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Today’s Focus
• Formatting your document;
• Submitting your document to 

editor via LSU Scholarly 
Repository;

• Getting your document 
approved.



Writing Your Document
1.Read the Thesis 

and Dissertation 
Handbook!

2. Decide if you want to use a 
template or format your 
document yourself.



Thesis and Dissertation Handbook

• Lists all required 
components and where 
they are to be placed;

• Lists all page and text 
formatting requirements;

• Shows sample pages.



Templates



Components of the Document
R= Required
O= Optional

Title Page
Copyright
Dedication
Epigraph

Acknowledgements

Table of Contents
List of Tables
List of Figures

List of Abbreviations
Abstract

Body
Appendices
References

Vita



Formatting Requirements

Title Page
Copyright
Dedication
Epigraph

Acknowledgements

Table of Contents
List of Tables
List of Figures

List of Abbreviations
Abstract

Body
Appendices
References

Vita

“Front Matter”



Title Page
• Title is in all caps, bold, 

16 pt, single-spaced;
• Center portion wording 

must be exactly as shown, 
12 pt;

• Bottom portion includes 
your name as it appears 
in official LSU records.



Title Page
• Bottom portion includes 

previous degrees earned, 
the institution, and the 
year;

• Bottom line is the month 
and year of your current 
degree;

• Month can only be May, 
August or December.



Page Numbers
• Title page is page i, but you don’t show it on the 

page. 
• Very next page is page ii. 
• Use of lowercase Roman numerals continues 

throughout the abstract. 
• Arabic numerals begin on the first page after the 

abstract and continue throughout to the Vita 
page. 



Margins

ALWAYS, ALWAYS, ALWAYS
• One inch at the top;
• One inch at the bottom;
• One inch on the right;
• One inch on the left.



Table of Contents
• Table of Contents in 14 pt, all 

remaining text in 12 pt;
• Listings against the left margin, page 

numbers against the right margin;
• Use dot leaders, instead of “dot, dot 

dot,” etc.
• Single-space everything within a 

main heading grouping, double-
space between each main heading;

• Don’t include any three-number 
subheadings (1.2.3., 4.3.2., etc.).





Lists of Figures/Tables
• “List of Figures” in 14 pt, all remaining text 

in 12 pt;

• Entries against the left margin, page 
numbers against the right margin;

• Use dot leaders, instead of “dot, dot, dot, 
etc.

• Double space between entries; but single-
space any multi-line titles.

• LESS IS MORE



Figure and Table Titles Must 
Match EXACTLY



Lists of Figures/Tables



Abstract
• 350 word maximum;

• Last page with Roman 
numeral.



Body (Chapters)
• Each chapter starts on a new page;
• Chapter titles must be 14 pt;
• Chapter titles are positioned and capitalized 

identically throughout the document;
• Subheadings must be 12 pt and are positioned 

identically throughout the document;
• First page of the first chapter must be page 1.



Subheadings
• May be numbered or unnumbered;

• If unnumbered, must provide a 
visual indication of the different 
levels;

• Each level of subheading must be 
located in the same place on the 
page.



Figures and Tables
• Place tables and figures after, but reasonably near, the first mention in the text; 
• Place the table number and title above the table, and the figure number and 

caption below the figure , with no boldfacing or italics;
• Single-space figure captions, table titles, sources, and notes;
• The use of frames around tables and figures is optional, but its use must be 

consistent—frame all or frame none;
• If you locate one table and its title against the left margin, then locate all tables 

and their titles against the left margin;
• If a table is longer than one page, add the parenthetical notation“(table 

cont’d.)” against the left margin below the table on its first and continued pages. 
Repeat the table’s column headings on the continued pages.



Figures and Tables



Landscaped Figures and Tables



Appendices
• If  there is only one Appendix, it 

is labeled APPENDIX;
• If there are more than one 

appendix, they are labeled 
APPENDIX A, APPENDIX B, etc. 
Appendices are placed before 
references.



References

• Must be alphabetized, unless 
numeric references are used; 

• Single-space each individual 
entry, double-space before a 
new entry.



References
• Alphabetize unless numeric 

references are used;
• Single-space each entry and 

double-space between new 
entries;

• Internet addresses must be 
deselected to black.  Blue 
hyperlink addresses are not 
allowed.



Vita
• One or two biographical 

paragraphs, written in 
third person;

• Alternatively, may 
include a curriculum 
vitae.



Now You Are Ready!
1. Convert to PDF;
2. Review your document!
3. Make sure your department has submitted all 

required paperwork to the Graduate School 
(Thesis/Dissertation Approval Form, Graduate 
Defense Results);

4. Upload your document in the correct repository 
– thesis for master’s and dissertation for 
doctoral.



Submitting Your Document to the 
LSU Scholarly Repository



• LSU Scholarly Repository (formerly LSU Digital 
Commons)

• Hosted by Elsevier

• Primarily hosts
• Electronic theses and dissertations (ETDs)
• Faculty publications
• Archival Materials 

• The Gumbo (LSU Yearbook)
• LSU General Catalog 

• Academic Journals 

LSU’s Institutional Repository 



• Visit https://repository.lsu.edu

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

Creating An Account



9/23/2025 33Page 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.
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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 
2024, Spring 2025

• 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



Questions ?
Contact Information:

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



Embargo or Withholding Period
• Thoughtfully consider, if;
• Thoughtfully consider, how long-1,3,7 

years;
• Consult with your professor, if necessary;
• Consider present and future publications;
• Please select the period you want/need 

when uploading.



Review and Approval of Your 
Thesis/Dissertation

• The editors will review each page 
and section of your document. The 
document will be compared with 
the guidelines contained in the 
Thesis and Dissertation Handbook.



Common Mistakes
• Use of colons instead of periods after figures, 

chapters, and table numbers;
• Inconsistent spacing;
• Inconsistent formatting/changing fonts;
• Lone subheadings at the bottom of a page;
• Incorrect page size;
• Incorrect margins;
• Tables/Figures are outside of the margins.



Review and Approval of Your 
Thesis/Dissertation

• After a thorough review, your document will 
be returned for necessary revisions;

• Revisions are to be returned within 24 hours;
• The sooner you submit your document, the 

sooner it can be reviewed and approved.



Review and Approval of Your 
Thesis/Dissertation

• Please don’t wait until the uploading 
deadline to submit your document. As 
soon as you have defended and 
satisfied your committee’s corrections, 
you may upload your final approved 
document.



Graduate
School

Calendar
• November 3rd 

Uploading deadline;

• November 24th -
Date for Final 
Resolution



We are Here to Help You
• Email
• Zoom

• Phone
• In-Person

Coming Soon
• Virtual Office Hours



Linda K. Levy
Dissertation Editor
lindalevy@lsu.edu

Kimber Peters
Thesis Editor
kimberpeters@lsu.edu


