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CHAPTER |

INTRODUCTION TO THE GUIDE

Purpose of the Guide

This guide provides an overviesi the process obtain a mast r (thesis
option) or Ph.DEd.D.degree aTexas State UniversityTheguide also provides details
for thepreparation and submission of a thesis or dissertatioexatsTState The guide
addresses certaityge and formattingequirenents Recent style mnuals (i.e. Turabian,
APA, MLA, etc.) and/ or scholarly journals
consulted for style material not included in the gui@aly theses and dissertations
formatted as specified in this guide will be accepted by tlael@te College.

Revisions to the Guide

Texas State Universiteserves the right to make changes to the requirenrents i
this guide. If changes are considered necessary, they will become effective immediately
and will apply to both prospective students #mse already enrolledCurrent students
should nouse old manuals, previous theses, or previous dissertations when praparing
current documentjtgles andrequirements may have changed substantially. All
requirements in this guide must be met.

FormsReferenced in the Guide

Forms referenced in the Guifee Appendix A for a listhay be oldinedat

http://www.qgradcollege.txstate.edu/THBss Info/T-D Forms.html

Thefollowing areobtained from the Office of the Graduate College (JCK 280):

1 Fee Redation Verification of Enrollment
1 Survey of Earned Doctorates (SED).

1
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CHAPTER Il

ESTABLISHING A COMMITTEE

Thesis or Dissertation Committéembers

Committee Chair

The first step in writing a thesis or dissertation is to find a vieddearchopic
and a research advisofhe thesis or dissertation topic must have a clear relationship to
literature in the major field of studyAs a student takes courses of studw ffield, he or
she should look for areas of interest and for problems that need to be solved. The student
should discuss potential research topics with Graduate Faculty members in the
departmerigraduate prograrand identify a faculty member willing &erve as the
studentdos research advisor.

A thesisstudent obtains the consent of a Graduate Faculty member in the major
department tserveasresearch advisor; this individual is referred to aghlesis
CommitteeChair. Co-chairs are allowableA Ph.D. orEd.D.student obtains the consent
of a Graduate Faculty member in the doctoral program to sediss&statiorresearch
advisor This individualis referred to as the dissertation Committee Ch@w-chairs are
allowable. The Committee Chaif a dissertatiomust be a member of the Core
Doctoral Graduate Faculty of the doctoral program. The Dissertation Advisor
Assignment form must be completed and signed by the studisegrtation Advisar
DoctoralProgram Directoand the Department Chand then forwarded to the Dean of

the Graduate College for approval and signature.



Selection ofOtherCommittee Members

The student, in consultation with ttieesis or dissertatio@ommitteeChair, will
establish a thesig dissertation committee. Atlommittee members must be approved
by the Graduate College as Graduate Faculty.

Thesis Committe€omposition

Thesis students will obtain the consenaghinimum oftwo other members of the
Graduate Faculty to serve eammittee memberdf the student des not have a minor,
the other two committee members are chosen from Graduate Faculty in the major
departmentfrom another Texas Statlepartment, or external to the university. If the
student has a minor, one of the two other committee members nfusbbsn t he st uder
minor departmentThesethree-- thesis Committee laair, two other committee members
-- comprise the thesis committe€he thesis committee, however, may include additional
Graduate Faculty members and be comprised of more than thnegenseThe thesis
committee iofficially formed andapproved by the Department Chaird Dean of the
Graduate Collegerhen theProposed Thesis Research form is submitted (seet€hap
IV). Refer to Table 1 forequirements angrocedures for committeeembers outside

the studentdés major department or external



Table 1. Thesis Committee Members Outside @t u d eviajor ®epartment or

External to Texas State University

Thesis Committee Members who at
Texas State faculty outsideeth
student 6 s matTexas
State, must meet the following
requirements:

Thesis Committee Members who are external
the universityare nominated as Adjunct Gradua
Faculty andnust meet the following
requirements:

Must be members of the
TexasState Graduate Faculty

Must hold professional credentials
equivalent to those associated with
Graduate Faculty s
major department.

The Department Chair should submit th
Graduate Faculty Nomination form
specified in PPS 7.03
(http://www.provost.txstate.edu/pps.hm
to appoint an outside committee membg
who is not affiliated with Texas State.
The Graduate Faculty Nomination form
must be accompanied la written
statement wérein the member states the
he or she is willing to serve on the
student 6 s c ommorishet ¢
understands that theawersity will not
assume responsibility for expenses
associated with committee service. (The
Graduate College will accept veddition
from the Department Chair.)

The Graduate Faculty Nomination form,
curriculum vitae and written statement g
submitted to the Dean of the Graduate
College for approval.

Dissertation Committee Composition

Members of the dissertation committee mussiCoreDoctoral Associate

Doctoral or AdjunctDoctoralGraduate FacultyThe Dissertation Advisor serves as the

Chair of the dissertation committe&he dissertation committee for a student in Aquatic

Resources includes the Dissertation Advisor amdremum of four additional members

(two of whom must be from the Department of Biology, one from another Texas State

department, and one external to the university)e dissertation committee for a student
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in Criminal Justice includes the Dissertatdavisor and a minimum ofnreeadditional
members (one of whom must be from outside the Department of Criminal Justice or
university). The dissertation committee for adéntin the College oEducation
includes theDissertatiorAdvisor and a minimum of three additional committee
members.Ph.D. and Ed.D. students in Developmental Education are required to have
one committee member that is external topgtagram The dissertation committee for a
student in Geography includes thessertation Advisor and a minimum of three
additional committee members (two of whom must be from the Department of
Geography and one from outside the departmérite dissertation committee for a
student in Materials Science, Engineeriagd Commercigation(MSEC)includes the
Dissertation Advisor and a minimum f@fur additional memberstteeof whom must be
from the College of Science and Engineering and one extaerabe). The dissertation
committee for a student in Mathematics Education iredutie Dissertation Advisor and
a minimum of three additional members (one of whom must be an external member).
Refer to Table 2 forequirements androcedures for committee members outside the
student s major department or external to
To form the dissertation committee, the Dissertation Committee Request form
must be completed and signed by the studemmittee member§ommittee Chaijr
DoctoralProgram Directoand the Department Chair and then forwarded to the Dean of

the Graduate @llege for approval



Table 2 Dissertaton Committee Members Outsideof St u d éviajor ®epartment
or External to Texas State Universit

Dissertation Committee Members | Dissertation Committee Members whare

from Texas State departmeiaisd external to the universitgre nominated as
schoolsthat do not offer Ph.ZEd.D. | Adjunct Doctoral Graduate Faculty andist
degreesnustmeet the following meet the following requirements:

requirements:

Must be members of the Must hold professional credentials

Texas Stat&raduate Faculty equivalent to thosassociated witiCore
and must hlal professional or AssociatéDoctoralGraduateFaculty
credentials equivalemt those status in the stud
associated witiCore or ~ The Department Chair should submit the
AssociateDoctoralFaculty GraduateFaculty Nominationdrm
status in the specified in PPS 7.03

department. (http://www.provost.txstate.edu/pps.him

to appointthecommittee nember

The Graduate Faculty Nominatioorin
must be accompanied by a written
statement wherein the member states tf
he or she is willing to serve on the
student 0s c ommorishet g
understands that thewersity will not
assumeaesponsibility for expenses
associated with committee service. (The
Graduate College will accept verificatior
from the Department Chair.)

The Graduate Faculty Nominatioorin,
curriculum vitae and written statement g
submitted along with the Dissertation
Committee Request Form to the Dean ¢
the Graduate College for approval.

Changes in Committedembers

Thesis Committee

If changes in the membership of the thesis commétteanecessary, the
CommitteeChairsubmis a written requesiemail request is acceptabiga the
Department Chaito the Dean othe Graduate Colledger approval

A committee member that retires or resigns from Texas State, but wishes to

remain on a thesis committee may do so with the approval of the studemt)itBze

6
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Chair, and the Department Chair. A written request accompanied by a written statement
wherein the member states that he or she |
committee and that he or she understands that the university willsumhas

responsibility for expenses associated with committee service must be submitted to the

Dean of the Graduate College for approval.

Dissertation Committee

If changes in the membership of the dissertation committee are necessary, the
Dissertation AdvisdCommittee Membe€hange Request form must d@mpleted and
signed by thestudentnew committee member, ti@mmittee ChajrtheDoctoral
ProgramDirector, and the Department Chair and then forwarded to the Dean of the
Graduate College for approvaahd sgnature Committee changes must be made at least
sixty days prior to the dissertation defense

A committee member that retires or resigns from Texas State, but wishes to
remain oradissertation committee may do so with the approval of the student,
Committee ChajrDoctoralProgram Directorandthe Department Chair. A written
request accompanied by a written statement wherein the member states that he or she is
willing to continue ser vi nhgorsheuntdenseantdstt udent
the wiversity will not assume responsibility for expenses associated with committee

service must be submitted to the Dean of the Graduate Cédiegpproval.



Availability of Committee Members

Thesisanddissertation studesiill rely on the advie and knowledge of each
committee memberWhile committee membsrarecommitted to workingn the thesis
or dissertationthey also have otheommitments. The studesiouldverify that the

committeemembers will be available agéquired times.



CHAPTER 1l

RESPONSIBLE CONDUCT OF RESEARCH

All graduate students should be aware of Responsible Conduct of Research
(RCR). RCR covers the following topics: research misconduct, human subjects and
IRB, nonhuman animal subjects and IACUC, conflicts of intetegt management
practices, mentor/trainee relationships, collaborative research, authorship and publication
practices, and peer review. A good introduction to ROBR$ Introduction to the
Responsible Conduct of ReseabstNicholas H. Stenecklllustrations by David Zinn.
HTML Version, September 2006, updated from Revised Printed Edition, Jung 2004

available athttp://ori.dhhs.gov/education/products/RCRintro/

Plagiarism

Creditmust be given for direct quotations, for paraphrases, for information, and
for ideas. The exact methods of documenting sources will vary from one style guide to
another, but the underlying principle remains the same. It is imperative that credit is
givenf or material that is not the studentos
many careers destroyed by a failure to do so. A student at the graduate level who
plagiarizes will meet with severe penalties. Please refer to the Texas State Honor Code,

UPPS 07.10.01h¢tp://www.txstate.edu/effective/upps/up®g10-01.htm).

Using Copyrighted Materiad

If you plan to include work that has beeneatedoy others in your
dissertation/thesis, such as text, charts, drawings, photographs, computer programs,

music, etc., you have the responsibility to determine whether your intended use qualifies


http://ori.dhhs.gov/education/products/RCRintro/
http://www.txstate.edu/effective/upps/upps-07-10-01.html

for the Fair Use provision of U.S. copyright law.

Fair Use spulates that certain uses of copyrighted material are not an
infringement. Limited use of copyrighted material for the purpose of criticism, comment,
news reporting, and teaching are commonly considered to be fair use. Guidance for
making a fair use evaation may be found in the free bookpyright Law &

Graduate Research: New Media, New Rights, and Your New Dissel(@iore at

http://www.umi.com/edJS/products/dissertians/copyright). In particular, see part I,

Roadmap for Copyright Compliander an overview of this issue

(http://www.proguest.com/edS/products/dissertationsfoyright/Part3.htn)l If your

intended use iBair Use, you do not need permissidfiyour intended use of
copyrighted material does not meet the Fair Use standard, you must secure written
permission from the copyright holdeWritten permission(s) shitd be included in the
thesis or dissertation as an Appendix.

An acknowledgement of permission should be included in your work for each
item used (for example: Agraph X used with
permission is needed, proper attributioneachsource must be given in the text and
references section of your dissertation/thesis.

The Alkek Library staff periodically offer workshops on copyright basics for
graduate students. These are announced via the Graduate College Website. The Alkek
Library has prepared a Copyright Guide, which inclugksseral legal information, links
to poicies, handouts from the workshops and much more. The guide may be accessed at

http://libquides.txstatedel/copyright

10
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Laws and University Regulations

't i s the student @reposecrespacch macddurds dotngt t o s
violate laws or university regulations. The student must be aware of and comply with
any federal, state, local, oruniversitte gul ati ons pertaining to t
I f the student 0s appegaks,permith or permosgicd rdm r e q u |
the university or governmental or private agencies, any necessary approvals, permits and
documentation must be obtained befthe research project can begin. The student
should be aware that all thesis and dissertatnaterial must be accessible to the general
public, and is responsible for ensuring that no exclusive rights to publication are given to
the third parties; and no classified information is included in the work. For special cases
consult the Graduate Oege.

Institutional Animal Care and Use Committee

I f the studentds proposed research pr o]
the student and thesis/dissertation research advisor must understand university
regulations governed by the Texas Stastitational Animal Care and Use Committee
(IACUC). Refer to the Texas State IACUC website at

http://www.txstate.edu/research/orc/animialsesearch.htmior additional information

and to ascertain whether Texas State IACUC approval is required for the proposed
research project. If IACUC approval is required, the IACUC approval codelbmust
included on thehesis or dissertatigoroposal form submitted thhe Graduate College.

Institutional Review Board

| f a studentds research project involve

advisor must understand university regulations govebnyetie Texas State Institutional

11
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Review Board (IRB). A request fokemption or an application must be submitted and
be approved by the Texas State IRB before a research project involving the use of human

subjects can begin. Refer to the IRB websitetigt//www.txstate.edu/research/orc/IRB

Resources.htnfl o r additi onal informati on. | f t he

exemption or approval, the student must attach  obthe email, indicating exemption
or approval sent by IRB to the studentttiethesis or dissertatigoroposal form
submitted to the Graduate College.
Workshops on the IRB for graduate students are offered periodically. These are
announced via the Graduate College Website.

Sponsored or Shared Research Initiatives

Graduate studes should discuss authorship and publication practices with their
thesigdissertatioradvisor prior to the onset of the research project. A clear
understanding of authorship for both research presentations and publications should exist.
If the work isbased on data generated through research that is sponsored by or shared
with other people, such as the thédissertatioradvisor, it is strongly encouragéutht
the studentiscuss copyright and embargo options withttiesis/dissertation advisor,
commitee and research team prior to submission. Preparation of publications based on

thesiddissertatiord at a may 1 mpact the release date of

12
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CHAPTER IV

THESIS OR DISSERTATION PROPOSAL

Proposal Preparation

Withthegudace of the studentds thesis or di
will produce a propsal. This proposastateshe problem the student intends to address
and the means and resources with whinehdtudent intends to solve Ih preparing the
proposal, the studeshoulduse a style appropriate for the discipline and follow any
specific guidelines i migradubteprogrenudent 6 s maj or

Required Permits and Approvals

't i s the student 0epraopesedpesearshiptmceduresdp t o s
not violate laws or university regulations. Any necessary peandsapprovalsnust be
secured prior to beginning the proposed re
research project involves the use of vertebaaieals, the student and thesis/dissertation
research advisor must understand university regulations governed by the Texas State
Institutional Animal Care and @sCommittee (IACUC). Refer to the Texas State

IACUC website ahttp://www.txstate.edu/research/orc/animialgesearch.htmifor

additional information and to ascertain whether Texas State IACUC approval is required

for the proposed research project. If IACd@proval is required, the IACUC approval
codemust be includedn the proposal form submitted to the Grad@i#ege. If a
studentdés research project involves human
understand university regulations govenlrby the Texas State Irtstional Review Board

(IRB). A request for exemption @anapplication must be submitted and be approved by

13


http://www.txstate.edu/research/orc/animals-in-research.html

the Texas State IRB before a research project involving the use of human subjects can

begin. Refer to the IRB websiteltp://www.txstate.edu/research/orc/IRB

Resources.htnfbr additional information.l f the studentds researct

exemption or approval, the student must attach a copy ehtlad indicating exemption
or approvakentby IRB to the studento the proposal form submitted to the Graduate
College.

Submission of the Thesis Proposal

One copy of théroposed Thesis Reseafonm andattachedhesisproposais
submittedio the Graduate Collegelhe proposal form must bear original signatures of
t he st ude ntgmmittde enentbheéry ahe tbapartmentChair. Theform and
attached proposal are forwarded to the Dean of the Graduate College.

TheDean of the GraduatCollegereviews the proposed reseafohapproval
The Office of the Graduate College retatheapproved proposal formvith attached
thesisproposal The student will be notified via email once the proposal is approved.

Submission of th®issertation Proposal

One copy of the Dissertation Proposal fandattachedgroposais submittedto
the Graduate Collegelhe proposal form must bear original signatures of the student, the
student 6 s ¢ o mmbDdctoraRrograr Direatoansithe Degarément Rair.
Theform and attached proposal doeward to the Dean of the Graduate College.

The Dean of the Graduate College reviews the proposed research for approval.
The Office of the Graduate College retains the approved proposal form with attached
dissertatiomproposal. The student will be notified by email once the proposal is

approved.

14
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Changes in the Thesis or Dissertation Topic

It is anticipated that the research design may need to be modified over the course
of the project. Revisions to the proposal are not necessary under such circumstances.
However, if theCommittee Chaijudges thamajor changes in the research design are
necessary or if a new topic is selected, the student must submit a new proposal.

If a dissertation topic changes resulting in submission of a new proposal after the
initial proposal has been defended (see Chapter dissertation proposal defense

procedure), the student must repeat the procedure toddisiemew dissertation proposal.

15



CHAPTER V

Ph.D/Ed.D.ADVANCEMENT TO CANDIDACY PROCEDURE

Comprehensive Examination

Ph.D/Ed.D.students are required to complete a comprehensive examination to be
eligible for advancement to candidacy. The nature and timing of examinations vary
among the Ph.ZEd.D.programs. The examination procedure may be obtained from the
DoctoralProgram Diector.

Following the comprehensive examination members of the dissertation committee
sign the Comprehensive Examination Report form, which indicates passage or failure.
Theform is routed through thBoctoralProgram Director and Department Chair to the
Dean of the Graduate College.

Defense of the Dissertation Proposal

EachPh.D/Ed.D.programprepares its own procedures for thesertation
proposal defenseThe procedures may be obtained fromBletoralProgramDirector.

The student must defend theskrtation proposal in a public presentation and
must defend the dissertation proposal in an oral examination. Each department prepares
its own procedures for the oral examination and public presentation. The procedures may
be obtained from thBoctoralProgram Director.

Following the dissertation proposal defense members of the dissertation
committee sign the Defense of the Dissertation Proposal form, which indicates passage or
failure. The form is routed through tB®ctoralProgram Director and Deparent Chair

to the Dean of the Graduate College.
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Advancement to Candidacy

Once all Ph.DEd.D.Program requirements for advancement to candidacy have
been met, the Application for Advancement to Candidacy fertompleted.The form
is routed through thBoctoralProgram Director and Department Chair to the Dean of the
Graduate CollegeTime limits for advancement to candidacy vary among the
Ph.D/Ed.D.programs.Information on time limits is available in tiexas State
University Graduate CatalogThestudent will receive a letter from the Graduate College
confirming their advancement to candidacy. The letter will include the deadline to

complete the dissertation requirements.
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CHAPTER VI

THESIS AND DISSERTATION COURSES

RequiredThesis or Dissertation Credit

Thesis Courseork

A student must complete a minimumst semester hours of thesis credit to
gual i fy for d&herthassspreposalsd propmssior® is normally
submittedo the Graduate Collede/ the endothes t udent 0 s tlesisr589PA me n t
Once the student begins enrolling in a thesis course, the student must continue o enroll
athesis course during amgrmin which the student will receive thesis supervision or
guidanceand/or in which the student is using university resouréestudent must be
enrolled inthesis Bduring thetermin which the degree is to be conferrdd.the rare
case when a student has not previously enrolled in thesis and plans to complegghe the
in oneterm the studentnust obtain permission of the Dean of the Graduate College to
enroll in boththesis A and thesis.Brhe maimum thesis credit that ounted for
degree credit is six semester hours.

Dissertation Courseork

The Ph.DEd.D.degree requiresminimum of12 dissertatiorcredits for
Criminal Justice an@€ollege of Educatioprograms 15 dissertatiorcredits for Aquatic
Resourceand Geographyandl18 dissertation credits fdvlaterials Science, Engineering,
and CommercializatioandMathematics EducationA Ph.D/Ed.D.student may begin
registering for dissertation cours#sring the semester following completion of all

required coursework specifiéy thePh.D/Ed.D.program After advancement to
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candidacystudents must be continuously enrolled daclg semesteand summer if
receiving dissertation supervisiand/or using university resourcésr at least one
dissertation houuntil the dissertation has been completed, defended, and submitted in
accordace with the procedures described in this Guitlee DoctoralProgram Director
will assist the studenh determininghe correct dissertation course for registration.

Reaqistering for Thesis or Dissertation During the Final Semester

A thesisstudent must be enrolled a thesis B courder thetermthe thesis is
completed and submitted to Alkek Library. If the student is not enrolled, graduation will
be postponed until the student has registered thesis B coursand the term in which
the student has enrolled is completed. This requirement remains in force no matter how
often a student may have previously takehesis B course

Dissertation students must be registeredifssertation credit during titermthat
the dissertation is copleted and submitted to the Alkek Library and the degree is
conferred. The requirement must be met or graduation will be postponed.

I f the studentds antici pat eatdisgertaiohuat i on
student must register fainesis B o dissertatiorduring Summer I. The student does not
need to enroll again in Summer Il because during the summer the course runs ten weeks

Thesis and Dissertation Grades

The only grades assigned for thesis and dissertation courses are PR (progress), CR
(credit), W(withdrew), and Ff@iling). If the student is making acceptable progress
grade of PR is agmeduntil the thesis or dissertation is completdidacceptable
progress is not made in a thesis or dissertation course, the instructor may issue a grade of

F. When the thesis or dissertation is completed and filed into the Texas State Alkek
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Library, the irstructor assigns a grade of CRRhe Office of he Graduate College will
thenconvert the®R grade of the most recentdgmpleted thesis or dissertation co(sse
to a gradés) of CRto award the total thesis/dissertation credit hours required by the
studentdés graduate program.
Fee Reduction

A ma sdr @éoctdrad degree candidate for graduation may be eligible for-a one
time fee reduction under V.T.C.A. Education Code, Section 54.054, if the student is
registered for thesis or dissertation credit only and provided such credit is the final credit
hour reuirement for the degree in progress. Please refer tbekas State University

Graduate Catalog for more information.
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CHAPTER VII

DEADLINES AND CANDIDACY INFORMATION

Applying for Graduation

Deadlines tapplyfor graduation are posted online at

http://www.gradcollege.txstate.edu/Current_Students/Graduation $imdents pply for

graduationn Self Service Banner, by clicking on Student Records and Apply to

Graduate IT IS IMPORTANT TO APPLY BY THE POSTED DEADLINE DATE

OR GRADUATION MAY BE DELAYED AN ENTIRE SEMESTER. If the student

misses the online deadline, the student should contact the Graduate College to determine
if it will still be possible toapply.

If a student applies for graduation in a given semester, but does not complete all
degree requirements that semester, the student should contact the Office of the Graduate
College to retract their application for graduation. There is no penalty for doing so an
the student simply reapplies the next semester of anticipated graduation.

Masterd6s and Doctoral Degree Commenc

Each semester the Graduate College updates the Commencement Information

website ahttp://www.qgradcollege.txstate.edu/Current Students/Graduation.ftms

website provides the student the exact date anhndeadlines fall, as well as other
importantreminders.

Ma s t eudeats thas have three (3)fewergraduate hours to compledad/or
need to finish a thes@ compehensive examan participate in the Commencement

ceremony one semester prior to their anticipated semester of graduation. Thé student
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graduate advisor must email the Graduate College requesting permission from the Dean
of the Graduate College for that student to participate in Commencement. Students must
apply for graduation in the semester they would like to participate and thpgoiyréa
graduation in the semester they actually anticipate completion of a degree.

Clearing Candidates for Graduation

The Dean of the Graduate College certifies candidates for graduation after the
completion of all requirements for the approprigitaduate degree and with the approval
of the departmefd) concerned. The Office of the Graduate College will determine if all
requirements for the degree have been met.

Thesis Deadlines

Specificthesisdeadline dateare posted othe Graduate College Wwsiteat

http://www.gradcollege.txstate.edu/ThBss Info/T-D Deadlines.html Students are to

adhere tdhese deadlines. Any request for atea@sionmustbejustified andsubmitted
(email request is acceptabl®) the Committee Chaor Graduate Advisaio the
AssociateDeanof the Graduate Colleder consideration

The Comprehensive Examination for M

All candidates f or ma préhensie exardiratpn.dre s mu s
many graduate programs, the thesis committee is also the examining committee. The
examination typically covers the thesis, as well as any other areas the thesis/examining
committee deems appropriate. The thesis/examining cteememberssignthe
Comprehensive Examinati on,iRlegimgmpdassoffailr Mast e
Thereport is routed througtne Department Chair to tfidean of theGraduate College.

The results of the comprehensive examination must reach the Graduate College ten days
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before commencement, not counting weekends and holidays. For specific deadline dates

refer to the Graduate College websitétap://www.gradcollege.txstate.edines

Diss Info/T-D Deadlines.html

DissertatiorDeadlines

Specific dissertatiordeadline dateare posted othe Graduate College website at

http://www.qgradcollege.txstatedu/ThedDiss Info/T-D Deadlines.html Students are

expected to adhere to theseadlines.Any request for an extensionust be justified and
submittedlemail request is acceptabl®) the Committee Chaor Doctoral Program
Directorto theAssociate Dean of the Graduate Collégeconsideration

DissertatiorDefense

All candidates for doctoral degrees msistcessfully defenthe dissertation.
When each committee member is satisfied that the dissertation is ready for defense, he or
she communicates this to tbéessertation Advisom writing. After all committee
members have communicated to @@mmittee Chaithat the dissertation is readylie
defended, th€ommittee Chaiproceeds wh schedulinghe dssertaion defense The
defensanust be scheduleat least two weeks in advanciotice of the time and place of
thedefensanust be postedithin the major departmeniThedefensas opento the
public. Thedefensas presided over by the Committee Chal members of the
dissertation committee are expectetbe presentCommittee members may attend via
Skype, FaceTime, other wdtased video program, or conference call.

Following thedissertation defense, membef the dissertation committsggn
the Dissertation Defense Report form, which indicates passage, provisional pass or

failure of the defense. The form is routed throtlggDoctoralProgram Director and
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Department Chair tthe Dean of the Graduate College.

Time Limit for Completing the Dissertation

The Graduate College requiresccessful completion of the Dissertation Defense
tooccur within ten years of the studentdos e
advancement to carthcy, a student is expected to complete the dissertation within
years in Materials Science, Engineering, and Commercialization, whitga years in
Aquatic Resourcegriminal JusticeGeographyand Mathematics Educatipand within
five years inthe College oEducation.Other departmental time limits may apply.

Exceptions to these time limits require the approval oDibetoralProgram Director and
Dean of the Graduate Colleg@ written requestor a time extension to complete degree
program requirements submitted by the Committee Chair, to thectoralProgram
Director, and then isubmitted to the Dean of the Graduate College&onsideration

99 Hour Rule

In accordance with Texas Education Code, Section 54.066, the university will
incur a penalty once a doctoral student accumulates 100 or more doctoral semester credit
hours. In response, ti@xas State Universitgystem has a new tuition structure
(excessre hours fee) in which a doctoral student will be charged tuition at a rate
equivalent to nonresident tuition for all doctosamester credit hours exceeddty
Courses taken by a doctoral student at the
towards the 99 hours. If the student is admitted to a doctoral program from the
bachel ordés degree, the count begins after
structure applies to Texas residents as well agbsitate residents and internatibna

students who were eligible to be charged tuition at the resident rate as a result of
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scholarship and fellowship awards or employment as Graduate Assistants. Students
should contact thBoctoralProgram Director regarding appsal

Summary of Thesis StudeGeneraRequirements

1 The Proposed Thesis Research form musirbile with the Office of the
GraduateCollege

1 The student applies for graduation in the final semester.

1 All required coursework must be completed.

1 A minimum of six hours of thesisoursework thesis A and thesis)Bnust be
completed.

1 The stu@ént must be enrolled in thesisdBring the semester in which the student
graduates.

1 The final thesis draft must reach the committee by the posted deadliaadiine
agreed upon by the comneiét

1 TheThesis/Dissertation Committee Approarm must be signed by the student
and all committee members and submitted to the Graduate College prior to
submission of the thesis.

1 The final thesisapproved by the committemustreach the Office of the
Graduate Collegby the posted deadlir@ oneweekextension deadlinef
granted.

1 Revisions required by the Graduate College must be made and the final thesis
approved by the Graduate College.

1 If the hardcopy option is selectedneprint copyof the thesis must be submitted

to Alkek Library by 5 p.m. on the Thursday a week prior to graduation.
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T The Comprehensive Examinati pgndicaRgpor t

passmust be signed by éhcommittee members and by the Deparit hair of
the major department. It must reach the Office of the Graduate CaDetpeys
before commencement, not counting weekends and holidays.

Summary oDissertationStudentGeneraRequirements

Thecomprehensivexamination must be passed &alvancement toamdidacy.

The dissertadn proposal must be defended.

The Defense of the Dissertation Proposal form, indicating passage, must be
signed by the committee members and routed througRdhtralProgram

Director and Department Chair to theddeof the Graduate College.

Once all Ph.DEd.D.Program requirements for advancement to candidacy have
been metthe Application for Advancement to Candidacy form is completed and
routed through th®octoralProgram Director and Department Chair to thame

of the Graduate College.

The student applies for graduation in the final semester.

All required coursework must be completed, including the minimum number of
dissertation hours required by the program.

The student must be enrolled in dissertation during the sentesthich the
student graduates.

The dissertation draft must reach the dissertation committee by the posted
deadline odeadline agreed upon by the committee

The dissertation defense mustdobeduled and notice posted at least two weeks

in advance. The dissertation defense must be successfully passed.

26

f

o



TheThesis/Dissertation Committee Approvarm must be signed by the student
and all committee members and submitted to the Graduate Cpliegéo
submission of the dissertation.

Thefinal dissertationapproved by the committee and submitted in Vinsost
reach the Dean of the Graduate College bytisted deadliner oneweek
extension deadline if granted

Revisions required by the Graate College must be made and the final thesis
approved by the Graduate College.

The Dissertation Defense Report forimdicating passnust be signed by the
dissertation committee and by the Departmenai€of the major department. It
must reach th®ffice of the Graduate College 10 days before commencement, not
counting weekends and holidays.

The Survey of Brned Doctorate€&SED) must be completednlineby 5 p.m. on

the Thursday a week prior to graduation.
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CHAPTER V111

SUBMITTING THE THESIS OR DSSERTATION

Submissiorto the Graduate Colleder Review

Prior to submitting the thesis or dissertation to the Graduate College, the
Thesis/Dissertatio@ommitteeApprovalForm bearing original signatures of the student
and all committee members mustdadmitted to the Graduate College.

The studenmustthensubmitthe final thesis or dissertatipapproved byhe
committegto the Graduate Colleder reviewby the posted deadlind-or specific
deadline dates, refer to the Graduate College wedisite

http://www.qgradcollege.txstate.edu/THBss Info/T-D Deadlines.html Theses and

dissertations are reviewed by the Office of the Graduate College in order of recmipt. It
to the student 6s aidordissertatigneas dady aspossibid. t t he t
It is the studentodés responsibility to e
formatted properly and thoroughly proofread before submission to the Graduate College.
Theses or dissertations submitted to the Graduate Collegaewntarouserrors will be
returned to the student to resubmit, which can cause delays in meeting semester
submission deadlines. The Graduate College does not proofread theses and dissertations
or format documents for students.
Once the thesis or dissertation is submitted to the Graduate College, there can be
no revision to the document other than any formatting and editorial revisions required by
the Graduate @llege. The st udent §sotequesnadditional eevisioaad

the student may not make any revision of their after the thesis or dissertation has
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been submitted to the Graduate College.

Submission Options

1. Vireo On-line SubmissionOption: Thisoption is required for dctoral
students submitting the dissertatanrn d r ecommended fThis mast er 0 ¢
method is vastly more convenient for studesmge the Vireo system is accessible724
and saves monegmcea student is not required to subraipaper copyo Alkek Library.
Graduate programs may require students to submit a paper or electronic copy to the
department; check departmental program requirements

The student uploads a PDFthe thesis or dissertation document. The student
must also upload the document s @riginal formasuch asvlicrosoft Word, LaTeX,
etc Instructions to the ofine submission and review process using Vireo are included
in Appendix B. See padsO for instructions to converting the document to a PDF.

Following submission hie thesis/dissertation is reviewedthg Graduate
College The student is notified by email if revisions are required by the Graduate
College. See Appendix C for symbols commonly used to mark revisidhg. student
makes the revisions tas or heroriginal document and uploads the revised docuagnt
a PDF and the revised Microsoft Word, LaTeX or other format docuniédre Graduate
College verifies the revisions have been madace theevisionprocess has been
completed and thihesis ordissertatioris approved, the student andi@mittee Chair
will receive email notification. All communication uses the Texas State email account,
So itis very important that the studeartd @mmitteeChairregularly check their email.

The Graduate Collegtransfers the electronic document to Alkek Library.
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2. Hard-copy SubmissionOption: This submission option is only available
forma s t dudeénts submitting a thesi§he studenbringsa printed copy of théhesis
to the Office of the Graduate ColleGECK 280; Office hours MF 8:00am 5:00pm)
This copyshouldbe printedon regulafnon-archival quality)paper forediting Print on
one side of the papenly.

The thesiss reviewed by Graduate College. If edits are necesaryzraduate
College will email the student and the student will be asked to pibksugr herthess
with revisions marked from the Graduate Colle§ee Appendix C for symbols
commonly used to mark revision@nce thestudent makes the required revisothe
student will bring the revised document AND ttepy of thethesiswith revisions
marked tahe Graduate College. The Graduate Colledjeconfirm that the necessary
revisions have been made. When the necessary corrdutioaeen made to theesis
and have been verified by the Graduate College, thkeetn t 6 $s apploved.Tihes
student will be notified in an email to his or her Texas Statailaddress.

Once the Graduate College review process has been completed and the document
approvel, the student must subnaibe print copyon archival quality papdwhite, 8 1/2
by 11 inch, 20/24 pound bond, archival quality, gcek, flatfinish pape), of thethesis
to Alkek Library(submissions are accepted Mr, 8am-5pm). Graduate ppgrams mg
require students to submit a paper or electroomyto the departmentheck

departmental program requirements
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Submission to Alkek Library

Submission Options

1. Vireo On-line Submission Option: A student submitting in Vireo igot
required to submih paper copyo theAlkek Library. The Graduate College will transfer
the electronic thesis or dissdita to the libraryfrom which thdibrary will produce a
print copy for the circulating collection and a microfilm copy for the Universighies.
The pint and microfilmcopies will be produceedven if there is an embargo placed on
the electronic version.

2. Hard-copy Submission Option: A ma s t dudedtssubgitting by hard
copywill take one print copgf thethesis on archival quality paper,ttee Alkek Library
(submissions are accepted MF, 8am5pm). The deadline for the thesis to be submitted
to the library is by 5 p.m. on the Thursday a week prior to graduation. For specific
deadline dates refer to the Graduate College website at

http://www.gradcollege.txstate.edu/Current_Students/Graduation.html#Applying_for_Gr

aduation

The student deposits the thesighe Circulation Deskf Alkek Library.
The Library is not responsible for collation. The student rbesture that his or her
thesisis completethe pages are right side up, and the pages are in the proper order.

Copies for Personal Use

The student deposits the personal emgies of the thesis/dissertation at the
Circulation Desk of Alkek Librarysubmissions are accepted Mr, 8am5pm). The
Library is not responsible for collation. The student must be sure that his or her

thesis/dissertation is complete, the pages ar¢ sigk up, and the pages are in the proper
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order. The student can choose to use regular;archival paper for personal copies.
The student pays the binding and processing fees for additional copies at the Circulation
Desk(M-F, 8am5pm). To find the &act amountontactShirley Lipinski, Bindery

Manager preferablyvia emailat sl34 @txstate.edwor call (512) 2458890

When bound copies are ready, the personal copies of the thesis or dissertiation
be mailedo an address provided by the student. If applicable, departments will be
contacted to pick up their copi'em the Circulation Desklf the student has a question
about their binding requestontactShirley Lipinski, Bindery Managepreferablyvia

email atsl34@txstate.edwor call (512) 2453890.

Additional Requirements for Dissertation Students

ProQuest Submission

All dissertations and their abstracts are required to be submitted to ProQuest for
inclusion inthe ProQuest Dissertations & Theses database and Dissertation Abstracts
International. If an embargo is selected, only the abstract will be displayed in the
databases until the embargo is complefBde ProQuest submission process is included
in Vireo. SeeAppendix Bfor instructions.

Library Collection Copies and Preservation Practices for Theses and Dissertations

One print copy of each thesis and dissertatiateosited in the Alkekibrary.
The copy will be placed in the circulating collection anade available for use by
researchers and scholars inside and outside thesT&ateeommunity. This applies to
manuscripts submitted in either print or electronic fornfdte library will produce a
print copy ofall theses andissertatios regardles®f embargo status.

Under the "Fair Use" exemption of the copyright l&ibrary users magopy
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brief excerptofawork However, an amount maynethhe exceeds

duplicated without the author's pldsemi ssi on

and Author &4 aPeohtemde s bndent 6s .t hesi s or di
TheAlkek Library will also submit all theses and dissertations for microfilming,

providing long term preservation of these materidlse mcrofilm will not be available

for public use.The AlkekLibrary reserves the right sxld metadata for indexing

purposes and convert the submission to any medium or format for the purpose of

preservation.Theses and dissertations submitted through Vireo will be available in

TexasSt at e Uni versityos o Ehbargosoptions aré provided in o n a |

the Vireo guidgSeeAppendix B. All nonembargoed theses and dissertatiartbe

institutional repository arepenly available on the Internatd can be discovereddin

cited by scholars using the librarytakbg or major search engines.
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CHAPTER IX

STYLE, ORGANIZATION, AND MECHANICS
Paper

If a thesisstudent selects the hacdpy submission optigrihe onehesiscopy
submitted to the librargnust beprintedon white, 8 1/2 by 11 inch, 20/24 pound bond,
archival quality(acid-free), flat-finish paper Print on one sideThedocumenwill be
shelved permaently in the university library, so papeust be durable and bfgh
quality. Archival quality paper an be found at campus bookstores and most office
supply stores.

Remember that the first submission of ki@edcopythesis to the Graduate
Collegefor reviewshouldnot be on archival quality paper; however, when it is submitted
to the library, it must ben archival quality paper.

Style
Only theses and dissertations formatted as specified in this guide will be accepted

by theGraduate CollegeDo not use a running hea&ecent style manuals (Table 3) and

scholaryy our nal s in the studento6és major discip

not included in the guide.

Table 3. Style Guides by Major.
Major Style Guidelines
Thesis

Adult Education APA*
Agricultural Education APA?
Anthropology AAA T /SAA™
Applied Mathematics None Specified
Applied Philosophy and Ethics MLA */Turabian
Aquatic Resources CBE°
Athletic Training AMA/APA?
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Table 3 Continued.

Biochemistry Turabian/ACS
Biology Turabian
Business Administration Turabian
Chemistry Turabian/ACS
Communication Design None Specified
Communication Disorders Turabian/APA
Communication Studies MLA Y APA*
Computer Science Turabian/APA
Creative Writing Turabian/MLA’
Criminal Justice APA*
Developmental Education APA*
Elementary Education APA*

Bilingual/Bicultural APA*

Early Childhood Education APA?

Exercise Science

None Specified

Family & Child Studies

APA*

Geography Turabian
Health Education APA*
Health Psychology APA?
Health Services Research APA*
Healthcare Administration APA*
History Turabian
Human Nutrition Turabian
Industrial Technology APA"
International Studies Turabian
Literature Turabian/MLA’
Mass Communication APA*
Material Physics AIP°
Mathematics Turabian
Merchandising and Consumer StudieAPA*

Music Turabian
Physical Education APA*
Physics Turabian/AIP
Political Science Turabian

Population and Conservation Biology

Turabian

Professional Counseling APA”
Psychological Research APA*
Recreation & Leisure Services: APA?
Recreation Management APA*
Therapeutic Recreation APA?
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Table 3 Continued.

Rhetoric and Composition APA/MLA”

Secondary Education APA*

Sociology ASA>

Software Engineering Turabian/APA

Spanish Turabian/MLA’

Technical Communication MLA”

Theatre MLA®

Wildlife Ecology JWM®IIM’
Dissertation

Adult, I?rofessmnal & Community ApAY

Education

Aquatic Resources CBE®

Criminal Justice APA*

Developmental Education APA*

Environmental Geography Turabian

Geographic Education Turabian

Geographic Information Science Turabian

Materials Science, Engineering, and
Commercialization

Turabian/AIP/ACS?

Mathematics Education APA*

School Improvement APA*

® AMA= American Medical Association

! AAA=American AnthropologicalAssociation
2 ACS=American Chemical Society

3 AIP= Americaninstitute of Physics

* APA= American Psychological Associatioh America
> ASA= American Sociology Association

® CBE= Council of Biology Editors

" IM= Journal of Mammalogy

8 JIWM= Journal of Wildlife Management

® MLA= Modern Language Association

19 SAA= Society of Americarcheologists
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Arrangement of Thesis and Dissertation

The thesis or dissertation consists of thre@m@omponents: the front mati¢he
text, and the back matter. THeont mattermpages include: the titleage, copyright page,
fair use and aut h pagédedicatienfoptionallsi on st at ement
acknowledgements, table of contents, list of tabfezpplicable) list of figures(if
applicable)list of illustrations(if applicable) list of abbreviationgif applicable)
abstract (required in dissertations, optional in most thesedjpreface(if applicable)
The text includes: the chapters (the number will vary by thesis or dissertation), and tables
and/or figuregif included. The back matter includes thppendixsection(optional)and
literature cited (also referred to as bibliography, refeeneerk cited, etc.)If the hard
copythesisoption is selected, a blank page referred to afiylpageis included at the
front and back of the document. The fly pages are not counted or numbered
electronically submitted documentty, pagesare notincluded Table4 indicatesthe
arrangement of the thesaasddissertation. The sections shoulddb@wn in the order
listed. Be sure to include all required sectionthedocument.

Abstract Requirement

Dissertations are required to include an abstract. The abstract is optional in the
thesis, with the exception of a thesis writierSpanish. A student in the Modern
Languages Department that chooses to submit the thesis in Spanish must include an
abstract written in English. A duplicate abstract in Spanish may also be included, if

desired.
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Table 4. Arrangement of Thesis and Disstation.

Page Required or | Format of Page Number Description and Helpful Tips
Optional?
Requiredfor
Fly Page paperthesis | Not counted omumbered | Blank page for protection of thesi®o not include if submitting electronically.
copies
Title Page Required Counted, but not numbere( 2" top margin; do not use bold on this pagee example in Appendix.D
2" top margin See example in Appendix D for page formatting. Copyright is autom
. once the work is in fixed form, therefottge student holds the copyrigittheir thesis or
Copvriaht Page Required Counted, but not numbere dissertation Doctoral students may have their copyrigggistered with the U.S.
pyng 9 CopyrightOffice. There are additional fegzaid to Alkek Library for this service.
Fair Use a 20 t op Inclade gnly ane of the two Duplication Permission optioBee
. | Required Counted, but not numbere{ example inAppendix Dfor formatting
Permission Statemen
Dedication Optional Counted, but notnumbere( 26 t op mar gi n. See example in Append
This is the first page
numbered using lower cas \ . . . )
Acknowledgements Required | Roman numerals. All page 20 top Thﬁapag@ gIves credit and acknowledgement t_o any person who has
helped the student during his/her academic car@ee example in Appendix.D
should have numbers from
this pointforward.
20 t op Alchaperitittes, headings, and subheadings shoelldordedn the
Table of Contents Required Lower case Roman TOCthe samas in the text. Use dot leaders with a right tab instead of periods to l¢

(TOC)

numerals

page numbersSee page 41 for instructions on dot leaders.
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Table 4 Continued.

Page Required or | Format of Page Number Description and Helpful Tips
Optional?
. If applicable 20 t op Fomaattigg sinould resemble the TOC. All table titles should appear
List of Tables (two or Lower case Roman the LOT exactly agiey are in the text. Use dot leaders with a right tab instead of
(LOT) numerals .
more) periods to lead to page numbers.
List of Eiqures If applicable Lower case Roman 20 t op Fomaattiggisimould resemble the TOC and LOAIl figure titlesshould
g (two or appear on the LOF exactly as they are in the text. Use dot leaders with a right tab
(LOF) numerals .
more) of periods to lead to page numbers.
List of Illustrations If applicable Lower case Roman 20 t op Inclade ifapplicable; same formatting as the LOT and LOF. Use dot
(Lo pp numerals leaders with a right tab instead of periods to lead up to page numbers.
Opt|on_aLTor 20 top mar giimAppendkdde exampl e
thesis*; Lower case Roman . : : o
Abstract ; Modern Languages students who submit their thesis in a language other than Eng
Required for numerals . . . .
di . are required tinclude an bstract in English.
issertation
The first page of the text is
Text Required | where the Arabic numberin{f 10 t o p thmoaghaut text Each chapter must be numbered.
begins, starting with 1.
16 t o p thmaghaut appendix section appendixsectionis used for
AppendixSection Optional Arabic numerals supplementary material. Pagination continues through the appendix; numbering d
start over.
16 t o p thmaghayt literature cited sectiokse a style appropriate for the
. . . . discipline. Most commonly, the literaturéed is eitherdouble spaced throughout or
Literature Cited Required Arabic numerals ; : ) X
formatted by single spacirgach entry and dible spacing between entrieBe
consistent in use of period®o not split an entry between pages.
Requiredfor
Fly Page paperthesis Not numbered Blank page for protection of thesi®o not include if submitting electronically.

copies




Typography

The same fontnust be usethroughout the front matter, text, and back matter of
thedocument.Use a TrueType font. Fonts recommended by most style manuals include
Times New Roman or Garamondhe ody of the thesis must be in paint font. The
body of fables maye inas small a40 point font to allow for inclusion of all required
information. Figure and table captions and legends maind€-12 point font. The
body of a figure may be in a font size larger thapdidt. Equations in the text may also
be in a font size larger tha point. The use of correction fldior handwritten
correcions isnot allowed. A high quality printer must be useddosure legibility of the
entire thesis/dissertation, including all illustrations, figures and tables.

Margins

Pages in the front mattezquire a two inch top margin, a one and-ba# inch
left margin, and a one inch right and bottom masgrshown irFigurel. For dl other
pages in the docume(text, appendix section, literature cited sectidm@ left margin is
one and ondalf inches (requed for binding) and the other margiageone nch (Figure
2). Youwillneedtousé Ne xt Page o0 tobreakyouraocuntemt mta k s
sections that will allow you to set different margbetween the front matter and text.
Instructions for setting next page section breaks are provided on pad8s 42

Use flush left alignment (creating uneven right margbdy. not useight

justification.
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2+top margin

1 Yoxleft

margin
1+right
margin

Figure 1. Example Showing Margins forFront Matter . Please nte thatrequired and
optional pages dhe front mattemclude: title page,copyright @mge fair use and

aut hor 6 s taenmenpagsdedication asknowledgements, table of contents, list
of tables, ist of figures,list of illustrations list of abbreviationsabstractand peface

1+top margin

1 Yzt left

margin
1+right
margin

1+ bottom margin

Figure 2. Example Showing Margins forBody of Document and Back Matter
Body of thetextand back ratter indude chapter(s) of document, appendix section, and
literature @ed section
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Spacing
Thebodyof theabstracimaybe one and onbkalf spaced or double sped, and
must follow formattng in the example in Appendix.Dr'he body of the text is doubled
spaced.Lengthy quotations may be double or single spaced.
Table and figure captiomeay be single spaced or double spad@éithtion entries
in the references sectionay be double spaced throughoutr@y be formattedingle
spaced with @ouble spacketween entriesr citations.

Text Alignment

Throughout the document, different alignments are used forafiting certain
sections (i.e. titlgpage, copyright pageply of the document, etc.). To align text in
Microsoft Word,select the Home tab on the ribbon at the top of the page. Locate the
Paragraph section. There are four icons with blocks of lines that designate the alignment
types available: Left, Center, Right, and Justified. You can either select the alignment
typeneededand start typing text, or type the text needed, highlight the text with your

cursor, and select the text alignment for that section (See Figure 3).

Insert Page Layout References Mailings Review View Developer Acr
=) X cot = Al gane i S
& CalibriBody) *[11 | A" A7 [ Aav | % | =S -tEr [EE(|L| T
st a4 ee L} aby 1—] 4 7
e v v v | EEEE = v Bl e
~ ./ Format Painter B I U-aex x 2 A' EEEES=E EF |2
| Clipboard I Font 7 “raragraph i

Figure 3. Setting Text Alignment.
Dot Leaders
Dot leaderswvith a right tabshould beused instad of periods in theable of

contentsJist of tables list of figures, etc. where page numbers from the text are
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referenced. To setdotleadarsn d e r t Htab infMitr@safeWord, click on the
small arrow at the bottom right cornerof hd® ar agr ap h o b o x Figueend s el

4 shows the menu that will appear agidesinstructions orits use.

Tabs Enter 6.0 as the tab stop position

Tab sktop position: Default kab stops: to allow for a one inch right
| = * margin.

v

Tab skops to be cleared:

Choose these

Alignmankt i ¢ i
7 Left ) Certer (3 Right 7 options to align
) Decimal ) Bar numbgrs on the
right.
Leader
) L Mone ®z.... @G
O4_

Be sure toselect
[EDEE ] > ?Z!U?LUUOU_

settings before

Uil 01 EUPOIT

I oK ][ Cancel ]

Figure 4. Setting Tabs for Dot Leaders.
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Pagination

All page numbrs throughout the document must appear centeretiadhmch
from the bottom, within th&oter. Numbers on pages before tieat of the thesis or
dissertatn are lowercase Roman numeraléll pages(except for fly pages hard
copy thesiyof the front matteshould be counted, but numbers shawdtibe placed on
thetitle page,copyrightpage,fair use andau t h pernéissionstatement pager
dedicationpage

Numbers in the text of the thesis and dissertation are Aradgnning with one
(). Arabic numeral pagination will continue through the back matter, as formatted in the
text. In theback matterthe fly pagg(if necessary) isiot counted.

Instructions for Page Numbering in Microsoft Word

To add a page number in Microsoft Word, click on Insert on the ribbon at the top
of the page and then click on Page Number. A dropdown mensheiN, allowing you
to select placement of a page number. Select Bottom of the Page from the dropdown
menu and the option that allows for centered alignment. In Figudinat option is Page

Number 2.

44



Line -
e

& & Tim,
Equation Symbol

cre ings in your
jocument by applying
Heading Styles.

Plain Number 3

Page X
Accent Bar 1

Accent Bar 2

Accent Bar 3

N

[ More Page Numbers fram Office.com »

£

Figure 5. Diagram ShowingLocation of Page Numbers FromInserttab, select the
Page Numbeoption and scroll down to tHelain Number Dption listed under Bottom
of Page.

To change the page number type (Roman or Arabic numerals), click on Insert
again at the top of the page, click on Page Numbersaledt Format Page Numbers.
This will allow you to select the number type (Roman or Arabic), the page number at

which to start, anthdicateif you would like to continue numbering from the previous

section (See Figur@).
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Developer Acrobat

Top of Page
MNavigation Bottom of Page

Search Document 2 -
= -

Page Margins

Current Position

Format Page Mumbers..,

Remove Page Numbers

This document does not
contain headings.

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

ment does not
eadings.

adings in your
1by applying
ityles.

- N
Page Number Format ==

[ Indlude chapter number
Chapter starts with stye: [Headng 1 ||
Use separator: - (yphen) [~]

11, 14

Figure 6. Diagrams ShowingPage Number Format Box. FromInserttab, select the
Page Numbeoption and scroll down tBormat Page Numbers. The Page Number
Format Box will appear, allowing customization of page numbers.

It is easiest to paginatedocumentvhen all secbins of a thesis or dissertation are
contained irone documentThe following information will assist you in correctly
numbering the pages of the documeYibu will need to break the document into sections

to change the format of page numbeBgctions bthe paper include, but are not limited

to: 1) the umumbered front matter, 2) the lower case Roman numeral front paatter
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3) the first page of your text (Chapter After each sectioninsert ainextpagé s ect i
break

To change numberingnsert aiNextPa g seation break betvem pages whose
marginsor page orientatiodiffer (do not use continuous page breals Within Word
2007 and Word 2010, the "Next Page" section break is located on the Page Layout tab.
Select "Breaks" at the top thehoose "NekPage" from the drop down ligseeFigure

7).

File Home Insert Page Layout References Mailings Review View Acrobat

By = J ¥= Breaks = 5 S § | Indent
I & J —j IJ eft: |0

Page Breaks
Margins Orientation Size Columns
- Page light: 0
Mark the point at which one page ends
and the next page begins.

-

Themes Page Setup

i

WO

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

Text Wrapping
Separate text around objects on web
pages, such as caption text from body text.

8 B L

g

Breaks

Next Page
Insert a section break and start the new
section on the next page.

-

Wl

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

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

4

0Odd Page
Insert a section break and start the new
section on the next odd-numbered page.

I3

Figure 7. Diagram ShowingLocation of Next Page Section Breaks Option in Page
Layout. From Page Layout tab, select the Breaks option and scroll down to the Next
Page opbn listed undeSection Breaks.

See Figure for anexample of the appearance of two sections. Section one in Figure

8 is shownwith the footer and section two is shown with subsequerfboter.

Before making any changes to the headers and footensye the Link to Previous"
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setting in each footerThis will ensurehatthe page numbe other formattingvill not
be the same as thegpioussection When you remove the ALIink t

no | onger be a ASame as Prfeteri SeeNgord8fbre si gnat

an exampl e o fLinktdhRer e voicoautsicosni no ft hie f oot er

FOOter I Footer -Section 1-
Section 1
Header Section 2- Same as Previous
3 Mailings Review View f
j j, T4 Previous Same as Previous
=Rl — 2 Next ‘ -This is removed
Goto Goto - A i
Header Footer %f‘_.;linkto Previous | \Igv he n. hLi \n
Navigation revi ouso
unselected.
FOOteI’ 'l. ‘ Footer -Section 2-
Section 2

Figure 8. Diagram ShowingHeader/Footer Components. Diagram shows a

document that has been broken into two sections. Secisosekn in the footer of page

xiii and section 2 is seen in theader and footer of page Thefooterof page lalso

s howslLinktbler év i o luhatdinks hedders and/or footers together. The icon
ALink to Previouso in the header/ footer to
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Supplementary andlustrative Materials

In electronic theses and dissertationp@ementary materials mapnsist of any
additional resources that could be used to support a thesis or dissertation. This material
includes, but is not limited to, complex digital objects such as images video, and audio.
If you do include supplementary materials for your thesidissertation, please include a
list of these materials after the Appendix Section (if applicable) in your document.

lllustrative materialsncluded in the body of the thesis or dissertatiarst fit the
margins described nd er t he s u b hlBuatcdtions may heMeducgdiifn s . 0
necessarylf the paper option is selected aeduction is impossibleljustrationsmust
be prepared so that they can be bound into the tvékisut damage.These insertare
counted in the paginationf the insertgequire facing, the facinglsocounts in the
pagination.

Headings and Subheadings

Thefront matter pages<hapter titles and all sections after the text require the
same heading formatting. Headings must be set up as instructednrattual. All
headingsn thefront matterare required to have a two intdp margin, to be centered,
capitalizedin 12 point font andh bold (with the exception of the title pagdo not use
bold onthis pagg¢ Chapter headings and headings intihek matter are equired to
have a one inch top margin, to be centered, capitalized, in 12 point font and iAbold.
headingsand subheadingsust appear in the text exactly as they appear itatile of
contents.

The formatting of subheadings will vary among theses dissertationsPlease

do not refer to any previously submitted thesislissertatiorior subheading formatting.
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Consultrecentstylemanuals and/or scholarly journals in the major discidiomehe

appropriate formatting. The Graduate College will check througheuddcument for
consistency.Use as many subheading levels as the committee deems necéssary.
subheadingtisted in thetable ofcontentsmustbe worded as they ane the ext.

Subheadings appearing at the bottom of a page should be moved to the next page, if two
lines of text cannot fit beneath them.

Abbreviationsand Acronyms

Standard abbreviations such as time and measurements may be used without
explanation; however toer abbreviations or symbols should be fully spellededgbier
upon their first use followed by the abbreviatmmin atable ofabbreviations in théront
matter After the first use, the dbpeviation will be sufficient.

Acronyms must be typed in aapital letters without periods. Again, upon first
use, the acronym should be fully spelled out and thereafter the acronym will be sufficient.

The abbreviatiofiet al." is often confusing when used in references. Keep in
mind that the full Latin ternsietalli; therefore, "et'loes not require a period, @ | . 0
does, as iis the shortened form @#lli.o

In referencing the university in the text, the first time it is mentiarssl exas
State Universitythereafter Texas State may be ugeoh ablveviation is desired

Tables and Figures

Tables and figureshay be included in the text with thebles/fguresplacedafter
their first reference in the text. Add adequate spacing before and after the table/figure to
set it off from the text. Be consistent in this spaciAgable/figuremay either be

included on a page with text or on a pagetbsif. Two or more thles/figures may
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appear on the same page.

Alternately, tables and figures mbhg placedollowing thebody of the chapter in
which they are cited or grouped together and placed followingshehapter and before
anappendix section and/or the literatered section In this case, the tables should be
grouped together and figures grouped togetheelude thdist of tablesand/or Ist of
figures in thegable ofcontents.

Tables
~ Table formatting must be consstt throughout the manuscript.

Each tablas titled and numbered using Arabic numbers.

Tale titles and descriptioreppear above the taldadshouldnot extend beyond
the table margin

If a tablecarriesover toone or more additional pagesclude the table number
and fACont i nCodidued) gs Wall bslary he&adings that describe the
table informatiorat the top of each additional page

Captionsmust be consistently formatted for all tabldgefer tathe recommended
style manual oscholarly journal in the major discipline for appree

formatting Be consistent in punctuation and typogragdgpitalization, use of
bold, etc.)

The font style for the table and title should match the text of the manuddsgt.
10-12 pointfontsfor the title and caption.

Font size may be smaller ihe body ofa table, but no smaller than 10 point.

See sample tables throughout this guide for formagxagnple
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Figures
~ Charts, graphs, mapetc. are considered figureBext within a figure may be
larger than 12 point font and does not have to méte font style used in the
body of the text.
Each figures titled and numbered using Arabic numbers.
The entire figureshouldbeincluded orthe samgpage. If this is not possible
the continuation of the figure must be clearly labeled.
Figure titles andl descriptiongppear below the figu@ndshouldnot extend
beyond the figure margin
Captions must be consistently formatted for all figures. Refer to the
recommended style manual or scholarly journal in the major discipline for
appropriate formattingBe consistent in punctuation and typography
(capitalization, use of bold, etc.).
The font style for the figure (if text is used) and title should match the text of
the manuscriptUsel10-12 pointfontsfor the title and caption.
Color figures may be usedHowever, the library copies will be printed in
black-andwhite and thus labeling within figures should be by means other
than color.
See sample figures throughout thisdgufor formatting example
Citations

It is I mperative that credit is given f

Credit must be given for direct quotations, for paraphrases, for information, and for ideas.

The exact methods of citing sources will vary from one style guide to anbtit¢he
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underlying principle remains the same.

One style should be chosen for citations within the text for consistéieymost
common methods of referencing works are: auttate; footnotes; and numbered
references.The student should follow recestlyle manuals and/or scholarly journals in
the major discipline for the appropriate formatting

All works cited in the text must appear in titeraturecited section.Likewise,
all works listed irtheliteraturecited sectionmust be cited in the texPersonal
communication should bated in the text

Use an appropriate style ftireliteraturecited section Entriesmay besingle
spaced with a double space between entri@®uble spaced throughout

Formatting for Two or More Studies or Publishiidirnal Articles

Thesis and dissertation students are strongly encouraged to pursue publication.
Taking this into consideratiowith notification via student comment in Vireo or email to
the Associate Dean of the GtofardatehaptersCol | ege
differently for publication purposethe Graduate College will accept the following
variations in formatting:

If the thesis/dissertation will consist of two or more published journal articles
or two or more studies expected to be sutadiseparately as journal
manuscripts, each separate study may be treated as a separate chapter.
Formatting (i.e. style of references in text antiteraturecited section; style

of headings and subheadings) may differ among chapters.

Each chapter mayclude figures and/or tables (positioned within the text or

grouped athe end of each chapter) and literatuteccpertaining to the
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chapter.
If literature dted is included with each chapter, a comprehergieature
cited sectiordoes not need to hecluded at the end of the thesis.

Computers and Printers

To avoid complications with the document, it is best to use the same computer
and printer throughout the thesis/dissertation process. If different machines are used to
word process and print, setjs and format may change.

Printers must be of sufficiently higduality to produce legible text, including all
tables and figures. Tables, figures and illustrations may be printed in color, but again
must be completely legible.

Conversion to PDF for Gline Submissiorn Vireo

PDF is the required format for electromia-line submission because it is
viewableand printable on any platform and becauggaserves fonts, formatting, and
graphics of source document$he primary document of the thesisdsertation must
be in PDF, however supplementary material in various formats is allowed. Refer to the
end of this section for additional details.

If the electronic thesis/dissertation consists of multiple text documents, it is best
to consolidate thenmto one document and convert the consolidated file to a PDF. If
complex digital objects (digital video/audiod8nensional multimedia) are to be
included they may be submitted separaésySupplementary Materials

Corversion Tools

Regardless of the cearsion tool chosen, the following critenaustbe met to

make a compliant PDF/A document, suitable for preservation and archiving.

54



1 Embed all fonts;
1 Make sure there is no password protection on the PDF,;
1 Ensure that security settings allow printing.

The preferred method of converting is to use th®DF conversion tool included
in Microsoft Office 2010 (for PCs and MACSs) because this is the presalent software
on campus.

To save a Word 2010 document as a PDF/A file simply clickienandpoint the
arrow toSave as Adobe PDF If prompted to save the file with PDFMaker before
continuing, selecYes. Click onOptions and choos€reate PDF/A-1a:2005 compliant
file. Leave all other default settings and click ORhese steps will ensure thdit a
conversion criteria are met.

To save a Word 2013 document as a PDF/A file simply clickila point the
arrow toExport. By default,Create PDF/XPS Documenshould be selected under
Export. Click on theCreate PDF/XPSicon. In the next window, chechdt Save as
type is set t&®’DF. ChooseOptimize for Standard (publishing online and printing),
click onOptions, check the box next &0 190051 compliant PDF/A. Make sure the
Page range is set Al then clickOK. This setting ensures that abnwversion criteria
are met.

For Microsoft Office 2007 users, the PDF conversion tool may not be pre
installed and will need to be downloaded at:

http://www.microsoft.com/downloads/details.aspx?Familyld=F1FC46B89-4F15

991B-63BO7BA5SF2E5

To save a Word 2007 document as a PDF/A file simply clickilen point to the
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arrow next tdSave As and choos®DF or XPS. Chooséptimize for Standard
(publishing online and printing), click onOptions, selecthe ISO 190051 compliant
PDF/A and clickOK. This setting ensures that ebnversion criteria are met.

To save a WordPerfect document as a PDF/A file simply click on File then
Publish to PDF. From drop down PDF style menu choose RD&lfevel A
compliance and Savel his setting ensures that abnversion criteria are met.

LaTeXusers will need to useelpdflatex tool to convert documents to PDF.

More information is available &ittp://www.tug.org/texlive/and

http://www.tug.org/beqgin.html

Whatever conversion ¢bis chosen, make sure the final PDF document has been
checked before it is submitte@o not assumehat if the final Word or other file looks
fine, the PDF will be fine. Look at charts, graphs, and any graphics files that were
imported into the docunm¢, and look for correct conversions of fonts and diacritical
marks such as accents.

Supplementary Materials

Supplementary materials may consist of any additional resources that could be
used to support a thesis or dissertation. This matedialdes, buis not limited to,
complex digital objects such as imagésgeo, and audio If you do include
supplementary materials for your thesis or dissertation, please include a list of these
materials after the Appendix Section (if applicable) in your document.

In addition to the dissertation or thesis document, supplementary materials may be
uploaded in Vireo.The author should be mindful of their role in the laagn

preservation and accessibility of the supplementary material. Choosing standard and
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commony used formats will increase the likelihood of successful migration to future
technologies. The following formats are recommended for the long term preservation of
supplementary material:

For images: PNG, TIFF, JPEG, GIF

For audio: WAV, MP3, AIFF, MIDj

For video: MPEG, AVI, MOV

For spreadsheets or datasets: corsejzarated values or other delimited text.

Authors are also welcome to submit supplementary material in their original
format if the standard formats do not provide the best representaticgiroktnk. The
standard format copy may be retained as
format will be the accessible copy.

Technical Support

For technical support please contact ITAC or the Alkek Library Computer Lab.
ITAC is open Monday Friday, 7:30 a.m. to 6 p.m245.ITAC (4822),

http://www.tr.txstate.edu/itac.html

For assistance converting documents to PDF, contact Stephanie Larrison,

Librarian, atLarrison@txstate.edor 512245-8613.

TheAlkek computer lab hours are the same as the Library lscafroperation,
with the following exceptions:

The computer lab closes 15 minutes prior to the closing of theriibra

The computer lab remains closed until 10:30 A.M. on Friday mornings due to
routine maintenance.

Seehttp://www.library.txstate.edu/about/hours.htioi Library hours.

57


http://www.tr.txstate.edu/itac.html
mailto:Larrison@txstate.edu
http://www.library.txstate.edu/about/hours.html

CHAPTER X

REMINDERSAND CHECKLISTS

Please refer to thillowing checklist before submittinghe thesis or dissertation

to the Graduate College&Check each bullet as the item is completed. This will help save

time duing the final editing process.

Title Page

V Example inAppendix D

)l
T

2 inch top margin

Do not use bold on the page.

Title in all CAPS and double spacedan inverted pyramid more than one line
is required.

University name is shown correctlyéxas State University

Degree typ®f previously earned degree(s)abbreviated correctfB.S., M.S.,
etc)after studentds name.

Graduation montiiDecember, Mayor August)and year are correct.

Names of committee members are spelled correctly.

CopyrightPage

V Example in Appendix D

T
1
T
1

2 inch top margin.
The textonthis page must be centered.
AiC OP Y R 1 Gidthe&only word on tisipage that is in bold aradl CAPS

Double space between all lines of text.
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19 Degrees and/or titles are not included

Fair Use and Authordés Per mi ssi on

V Example in Appendix D
1 2inch top margin.
T AFAI R USE ANDSREBRMISEIROSTATEMENTO heaali ng i n
CAPS, bold and centered.
1 Only one of the twatatementhoices foDuplication Permissiois included on
the page

DedicationPage

V Example in Appendix D

1 2inch top margin.

1 If a dedication page is included, formatting is not required to follow any specific
guidelinespther than conforming to the required margi$ront matterand
heading style It is suggested to use formatting that is similar to otbetians of
the document (same font, etc).

Acknowledgements

V Example in Appendix D
1 2inch top margin
1 AACKNOWLEDGEMENTS o0heading in all CAPSbold and centered.
1 This is the first numbered page. The number appears within the, foetéered

and is a lower case Roman numeral.
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Table of Contents

V Example in Appendix D

1 2inch top margin

1 "TABLE OF CONTENTS" heading in all CAPSbold and centered.

1 Dot leadersith a right tah not periods, are used ¢onnect headings withage
numbers.

1 Pagenumbers correspond exactly to the text.

1 Headings, chapter titles, and subheadings appear exactlyhagent.

1 Chapters are numberaddnumberings consistent between the Table of
Contents and the text. Either Roman or Arabic is accleptabt it musbe
consistent

1 If one subheadingt a given leveis included, all subheadings that levemust
be included.

1 Page(s) numbered; number appears within the foodéeterednd is a lower case
Roman numeral.

List of TablesList of Figures etc.

V Examples in Appendix D
1 2inch top margin
1 Headingis in all CAPS, bold and centered.
1 Dot leaderswith a right tab not periods, are used to lead to page numbers.
1 Page numbers correspond exactly to the text.
1 Titles of tables/figures appear exactly as thsyin the text.

1 The entire title of ach table/figure is includedOnly the title is included, the
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description of theaptionis not included in the lists
1 Page(s) numbered; number appears within the fooeeteredand is a lower case
Roman numeral.

Abstract
V Example in Appendix D
1 2inch top margin
1 AABSTRACTO h e a @li OABS bblshand centered
1 Page(s) numbered; number appears within the fooeeteredand is a lower case

Roman numeral.

Text

Margins and Pagination

1 1inch top margin for ajpages.
1 All left margins are set at 1&for binding purposesAll other margins are 1
inch.
1 Use flush left Agnment (creating uneven right margin)
1 All page numbers will be Arabic numerals and centered in the footer. The first
page of the text will staat 1.
Spacing
1 Alltext is double spaced except where single spacing is appropriate. Single
spacing is allowed for:
0 Subheadingthat carry over oto two lines.
o Table and figure titles and captions.

0 Reference dniesin theliteraturecited section
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0 Block guotations.
o Footnotes.

Grammar and Punctuation

1 Grammar, punctuation and spellingist becorrect.

1 Use the word data correctlata is plural (datum is singular). The text should
read: data were (not data was), these data (not this data), etc.

1 Acronyms and abbreviations appear correctly in document

0 Any usage ofet al."appears correctly in texwvith the period after al
o Acronyms and abbreviations are fully spelled out st fime menbned
in the text or included in a list of abbreviations.

1 Commas and perits are inside quotation marks.

1 Semicolons and colons are outside quotation marks.

1 Be consistent in spacing after punctuation throughout the text. Punctuation at the
end of a sentence should prefally be followed by two space(se style
manuals and scholarly journals specify one space

1 Texas State Universitg referenced correctly The first time the miversity is
mentionedn the tex} it mustappear a3 exas State UniversityThereafterthe
namemayappear as Texas Statean abbeviation is desired.

Headings and Subheadings

1 Headingstubheadingmust bewvordedexactly the same inoththe Table of

Contentsand text.

1 Subheading format stylis consistent among chapters.
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Tables Figures lllustrations, etc.

1 Titles on the tabledigures illustrations, etc. mushatch the titles in thiest of
tableslist of figures,list of illustrations, etc.

1 Table titles andlescriptionsare placed above the tables.

1 Figure titles andlescriptionsare placed below the figures.

1 Captionsshould beapproximately the same width g margins of the table or
figure.

Citations in the Text

1 Follow the guidelines in the appropriate stylanual or scholarly journébr
formatting citations.
1 Be consistent in citation format within and among ceept

Literature Cited

1 Section may also be referred to as Bibliography, References, Works Cited, etc
1 Follow the guidelines in the appropriate stylanual or scholarly journébr
formatting citations.
1 Do not divideanindividual entrybetween pages.
1 Use consistenciyn spacing (one space or no space) betveeant hor 6 s i ni ti a
 Checktomakesurauiat hor 6s names are spelled corre
1 Check to make sureatkes are correct and match those cited in text.
1 Check to make suréles of works cited and page nbers are correct.
1 Use black font throughout thigeraturecited sectim, including any website

listed
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APPENDIX A: FORMS

Master s Degree For ms:

1 Proposed Thesis Research Form

1 Master'sComprehensive Exam Form

1 Thesis/Dissertation Committee Approval Form

Ph.D/Ed.D. Degree Forms:

1 Form AT Dissertation Advisor Assignment Form

¢ Form Bi Dissertation Committee Request Form

1 Form Ei Dissertation Advisor/Committee Member Change Reqguest Form

(optional)

¢ Form 17 Doctoral Comprehensive Exam Form

1 Form Ci Dissertation Proposal Form

1 Form 27 Defense of Dissertation Proposal Form

1 Form D7 Application for Advancement to Candidacy

1 Form 37 Dissertation Defense Repdtbrm

¢ Thesis/Dissertation Committee Approval Form

Additional College ofEducation Doctoral Forms:

1 Form Fi Program Mentor Assignment Form

65


http://www.gradcollege.txstate.edu/docs/Proposed_Thesis_Research.doc
http://www.gradcollege.txstate.edu/docs/Comp_Exam_Masters.doc
http://www.gradcollege.txstate.edu/docs/T-D_Committee_Approval_Form.doc
http://www.gradcollege.txstate.edu/docs/Form_A_Diss_Research_Advisor_Assign.doc
http://www.gradcollege.txstate.edu/docs/Form_B_Diss_Committee_Request.doc
http://www.gradcollege.txstate.edu/docs/Form_E_Diss_Adv-Comm_Mbr_Change_Req.doc
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APPENDIX B: VIREO ON-LINE SUBMISSIONINSTRUCTIONS

With the Vireo system, the thesis/dissertation submission and review @®cess
are completed entirely elime. The submission process is a five step process.
Instructions for each of the five steps are provided below. You will be notified by email
once the submission is complete and received by the Graduate College. Oncesysur th
or dissertation is reviewed by the Graduate College, you will be notified by email if
revisionsarerequiredf he system requires that we use
University email account, so it is very important that the student regularlysctieek
Texas State email from the time of thesis or dissertation submission to notification from
the Graduate College that the document is approlretuctions to complete the
revison process are included below.

ThelLibrary will retain a printcoppfthe st udent 6s tforthari s or
circulating collection and microfilm copy for the University Archives even if an
embargo is placed on the thesis/dissertation.

Students submitting in Vireo are nequired to submppaper copieso the
Library. However, a student has the option of taking one or more printed copies to the
Circulation Desk of Alkeliibrary to be bound for personal use. Some programs require
the student deposit a lsbcopy with the department. If your program has such a
requrement, you will need to provide the department with a bound copy. The student
will pay the binding fee at the Circulation Desk of Alkek Library for personal and

departmental copies.
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Prior to beginning the submission process the student should doltivarigt

1 Convert thesis or dsertation to a PDF (see pagedd this Guide for
instructions).

1 Discuss the embargmptions with the Chair of theommittee and decide the
option to select.

1 Selectseverakey words.

1 Have the Teas State email address of ya&lommittee Chair in hand to enter.

Contact Dr. Paula Williamsoat pw04 @txstate.edwr Brytthe Lowden at

bl1191 @txstate.edor 521-245-2054if you have any questions regardisubmitting

your thesis or dissertation using Vireo.

67


mailto:pw04@txstate.edu
mailto:bl1191@txstate.edu

To begin the online submission:
Although other browsers may be used, the system works best with Firefox.
Please clear your cache and cookies before opémenigrowser To log on to Vireo go

to the following URL:https://etd.library.txstate.edu/vireo

You will see the following screen:

Login
_,,T E X A S THESIS & DISS5ERTATION
DIGITAL LIBRARY SUBMITTAL SYSTEM

Welcome to Vireo the Thesis
& Dissertation Submission System at Texas
State University

Once your committee has approved your final thesis/dissertation and signed the Signature Page, you are ready to submit
your document to the Graduate College for review. This submission process is fully electronic, and is made through an
online application developed and maintained by the Texas Digital Library, in conjunction with the Texas A&M, MIT, and
uiJc.,

To get started with your submission, click the link below. You will be asked to authenticate using your Texas State MetiD:

Start your submission

Click on Start your Submission.
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TEXASyk STATE
UNIVERSITY
SAN MARCOS

The rising STAR of Texas

Texas State Authenticated Access

Login to Service Provider urnmace:tdl org:shib:spilabs.tdl.org

. Use of computer and network facilities owned or operated by Texas State University-San
Username: | A ; Sk : ; o
L Marcos requires prior authorization. Unauthorized access is prohibited. Usage may be
Password: ‘ subject to security testing and monitoring, and affords no privacy guarantees or
= expectations except as otherwise provided by applicable privacy laws. Abuse is subject to
LOG ON criminal prosecution. Use of these facilities implies agreement to comply with the policies

of Texas State University-San Marcos.

Enter your Texas State Username Badsword.

I f the following screen is encountered,

Login

THESIS & DISSERTATION
VI R Eo ¢ J SUBMITTAL 5YSTEM

Please select an authentication method

Please select one of the available authentication methods.

Vireo Account Users who are not able to use other options should select this option to login
with Vireo account.

Texas State Authenticated Users who are currently active with the university may login using the

ACCESS Shibboleth protocol to provide secure attributes about the user.

You can begin your submission and if you do not finish, return to it at a later time

to complete the submission.
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This is the top of the screenyou willsee&r you c¢cl i ck fAStart your

graduation semester for which submissions are being accepted is indicated in red.

Currently accepting submissions for the August 2010 semester.

Verify Your
/ Information
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Step 1is to verify and fill in your personal information. Some information will populate

automatically, and the rest youatkto enter. Any field marked with an * is required.

Currently accepting submissions for the August 2010 semester.

/{) Verify Your
L Information

Verify Your Information

Yellow notes
provide
.[‘.f the information has ‘ important

or, you will need to Your name should appear as \_ directionsto

guide you

Required fields are indicated with an asterisk.

characters, if your through the
computer supports them. Submittal

Personal Information process

* First Name: Paula S

* Last Name:

* Email: state.edu

Your university email address is the default contact address where we will send
emails regarding your submissioti.your name or any information that you cannot
change is incorrect, please complete your submittal then contact Dr. Williamson at

pwO04 @txstate.edin the Graduate College Office and we will correct any errors.

Scrolling down the page you will see the following fields:

Affiliation
* School:  Texas State University
* College: [ choose v
* Department: | _ choose v
*Degree: | _ choose v |
* Major: choose v
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Use the drop down menus to select your College, Department, Degree you are
pursuing, and your Major.

Next complete these fields:

Phone & Address

* Permanent
Phone:

* Permanent
Address:

|  Save and Continue >> |

If you have a permanent email address, please provide that address so that we
may contact you in the future with communications such as the Graduate Student Alumni
Survey.

Click on Save and Continue thove to the next screen.
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Step 2is the License Agreement.

Currently accepting submissions for the August 2010 semester.

I'/-Z\I License (3) Document 4 Upload Confirm
=/ Agreement Information Your Files &t Submit

This agreement acknowledges your copyright of the material as the author. It
provides the Alkek Library the neexclusive rights to keep a copy of your work
available in the university reposrily. Since it is a neexclusive license, you are free to
publish your work in other venues.

License Agreement

You must agree to the non-exclusive license below in order to continue:

I grant the Texas Digital Library (hereafter called "TDL"), my home institution (hereafter called "Institution").
and my academic department (hereafter called "Department”) the non-exclusive rights to copy, display, perform.
distribute and publish the content I submit to this repository (hereafter called "Work") and to make the Work
available n any format in perpetuity as part of a TDL, Institution or Department repository communication or
distribution effort.

I understand that once the Work is submitted. a bibliographic citation to the Work can remain visible in
perpetuity, even if the Work is updated or removed.

I understand that the Work's copyright owner(s) will continue to own copyright outside these non-exclusive
granted rights.

1 warrant that:

1 am the copyright owner of the Work, or

1 am one of the copyright owners and have permission from the other owners to submit the Work, or
My Institution or Department is the copyright owner and I have permission to submit the Work. or
Another party is the copyright owner and I have permission to submit the Work.

e

Based on this, I further warrant to my knowledge:

1. The Work does not infringe any copyright, patent, or trade secrets of any third party,
2. The Work does not contain any libelous matter, nor invade the privacy of any person or third party, and
3. That no right in the Work has been sold. mortgaged, or otherwise disposed of, and is free from all claims.

1 agree to hold TDL. Institution. Department, and their agents harmless for any liability arising from any breach
of the above warranties or any claim of intellectual property infringement arising from the exercise of these
non-exclusive granted rights.

ﬂ/ ey checking here you agree to the above license in its entirety.

| Agree and Continue>> |

You must check the box above agreeing to the license to continue.
Then click the Agree and Continue box.
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The ProQuest License Agreement is applicable tmBhD. and Ed.D. students. Masters

students may disregard. All PhDs and EdDs must be submitted to ProQuest.

ProQuest License Agreement®

*applicable only for doctoral students who submit to ProQuest:

Mote: all Guides referenced in this license are available at http: //www.proguest.com/en-
Us/products/dissertations/submitted_authors.shtml.

Traditional Publishing Agreement

This Agreement is between the author (Author) and ProQuest LLC, through its UMI® Dissertation Publishing
business (ProQuest/UMI). Under this Agreement, Author grants ProQuest/UMI certain rights to preserve, archive
and publish the dissertation or thesis, abstract, and index terms (the Wark) provided by Author to ProQuest/UMI.

Section I. License for Inclusion of the Work in UMI® Publishing Program.

Grant of Rights. Author hereby grants to ProQuest/UMI the non-exclusive, worldwide right to reproduce, distribute,
display and transmit the Work (in whole or in part) in such tangible and electronic formats as may be in existence
now or developed in the future. Author further grants to ProQuest/UMI the right to include the abstract,
bibliography and other metadata in the ProQuest Dissertations and Theses database (PQDT) and in ProQuest/UMI's
Dissertation Abstracts International and any successor or related index and/or finding products or services.

UMI® Publishing Program - Election and Elements. The rights granted above shall be exercised according to the
publishing option selected by Author on the previous Publishing Options screen, and subject to the following
additional Publishing Program requirements:

Redistribution of the Work. Except as restricted by Author in the publishing option selected, the rights granted by
Author automatically include (1) the right to allow sale and distribution of the Work, in whole or in part, by agents
and distributors, including but not limited to commercial retail outlets and (2) the right to make the Abstract,
bibliographic data and any meta data associated with the Work available to search engines and harvesters.

Restrictions. ProQuest/UMI will use commercially reasonable efforts to restrict the distribution of the Work as
provided under the publishing option selected by Author or as later elected by Author through direct contact with
ProQuest/UMI. Such election is subject to Author's Degree Granting Institution Directives (see below). With respect
to restrictions requested after submission of the Work, Author acknowledges that ProQuest/UMI cannot recall or
amend previously distributed versions of the Work. Refer to Guide 3 and Guide 4 for information about access and
restrictions.

Removal of Work from the Program. ProQuest/UMI may elect not to distribute the Work if it believes that all
necessary rights of third parties have not been secured. Refer to Guide 5 for information about copyright and your
dissertation or thesis. If Author's degree is rescinded, and the degree-granting institution so directs, ProQuest/UMI
will expunge the Work from its publishing program in accordance with its then current publishing policies.

Degree Granting Institution Directives. Author is solely responsible for any conflict between policies and directions
of author's degree-granting institution, Author's choice of publishing model, and/or any restriction Author places on
the use of the Work. For the avoidance of doubt, ProQuest/UMI is not responsible for access to the Work that is
provided by Author's degree-granting institution through its library or institutional repository. author must work
directly with Author's degree granting institution to ensure application of any restrictions to access relating to the
Work by Author's degree granting institution.
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Copyright and Deposit with the Library of Congress. At Author's option, as indicated in the Register U.S. Copyright
screen of the online submission process, and upon payment of the applicable fee, ProQuest/UMI will submit an
application for registration of Author's copyright in the Work in Author's name. In addition, regardless of whether
copyright registration of the Work is sought, ProQuest/UMI may make a copy of the Work available to the Library
of Congress in digital, microform or other format as required by the Library of Congress.

It is important to note that upon creation of your dissertation, you immediately have copyright privileges. Mo
formal registration of copyright is necessary. However, if you ever needed to go to court to claim copyright
infringement, you will need to register the copyright. You can do so at a lower fee by doing it yourself at

http: / fwww.copyright.gov/forms. For more information about copyright please read “Protecting Your Copyright™
at: http:/ /www.umi.com/en-US/products/dissertations/copyright/Part5.html

Delivery of the Work. Author shall provide to ProQuest/UMI the Work and all necessary supporting documents
during the online submission process, according to Guide 1: Preparing Your Manuscript for Submission.

Rights Verification. Author represents and warrants that Author is the copyright holder of the Work and has
obtained all necessary rights to permit ProQuest/UMI to reproduce and distribute third party materials contained in
any part of the Work, including all necessary licenses for any non-public, third party software necessary to access,
display, and run or print the Work. Author is solely responsible and will indemnify ProQuest/UMI for any third party
claims related to the Work as submitted for publication.

Section Il. Rights pursuant to Traditional Publishing.
Author's election of Traditional as the type of Publishing confirms Author's choice to have ProQuest/UMI publish the
Work according to the Traditional Publishing option described below.

Traditional Publishing. ProQuest/UMI may exercise the rights granted under Section | above including through the
sale of individual copies of the Work in tangible or electronic media and/or as part of electronic database and
reference products or services.

Publishing Fees and Royalties. There is no publishing fee charged for dissertations and theses submitted through
the UMI® ETD Administrator. Auther's institution may assess additional fees. ProQuest/UMI will pay royalties of
10% of its net revenue from sales of the Work, conditioned on Author maintaining a current address on record with
ProQuest/UMI. Royalties will be paid when accrued earned royalties reach 525.00 USD. If, after 25 years, earned
royalties do not accrue to at least $25.00 USD, ProQuest/UMI's royalty payment obligation will cease.

Acknowledgement: | have read, understand and agree to this ProQuest/UMI Agreement, including all rights and
restrictions included within the publishing option that | have chosen.

| am requesting that a copy of my
thesis/dissertation be sent to UMI for inclusion
in their Digital Dissertations database.

Make sure to check the bixyou are a Ph.D. or Ed.D. student
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Step 3is to provide your Document Information.

Currently accepting submissions for the August 2010 semester.
@ Verify Your \ @ License \ 3) Document
Information / :Agreement Information

You will enter the title of your thesidDo not enter the titlen all CAPS. Next

select the degree date (Graduation semester and year) from the drop down menu. Then
select document type (dissertation or thesis). Then paste the abstract in the space
provided, and enter keyword&eywords are required for both dissertations and theses.
Dissertations are required to include an abstract. The abstract isabfuramthesis

(unless the thesis is in Modern Languages and written in Spanish, in suehaa cas
English abstract is required). I f your

abstracto in the Abstract box.

Document Information

In this step you describe your thesis or dissertation. Please make sure that the *
information entered below matches the information contained in your

’ For the degree date, enter
document. the semester in which your
degree will be conferred
{typically your graduation
semester).

Document Information

* Title:

* Degree Date: | __choose v choose v %

* Document Ph.D. Dissertation . Unicod
You can use Unicode

Type: characters (like accents
and diacritics) in these
* Abstract: fi'»:-lds, : '

You can enter multiple
keywords. Use semi-colons
= { ;) to separate the
. 2 entries.
* Keywords: [
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Next you will select subjects and indicate the language in which the document is
written. Select a primary subject from the ddzpvn menu. Additional subjects are

optional but encouraged.

Step 3 continues with your listing the members of your dissertatithesis
committee. Make sur® indicatewhich committee member is thén&ir of your
committeeby selectinchis/herRolefrom the drop down menurhe remaining members

of the committee do not need a role assigned.
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