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DEADLINES



Thesis Defense

– Students must be registered the semester of defense and check-
out
‧ If you defend and check-out in different semesters, then you need to register for 

both semesters.

– Students should defend at least one week prior to thesis upload
‧ Most students have content revisions to make before approval
‧ Content must be approved before you upload

– OGS does not make deadline exceptions
‧ If you cannot meet the deadline, you will need to delay graduation and 

you  may need to register again

‣ Thesis based students who have not met the graduation deadlines will not be 
allowed to walk in the graduation ceremony   



Thesis Defense

‣ Defense Options if your entire committee cannot 
attend the defense
– Skype

– Teleconference

– Proxy
‧ The committee member who cannot attend selects another member, 

preferably your advisor to act as a proxy
‧ The committee member reviews your thesis beforehand and submits 

questions for the proxy to ask at your defense
‧ The proxy will ask the questions and vote on behalf of the missing 

committee member.



Thesis Deadlines
http://inside.mines.edu/GS-Graduation-Information-and-Deadlines

‣ Thesis Upload Deadlines
– December 2017 graduation

‧ Standard Check-out (must register for fall)

‣ PhDs: November 13, 2017

‣ MS: November 20, 2017

– Spring 2018 graduation

‧ Early Check-out (must have registered for fall, but do not need to register for spring)
‣ January 17, 2018

‧ Standard Check-out (must register for spring)

‣ PhDs: April 9, 2018

‣ MS: April 16, 2018

‣ All upload deadlines require students to submit signed submittal page to OGS by 
5:00pm and upload into ProQuest by midnight. 



Thesis Deadlines



Deadlines



Thesis Deadlines

See deadlines 

several years out

See specific 

deadlines for 

each check-

out timeframe  









ELECTRONIC THESIS & 
DISSERTATION (ETD)



What is an ETD?

‣ Electronic Thesis / Dissertation

– Electronic submission

– Electronic format review

– Electronic acceptance

– Electronic publication

‣ The Office of Graduate Studies (OGS) does not require 
hard copies of your thesis.



ETD Advantages

‣ Increased access to research

‣ Additional visibility for students and universities

‣ ETDs available through
– Mines Theses and Dissertations

‧ Mines Institutional Repository – Mines Theses & Dissertations 
dspace.library.colostate.edu/handle/11124/20028 (Open Access) 

‧ Search for Mines theses via new Library Catalog Theses view
‧ ProQuest Dissertations and Theses @ Colorado School of Mines (Subscription based)

– Theses and Dissertations from other institutions

‧ ProQuest Dissertations and Theses GlobaI: The Sciences and Engineering Collection (Subscription based) 

– Find more: libguides.mines.edu/theses

‣ Lower cost

‣ Greener option 

https://dspace.library.colostate.edu/handle/11124/20028
https://mines.primo.exlibrisgroup.com/discovery/search?vid=01COLSCHL_INST:MinesTheses&sortby=rank&lang=en
http://libguides.mines.edu/minesdt
http://libguides.mines.edu/pqdtglobal
http://libguides.mines.edu/theses
http://libguides.mines.edu/pqdtglobal
http://libguides.mines.edu/pqdtglobal
https://dspace.library.colostate.edu/handle/11124/20028
https://dspace.library.colostate.edu/handle/11124/20028
libguides.mines.edu/theses
libguides.mines.edu/theses


Cost

You Choose

‣ Traditional Publishing        free

‣ Open Access Publishing $95.00

‣ Copyright                         $55.00

Including Open Access via Mines 
Institutional Repository

Making it Open Access on 
ProQuest platform

You own the copyright of you 
thesis regardless of whether you 
pay this fee. By paying this fee, 
ProQuest registers your 
copyright with the U.S. Copyright 
Office. See ProQuest FAQ for 
details.

See the ProQuest Traditional Publishing Agreement and the
Open Access Publishing Agreement.
Links can be found on Mines Thesis & Dissertation website.

https://dspace.library.colostate.edu/handle/11124/20028
http://media2.proquest.com/documents/whycopyright.pdf


What happens after your submission…

You submit 
through 

ProQuest 
interface

If choosing 
Traditional 
Publishing

If choosing 
ProQuest 

Open Access 
Publishing

ProQuest Thesis and 
Dissertation 

Database 
(Subscription based) 

Mines Institutional 
Repository 

(Open Access) 

ProQuest 
PQDT OPEN

(Open Access)

If you choose an 
embargo period, your 

thesis will be embargoed 
accordingly regardless of 

which platform it’s 
published

http://libguides.mines.edu/pqdtglobal
https://dspace.library.colostate.edu/handle/11124/20028
https://pqdtopen.proquest.com/about.html


Thesis Hard Copy Distribution

1. Department copy

2. Student copy

‣ No cost to you

‣ Ensure that your department has your 
most current mailing address, because 
they will mail your thesis to you.

‣ If you do not receive a copy of your 
thesis, please contact your department.

‣ If you order extra copies, you must pay 
and contact ProQuest for delivery 
information. 



ETD RESOURCES





SCROLL DOWN













Sample Thesis



Copyrights

‣ Students own the copyright to their thesis.

‣ If you choose to register your thesis with the US 
Copyright Office:

– You may pay ProQuest to register your thesis.

‧ For more information: https://inside.mines.edu/Copyright and 
ProQuest FAQ 

‣ If you choose to copyright your thesis, the 
copyright page is the second page (not numbered) 
following the title page. Submittal page is still 
numbered “ii”.

https://inside.mines.edu/Copyright
http://media2.proquest.com/documents/whycopyright.pdf


Copyright Permissions

You do not need to receive permission from committee members.

To reuse any material, you do need to receive permission from:

‣ 1. Article (including text, figures, tables) already published
‧ Publisher permission

‧ Co-author permission 

‣ 2. Article (including text, figures, tables) accepted for publication

‧ Publisher permission

‧ Co-author permission 

‣ 3. Article (including text, figures, tables) submitted but not yet 

accepted/rejected
‧ Co-author permission 

‧ Cite your thesis in future revisions

‣ 4. Future article submission 

‧ No permissions required but check the guidelines in the journal which you planned to 
publish in for any restrictions prior to publishing



Copyright Permissions Cont.

‣ Emails granting copyright 
permission are acceptable.

‣ Many publishers have links 
to request (mostly free) 
permission for reuse in 
thesis via Copyright 
Clearance Center.

‣ Upload copyright 
permissions into ProQuest or 
add the emails to the end of 
your thesis/dissertation.

Always credit the original publication 
properly as directed in the permissions. 



PROQUEST ACCOUNT



Create an account with ProQuest

‣ ProQuest is the service CSM uses for ETDs

‣ https://secure.etdadmin.com/cgi-
bin/school?siteId=316

‣ It may take about an hour to create the account 
with ProQuest, so make sure to give yourself 
plenty of time.

– You may begin creating your account before you are ready to 
upload. Just make sure to remember your log-in information.   

https://secure.etdadmin.com/cgi-bin/school?siteId=316




Submit your Thesis-ETD Details:

Check 

your 

committee 

names

Check your department

Delayed Release Agreements 

must match (this is an example 

of agreements not matching)

Make sure to enter a non-Mines email



Thesis Needs Revisions 

From:                        Administrator of Colorado School of Mines
To:                             S t u d e n t
Subject:                    Request for minor changes to your submission
Date:                         Thursday, August 21, 2014 1:04:45 PM

Dear Student,

I'm writing you to request minor changes to your submission, "THESIS TITLE".

– Please log into ProQuest and click on the PDF in "View ETD details." You should find 
notations/comments made in the PDF requesting revisions.

– To submit your revised PDF, please go to the following page: View ETD
(http://www.etdadmin.com/xxxxxx )

– After you UPLOAD your revised thesis, please remember to click the SUBMIT REVISION button at the 
bottom of the page.

Regards,
Colorado School of Mines Administrator

mailto:raungst@mines.edu
http://www.etdadmin.com/


Thesis Acceptance

Dear student,

Student email
Thesis Title

Remember, you are not done with formatting 

until you have received this email. If you are not 

getting ProQuest emails, please check your 

spam email, check your ProQuest account or 

contact OGS. If your formatting has not been 

approved by the check-out deadline, then you 

have missed the deadline. 



ETD FORMATTING



Formatting Highlights

1. Consistency matters

 Consistent font style & size 

 All primary text is black. Colored text is only acceptable in figures and tables, but not the 
figure number or caption. 

 Headings and titles all have consistent font and style

2. Use only acceptable fonts and ALL fonts must be embedded

3. No blank pages 

4. Avoid excess white space on pages

5. Center page numbers at bottom of pages

6. Thesis margins should be 1 inch from all edges

7. Front matter page numbers in lower case Roman numerals

 Title page, submittal page, table of contents, list of figures & tables, abstract 

8. No signatures on submittal page included in ETD (always numbered ii)

9. Supplementary electronic materials listed in a single Appendix

10. Rotate page orientation to optimize electronic viewing of illustrations (i.e. 
landscape figures)  



Before You Submit Your Thesis

‣ You must use acceptable fonts

– Times New Roman

– Arial

‣ All fonts must be embedded

– https://inside.mines.edu/UserFiles/File/gradSchool/Embed%20F
onts.pdf

https://inside.mines.edu/UserFiles/File/gradSchool/Embed Fonts.pdf


Before You Submit Your Thesis

‣ You need to make sure ALL your fonts are 
embedded.

‣ Directions:

– Thesis Writer’s Guide



Check PDF for Embedded Fonts

‣ After your thesis is in PDF format
– Click on File
– Properties



Check PDF for Embedded Fonts(continued)

– Fonts



Check PDF for Embedded Fonts(continued)

– Fonts

‧ Any font that is                                                                                    
embedded is OK

‧ Any font that is  NOT
embedded is NOT OK

– If all your fonts are                                                                         
embedded, you may submit                                                                         
your thesis

– If all fonts are not                                                                         
embedded, then go to                                                                  
directions in Thesis Writer’s                                                             
Guide

OK

Not OK



OGS Will Check Your Fonts  

‣ After you upload your thesis, OGS will look at your 
fonts.

– If you have fonts that are not embedded, OGS will let you know.

‧ If you do not embed your fonts and your thesis does not print properly, 
OGS will not re-print your thesis for you. If you want it re-printed, you 
will need to pay the cost for re-publishing and re-printing.

‣ Why does embedding matter?

– Thesis may not print correctly

– Thesis can take too much time to load electronically   



Title Page 
‣ Title appears in all 

CAPITAL LETTERS

‣ Title is centered 
horizontally & vertically

‣ Title is in an inverted 
pyramid shape

‣ “by” is in lower case letters

‣ Name is 1” from bottom of 
page 

‣ This page is not numbered



Submittal Page
https://inside.mines.edu/GS-Submittal-Page

Customize to:

 Your Name

 Your degree

 Your advisor(s)

 Your department head

This page is always page ii.

Bring this page to your defense to 
obtain signatures.

Submit your signed submittal page to 
OGS before uploading into ProQuest. 

Submittal page in thesis is without 
signatures. 



Abstract

‣ Statement including:

‣ The thesis problem 

‣ Description of the 

research method or 

design

‣ A report of the major 

findings 

‣ The conclusions

‣ Title centered, in all  
capital letters & 1” 
from top of page 

‣ Page iii

iii



Table of Contents      
List of Figures           
List of Tables     
References

‣ Titles in CAPITAL LETTERS

‣ 1” margin from top of 
page

‣ Centered horizontally
‣ “TABLE OF CONTENTS” 

title appears on 1st

page only

‣ Spacing between entries

‣ Double space or 1.5 
spacing between 
different entries

‣ Single space individual 
entries



Table of Contents, List of Figures, List of 
Tables, References continued

Note: Text in the 

incorrect version goes 

beyond the leader dots 

(……….….) 

List of 

Figures/ 

Tables need 

a tab (space) 

between the 

figure 

number and 

text.

Correct

Incorrect



Table of Contents

Do not include your Table of Contents page in the Table of Contents 



Chapters

‣ Titles in CAPITAL LETTERS

‣ 1” margin from top of 
page

‣ Centered horizontally

‣ Title in all capital 
letters

‣ Chapter 1 begins with 
page 1

‣ Begin each new chapter on 
new page. 



Figures & Tables

‣ Figures & Tables must be numbered and have a 
descriptive caption.

– Figure & Table numbers:

‧ The first number (2) = the chapter number
‧ The second number (4) = the figure number within the chapter

‣ Example: Figure 2.4 is the 4th figure in chapter 2.

‣ Figure & Table captions are single spaced.



Figures & Tables
Numbers & Captions

Table 1.1. Sediment gravity-flow continuum organized by increasing 

sediment concentration,  grain size, and transport capacity (from 

Middleton and Hampton, 1973; Lowe, 1979; Lowe 1982.

Figure 5.7 Horizontal component of the wavefield: (a) data recorded 

with the    P-wave source and S-wave receiver transducer; (b) data 

recorded with the S-wave source and the laser vibrometer as the 

receiver.

The next paragraph begins here……

Table Example:Figure Example:

Figure numbers & captions are placed under the figure.                          

Table numbers & captions are placed above the table.



Figures and Tables 

Don’t wrap your text 

around figures or tables

Do place your main body text  either 

above or below the figure/table 



Figures and Tables 

Don’t place figures or tables side by side

Do place your figures or tables one after the other 

(if applicable) 



Figures & Tables
Spacing Before and After Captions 

‣ Spacing between Figure/Table  number & caption and 
proceeding/preceding paragraph must be consistent 
throughout entire thesis.

– Make sure to leave sufficient space between Figure/Table numbers & captions 
and other paragraphs to differentiate between the caption and the paragraph. 

‧ See examples below of a thesis with too little space between the captions and 
paragraphs, making it difficult to see where the caption ends and the paragraph begins.



Spacing Between Captions and Text

Need 

more 

space

Need 

more 

space

Sufficient 

space

Sufficient 

space



Figures & Tables 
Large Size

‣ Tables & Figures that cover more than 50% of the page may 
stand alone on a page.

– Stand alone figures and tables need to be centered vertically and horizontally 

‣ Figures that cover more than one page should be uploaded 
as supplemental files 

– Your figures may not go beyond the margins
– You may not use a larger size page to accommodate the figure.

‣ Tables that cover more than one page must have:

– The number & full caption on the 1st page
– The number + continued on the following pages 

‣ Example: Table 5.3 Continued



Figures & Tables
Large Size Continued

‣ Tables & Figures  that fill the page, but leave no space 
for the figure/table number and caption must have:
-The number and full caption on the preceding page

-The number and caption will be centered vertically and horizontally on the page.

Followed by the 

figure on the next 

page

Figure number and caption on 

the preceding page



Figures & Tables
Landscape Orientation

‣ Figures & Tables that are in landscape orientation need to 
be oriented correctly.

– Top of Figure/Table is at the top of the page
– Page number is at the bottom of the page

Correct

Incorrect



Numbered Equations

‣ Equations must appear on separate line from other text.

‣ Equations must be centered on the page or indented.

‣ Equations that are not in running text must be numbered 
(see example below)

Γ − δ × a = 0 (2.1)

_________________________________________________________________________________________
Equation indented or centered Equation number aligned with right margin

‧ Equation numbers:

‣ The first number (2) = the chapter number

‣ The second number (4) = the figure number within the chapter

‣ It is OK to split equations between pages.



Equations in Running Text 

‣ Equations are a part of a sentence.

‣ Equations are not entered on a separate line.  

‣ Equations are not numbered

Example: 



White Space

‣ White space is the amount of blank page (no text, 
figures, tables, equations, etc.) at the bottom of 
the page.

‣ You need to eliminate as much white space at the 
bottom of the page as possible.



No White Space:

‣ Note: the text and 
illustrations fill the page



Example of too 
Much Space:

‣ Note: the text and 
illustrations do not fill the 
page

Too much white space 



White Space is Acceptable:

‣ At the end of a chapter.

‣ If you have a figure or table that fills more than 50% of the 
page AND the figure or table stands alone on the page. 

‧ If you add text before or after the figure or table, it is not a 
stand alone figure or table and you may not have excess white 
space. 

‧ If you have more than one figure or table on a page, it is not a 
stand alone figure or table and you may not have excess white 
space. 

‣ If you cannot fit a table after the text AND the text fills the 
page at least ¾ of the way (no more than 3.5 inches of white space 
at the bottom of the page). 



Rules for Eliminating Excess White Space

‣ Text should fill the page

‣ If you have text that refers to a table or figure and 
the table or figure will not fit on the same page as 
the text or on the page immediately following the 
text:

‧ Make a reference to the table or figure, indicating the 
page number for the table or figure.

‣ For example: …as is presented in Figure 2.1 (page 15). 

‧ Move text that would normally follow the table or figure 
to the preceding page before the table or figure. 



Eliminate Excess White Space

Move 2.6 subheading (page 2) + at 

least 2 lines of text in first 

paragraph to page 1 to eliminate 

excess white space.



Rules for Eliminating White Space continued

‣ New section headings at the bottom of the page:

‧ Make sure the section heading + 2 lines of text will fit on the page.

‣ If it will fit, then you should place the section heading + at least 2 lines on 
text of the page.  

‣ If it will not fit, then place section heading at the beginning of the next page.

‣ You should never have a subheading + just 1 line of text from a paragraph at 
the bottom of the page.

This is correct, if you can fit the 

subheading + 2 or more lines of 

text in the next paragraph on the 

bottom of the page, then you 

should add the text to that page.

Incorrect, if you can only fit the 

subheading + 1 line of text in the next 

paragraph on the bottom of a page, 

then should move  the text t the next 

page.



Rules for Eliminating White Space continued

‣ New paragraphs at the bottom of the page:

‧ Make sure at least 2 lines of text from a paragraph will fit on 
the page.

‣ If it will fit, then you should place at least 2 lines of text from the paragraph 
on that page.  

‣ If it will not fit, then place new paragraph at the beginning of the next page.

‣ You should never have just one line of text from a paragraph on a page

This is correct, if you can fit 2 or 

more lines of text of a paragraph 

on the bottom of the page, then 

you should add the text to that 

page.This is incorrect, if you cannot fit 

2 or more lines of text of a 

paragraph on the bottom of the 

page, then you should move the 

text to the next page.



Previously 
Published Articles     
or Articles To be 
Published

‣ Note copyright 
information on articles 
that have been previously 
published or accepted for 
publication.

‣ Note co-authors of article

‣ Note Co-authors role



Supplemental Files

‣ Add an appendix at the 
end of thesis/dissertation

‣ Appendix is listed in Table 
of Contents 



Before Submitting Thesis to ProQuest

‣ Make sure all fonts are embedded

‣ Check all your margins, fonts, spacing, page 
numbering and figure/table numbering.

‣ Convert all documents to PDF

‣ After converting to PDF, check all your pages to 
make sure nothing has shifted.  



Contact Information

Mines Formatting 
Requirements

Suzanne Beach
(303) 273-3627
sbeach@mines.edu
Or
Roxane Aungst
(303) 273-3608
raungst@mines.edu

ProQuest Questions    

Customer Support

(877) 408-5027

www.etdadmin.com/mines

Copyright and Publishing 
Questions

Ye Li
303-273-3664
yeli@mines.edu

mailto:sbeach@mines.edu
mailto:jsimbai@mines.edu
mailto:yeli@mines.edu

