portable Document Format
(PDF)



Adobe PDF Accessibility Checker



Surveys:

Use only accessible question 
types (varies by tool)

Ensure questions are descriptive

Avoid use of graphs or images 
whenever possible

Forms:

Ensure all fields are appropriately 
described and/or labeled

Check tab-order for navigation

Avoid signature fields that 
require mouse manipulation or 
manual “draw-on” input

Forms and Surveys



Many great online resources:
● Section 508 - Create Accessible Digital Products (link)
● Creating Accessible Documents (Harvard) (link)
● Creating Accessible PDFs (Adobe) (link)

Available Resources 
and Tools

The legal stuff:
● DOJ Final Rule on Digital Accessibility (link)
● Louisiana PPM 74 – Web Accessibility Compliance (link)
● LSU PS 31 – Digital Accessibility (link)
● Web Content Accessibility Guidelines (WCAG) (link)

https://www.section508.gov/create/
https://www.section508.gov/create/
https://www.section508.gov/create/
https://www.section508.gov/create/
https://accessibility.huit.harvard.edu/accessible-documents
https://accessibility.huit.harvard.edu/accessible-documents
https://helpx.adobe.com/acrobat/using/creating-accessible-pdfs.html
https://helpx.adobe.com/acrobat/using/creating-accessible-pdfs.html
https://www.ada.gov/resources/2024-03-08-web-rule/
https://www.ada.gov/resources/2024-03-08-web-rule/
https://www.ada.gov/resources/2024-03-08-web-rule/
https://www.ada.gov/resources/2024-03-08-web-rule/
https://www.ada.gov/resources/2024-03-08-web-rule/
https://www.doa.la.gov/media/gs0hee2m/ppm-74-web-accessibility-compliance-r6-25-a11y.pdf
https://www.doa.la.gov/media/gs0hee2m/ppm-74-web-accessibility-compliance-r6-25-a11y.pdf
https://www.doa.la.gov/media/gs0hee2m/ppm-74-web-accessibility-compliance-r6-25-a11y.pdf
https://www.doa.la.gov/media/gs0hee2m/ppm-74-web-accessibility-compliance-r6-25-a11y.pdf
https://lsu.edu/policies/ps/ps_31.pdf
https://lsu.edu/policies/ps/ps_31.pdf
https://lsu.edu/policies/ps/ps_31.pdf
https://lsu.edu/policies/ps/ps_31.pdf
https://www.w3.org/TR/WCAG21/
https://www.w3.org/TR/WCAG21/


Accessibility makes some people's lives extraordinarily 
better. How many opportunities do we have to dramatically 
improve lives just by doing our job a little better?  
      ~ Steve Krug

Buddy Ethridge, PhD
Director of Digital Accessibility
LSU Office of Civil Rights & Title IX
buddy@lsu.edu

In Conclusion
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Submitting Your Document to the 
LSU Scholarly Repository



• Visit https://repository.lsu.edu

• Click ‘My Account’   ‘Sign Up’ 
(located under ‘Create New 
Account’)

Creating An Account

https://repository.lsu.edu/


10/16/2026 39Page Title

** LSU will deactivate your 
affiliated e-mail address one 
year after graduation; use a 
personal e-mail address in 
order to receive readership 
reports/updates

List the institution as “Louisiana State 
University and Agricultural and 
Mechanical College”; “Louisiana State 
University”, “Louisiana State University 
Baton Rouge”, and “LSU” are incorrect

   



Submitting the Document
• Visit the Graduate School’s Thesis and Dissertation Preparation page at 

https://www.lsu.edu/graduateschool/students/theses_and_dissertations.php

• Step 7 will instruct you to submit your document at the appropriate clickable 
link

• Once you click the appropriate link (see below), you will need to complete the 
LSU Scholarly Repository submission form.

https://www.lsu.edu/graduateschool/students/theses_and_dissertations.php


10/16/2026 41Page Title

Completing the Submission Form 
and Using Correct Metadata
• The title should be entered using HEADLINE 

CAPITALIZATION. For example: “Why Mike the Tiger Is the 
Best Mascot in the Nation”

• The Author field should auto-populate since you are 
logged into the LSU Scholarly Repository

• Input your LSU e-mail address in the LSU E-mail Address 
field

• Semester of Graduation should be written as such: Fall 
2025, Spring 2026, Summer 2026

• Degree field: Indicate your actual degree that you are 
earning: Master of Arts (MA), Doctor of Philosophy (PhD)

• Department field: Make sure you indicate the current full 
name of the department

• I.e., Department of French Studies; Cain Department 
of Chemical Engineering; Rucks Department of 
Management

• The document that you upload to the LSU Scholarly 
Repository must be in a .pdf format.

• Indicate specific embargo period for your document
• Options are: Release Immediately, 1 Year, 3 Years, 7 

Years



• Issues regarding the editing or content of 
the thesis or dissertation should be 
directed to the Graduate School

• Technical issues encountered during the 
thesis/dissertation submission process 
should be directed to the Institutional 
Repository Librarian at ir@lsu.edu 

Thesis/Dissertation Issues

mailto:ir@lsu.edu


Questions ?
Contact Information:

Trent Dunkin, MA, MLIS
Institutional Repository Librarian
Scholarly Publications and Analytics
LSU Libraries
(225) 578-4194
tdunkin@lsu.edu

mailto:tdunkin@lsu.edu


Uploading to the 
Scholarly Repository 
(Editor’s Perspective)
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Editing Process and 
Making Corrections



Editing Process and Making Corrections
• Make your corrections and run 

another accessibility check. 
• Proof your document for any 

“cascading effects” such as making 
your tables split or leaving headings 
alone at the bottom of a page 

• Upload the revised document to the 
repository within 2-3 days

• Document will be reviewed again to 
make sure you incorporated the 
required edits

• This continues until an approvable 
document is achieved



The Best Advice I Can Give You
• READ the THESIS AND 

DISSERTATION HANDBOOK
• Carefully proof your document 

EVERY TIME you upload a new 
version

• Take your time when you are 
making corrections so you don’t 
overlook the comments



The Best Advice I Can Give You
• BELIEVE YOUR EYES, NOT WHAT 

WORD “TELLS YOU”
• Use Your Eyes to See that All Single 

Spaces are the Same Size and All 
Double Spaces are the Same Size

• Make Sure All Figures are 
Formatted the Same and All Tables 
are Formatted the Same

• Make Sure Your Centerpoint is 
Correct



IMPORTANT DATES TO REMEMBER

NOV 3 – 
Uploading 
Deadline

NOV 24 – 
Resolution 
Deadline



Contact Me

Linda Levy
llevy@lsu.edu

• We can email
• We can meet on-

campus or off
• We can Zoom

mailto:llevy@lsu.edu

	ThesisAndDissertationWorkshopFall2026
	Thesis and Dissertation�Workshop
	We Will Cover:
	How to Begin
	Grad School Website Links
	Image of the Thesis and Dissertation Handbook
	Additional resources on grad school website
	A Few Words about LaTeX
	We Will Cover:
	Formatting Requirements (Entire Document)
	Margins
	Font Name, Properties and Size
	Font Name, Properties and Size (cont’d)
	Page Numbers
	Page Numbers (cont’d)
	Page Size and Orientation
	Landscaped Figures and Tables
	Spacing: single vs double
	Spacing: single vs double (cont’d)
	Formatting Requirements (Required Sections)
	Title Page
	Title Page (cont’d)
	Example Title Page
	Table of Contents
	Examples of different styles of Tables of Contents
	Abstract
	Chapters
	Chapters (cont’d)
	Example of what Numerical Hierarchy looks like
	Example of what visual hierarchy looks like
	example of what visual hierarchy looks like
	Appendices (under certain circumstances)
	References (Bibliography, Citations)
	Bibliography, Works Cited, List of References
	Vita
	We Will Cover:

	spring2026_thesisanddissertation_powerpoint
	Slide 1: Creating Accessible Theses & Dissertations Best-Practices Overview
	Slide 2: Agenda
	Slide 3: Why is accessibility important?
	Slide 4: Hyperlinks
	Slide 5: Meaning
	Slide 6: Comments
	Slide 7: Microsoft Accessibility Checker
	Slide 8: Portable Document Format (PDF)
	Slide 9: Adobe PDF Accessibility Checker
	Slide 10: Forms and Surveys
	Slide 11: Available Resources and Tools
	Slide 12: In Conclusion

	ThesisAndDissertationWorkshopFall2026
	We Will Cover:
	Submitting Your Document to the �LSU Scholarly Repository
	    Creating An Account
	Account registration data fields
	Submitting the Document
	Completing the Submission Form and Using Correct Metadata
	Thesis/Dissertation Issues
	Questions ?
	Uploading to the Scholarly Repository (Editor’s Perspective)
	We Will Cover:
	Editing Process and Making Corrections
	Editing Process and Making Corrections
	The Best Advice I Can Give You
	The Best Advice I Can Give You
	IMPORTANT DATES TO REMEMBER
	Contact Me


