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Formatting Consultants: David Basher
Tyler Fulcher

All questions related to dissertations and theses should be 
directed to Dissertation_Thesis@baylor.edu.



Process 
Overview



SELECTING A DISSERTATION COMMITTEE
4 Members Total

1 dissertation chairperson from the Graduate 
Faculty from the degree-granting program

1 additional graduate faculty from the degree 
granting program

1 graduate faculty member from a Baylor 
department outside the degree-granting
program

1 additional graduate faculty member or from 
outside Baylor; with approval of the GDP

Additional members beyond the required four may be included with departmental approval



Additional members beyond the required three may be included with departmental approval.

SELECTING A THESIS COMMITTEE

• 1 thesis chairperson from the Graduate Faculty from the 
degree-granting program

• 1 additional graduate faculty from the degree granting 
program

• 1 graduate faculty member from outside the degree-
granting program

3 Members Total



FILING FOR GRADUATION

You must apply for graduation via BearWeb.

Deadline for August 2023 graduation: 
June 1 (next  Thursday at  midnight)

Deadline for  December 2023 graduation:  
October 1



AUGUST 2023 GRADUATION 
DEADLINES

Defense Deadline :  July 7th
Final Submission Deadline :  July 11 OR 10 calendar 
days after your defense, whichever comes first

*It  is your responsibility to ensure that your committee 
can meet within the defense timeframe

[ S e e  g r a d u a t e  a c a d e m i c  c a l e n d a r  f o r  f a l l  d e a d l i n e s ]

https://www.baylor.edu/calendar/index.php?id=968802


PRELIMINARY REVIEW
Required at least 2 weeks before your defense date
(content does not need to be finalized)

Schedule through the Microsoft Bookings 
scheduling tool, found on our website

Prior to review, create an account on Baylor’s 
Dissertation/Thesis submission portal

You’ll submit:
• A formatted copy of your thesis/dissertation (PDF)
• A formatted (but unsigned) signature page
• A Copyright and Availability form, signed by your 

committee chair
• Doctoral Investment Form (Doc students only)

Attempting to write the first draft of his Abstract, the 
grad student is paralyzed.

https://www.baylor.edu/graduate/index.php?id=985379
https://baylor-etd.tdl.org/
https://baylor-etd.tdl.org/
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https://baylor-etd.tdl.org/
https://baylor-etd.tdl.org/


“Needs Correction” – We’ve 
seen your document and have 
uploaded a version with more 
comments for you to address

“Corrections Received” – You 
have implemented the changes 
we’ve asked you to and have 
uploaded the revised 
manuscript; this alerts us that 
your submission is ready to 
review again

“Approved” – No changes are 
necessary and you have 
submitted all required forms

The approval on Vireo will 
generate an email with further 
instructions for doctoral 
students on how to submit to 
ProQuest and fill out the 
Survey of Earned Doctorates

Vireo Statuses



Final Copies

B A Y L O R G R A D U A T E SCH O O L

Due 10 days after defense; will initiate the final 
review and should include all formatting and 
content revisions

Unsigned signature page included in electronic
copy of the dissertation/thesis

Copyright page included in all dissertations or 
theses. 

Registration of copyright not required

Submission to UMI/Proquest is required for
dissertation students. It is encouraged but
optional for master's students.

Submitting his manuscript materials after checking 
countless times for errors, the grad student suddenly 
notices several errors.



Online Resources
STUDENT RESOURCES > COMPLETING YOUR DEGREE > DISSERTATION AND THESIS O V E R V I E W

V I SI T O U R B A Y L O R G RA D U A T E SC H O O L W EB SI T E

https://www.baylor.edu/graduate/index.php?id=959239
https://www.baylor.edu/graduate/index.php?id=959239


Download the 
Word Template &
View Guidelines
baylor.edu/graduate/format



Now for the fun 
part...
formatting.



*Manuscript Formatting
Allows students to incorporate previously published articles as chapters

• Front and Back Matter still required and formatted by Baylor guidelines

• Must include same Level One and Level Two chapter headings as well as article 
citation at beginning of chapter

• With some exceptions (must maintain margins, must avoid bold, etc.) you may 
keep the publisher’s formatting of the article

*See formatting guidelines for complete information about manuscript format

If not the sole or first author on a publication included in the dissertation, the 
committee chair must submit a petition on student’s behalf

https://grad.baylor.edu/register/?id=0c20f936-faf0-4b35-9124-487eb9bd3a1e


Basic Prep & 
Overarching 
Features



Prep your document
Regardless of whether you use the template (we highly recommend doing so), here are 
some things to do to your Microsoft Word document before you start any other formatting 
attempts to ensure you don’t run into issues down the road.

The basics

• Select a serif font (ex. Times New Roman), size 12
Footnotes can be size 10

• Set custom margins: 1 inch top and bottom, 1.25 inches left and right



Prep your document (continued)
Highlight the whole document (ctrl+a or command+a)

• Layout > Paragraph > Indents and Spacing
Before and After Spacing should be 0
Check “Don’t add space between paragraphs 

of the same style.”

• Layout > Paragraph > Lines and Page Breaks
Check “Widow/Orphan control”



Prep your document (continued)
Viewing tools
• View > Show > check “Ruler”

• Home > Paragraph > click the paragraph symbol



Spacing

- Double-space
¶ 

- One empty single space followed by writing on the next line

- Triple-space
¶
¶

- Two empty single spaces followed by writing on the next line



Headings
¶
¶

CHAPTER ONE
¶

Chapter Title
¶
¶

Section Title
¶
¶
Subsection Title
¶
¶

Subsection title. Begin Paragraph.

[Level 1 begins at 1.5” top margin]

[Level 2: Double-space above]

[Level 3: Triple-space above]

[Level 4: Triple-space above]

[Level 5: Triple-space above]



Front Matter



[See the Word template 
for information on front 
matter and examples]



Body Chapters



Tables and Figures
*Vary based on departmental style guides. The captions and legends themselves 
(whether they are italicized, sentence or title case, etc.) will depend on your style 
guide.

Things common to all tables and figures:

• Tables and figures centered on the page
• Table caption above tables; Figure legends below figures
• Double space between the table/its caption or the figure/its legend
• Triple space above and below the table/figure (see next two slides)
• Use continuous numbering throughout (Figure 2.3; Table 3.1, etc.)



Tables
Tables should be mentioned in the text before they appear.
¶ 
¶

Table 1.1
¶

Title of the Table
¶

¶
¶

Text will continue after a triple space. Blah blah blah blah.

Column 1 Column 2 Column 3

[triple-space above tables]

[triple-space below tables]

[One horizontal line above 
and below column headings]

[One horizontal line above 
and at the bottom of the table]

Centered on 
the Page

Centered on 
the Page

Some style guides have the table 
number and title on the same line. 
Consult your style guide.



Figures
All figures must be mentioned in the text before they appear (Figure 1.1).

¶
¶

¶
Figure 1.1. Figure legends are at the bottom and centered if one line. If figure 
legends take up more than one line, they are left aligned.

¶
¶

Then you would continue the text in the paragraph. You will use continuous 
numbering based on chapter and figure number. (For example, the first figure 
in chapter one is Figure 1.1, the third figure in chapter two is Figure 2.3, etc.)

[Triple space before figures]

[Triple space after figures]

[Double space between 
figure and legend]

[Center on the 
Page]



Other features in body chapters:
Footnotes
• Restart numbering with each chapter
• Single space, 10 or 12 point font
• First line of a footnote is indented, with subsequent lines left justified (see 

model)
• If footnotes are on the last page of a chapter, they should directly follow the last 

line of text (rather than all the way at the bottom)

Block quotes
• Single space
• Double space above and below



Back Matter



Appendix/Appendices

• Page with “Appendix” or “Appendices” halfway down the page
• Appendices are lettered
• Tables and Figures are labeled A.4, A. 2, etc. and labeled just as normal body 

chapters in terms of Level One and Level Two headings



Bibliography
BIBLIOGRAPHY

¶
¶

American Institute of Physics Publication Board. AIP Style Manual. 4th ed. New York: American 
Institute of Physics, 1990.

American Psychological Association. American Psychological Association Style Guide.  
https://apastyle.apa.org/

American Society of Mechanical Engineers (ASME) Style Guide.

The Chicago Manual of Style. 16th ed. Chicago: University of Chicago Press. 2010.

Council of Science Editors Style Manual Committee. Scientific Style and Format: The CSE Manual 
for Authors, Editors, and Publishers. 7th ed. Reston (VA): The Council; 2006.

Coghill, Anne M. and Lorrin R. Garson, eds. The ACS Style Guide: Effective 

[Level 1 heading: 1.5” top margin]
[Triple space after Level 1 heading]

[Double space between entries]

[Do NOT underline or have different 
color font for hyperlinks]



Bibliography
Communication of Scientific Information. 3nd ed., Washington, D.C.: American Chemical 

Society, 2006.

Gibaldi, Joseph. MLA Handbook for Writers of Research Papers. 7th ed. New York: 
Modern Language Association of America. 2009.

Hansen, Wallace R., ed. Suggestions to Authors of the Reports of the United States   
Geological Survey. 7th ed. Washington, D.C.: U.S. Government Printing Office,    
1991.

[Do NOT break citations across pages]

[Use hanging indents for longer citations]

[Use 1” top margins after 1st page of the bibliography]



Signature Page



Signature Page
- Use the fillable Signature Page following the instructions/model online.

- Do NOT recreate, copy, or paste the document into Word; we’ll insert it as 
a PDF at the very end of the process.

- Title should be in Title Case regardless of your style guide.

- Title should be broken in a reasonable place if longer than two lines.

https://www.baylor.edu/graduate/index.php?id=959241


Signature Page Capitalization of Each Word in the Title

by

Jonathan C. Student, B.S., M.S.

A Dissertation

Approved by the Department of Formatting Studies

Thomas A. Professor, Ph.D., Chairperson

Submitted to the Graduate Faculty of
Baylor University in Partial Fulfillment of the 

Requirements for the Degree 
of

Doctor of Philosophy

Approved by the Dissertation Committee

James G. Professor, Ph.D., Chairperson

Betty Baylor, Ph.D.

Armstrong Browning, Ph.D.

Heart O. Texas, Ph.D.
Accepted by the Graduate School

December 2022

J. Larry Lyon, Ph.D., Dean

(Squished for PowerPoint purposes;
See handout)


	Slide Number 1
	Dissertation and Thesis Staff
	Process Overview
	SELECTING A DISSERTATION COMMITTEE
	SELECTING A THESIS COMMITTEE
	FILING FOR GRADUATION
	AUGUST 2023 GRADUATION �DEADLINES
	PRELIMINARY REVIEW
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	Slide Number 13
	Slide Number 14
	Slide Number 15
	Slide Number 16
	PRELIMINARY REVIEW
	Vireo Statuses
	Final Copies
	Online Resources
	Download the Word Template &�View Guidelines�
	Now for the fun part...
	Slide Number 23
	Basic Prep & Overarching Features
	Prep your document
	Prep your document (continued)
	Prep your document (continued)
	Spacing
	Headings
	Front Matter
	[See the Word template for information on front matter and examples]
	Body Chapters
	Tables and Figures
	Tables
	Slide Number 35
	Other features in body chapters:
	Back Matter
	Slide Number 38
	Slide Number 39
	Slide Number 40
	Signature Page
	Slide Number 42
	Slide Number 43

