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Before we begin

● This is not a formatting workshop

● Contact william_farina@rush.edu, brandiann_molby@rush.edu, 
jacqueline_walker@rush.edu or studentsucess@rush.edu for specific 
questions and problems with formatting

● All of this information is available on the CSS website

mailto:william_farina@rush.edu
mailto:brandiann_molby@rush.edu
mailto:jacqueline_walker@rush.edu
mailto:studentsucess@rush.edu
https://rushu.libguides.com/c.php?g=871977


You: I’ve defended my thesis. Can I finally graduate?

***Format check submission upon deadlines and submission of a properly 

formatted final copy are requirements for Graduation*** 

Rush: Your last task is to console these orphans and widows.



Overview of today’s 
presentation

1. Dates and deadlines

2. How to submit your manuscript for a format check

3. The format check process

4. Common formatting problems

5. Notes and recommendations for copyediting



Dates and Deadlines

(all of this information is on the CSS website)



Graduation Checklist & Key Deadlines

Apply for Graduation

1. Complete your Intent to Graduate form by 11:59 p.m. on February 23, 2019 to verify your name and order regalia.

2. Students not enrolled in DNP, PhD, or thesis-track master’s programs do not have to complete the Degree Approval

form; program directors and coordinators will do this for them. Program directors will communicate with DNP, PhD, 

and thesis-track master’s students regarding the Degree Approval form process. Completed forms are due to the 

Office of the Registrar by the last day of the graduation term.

3. Doctoral students, please submit your dissertation title by February 23, 2019 to have it listed in the 

Commencement program. 

4. Update your diploma address to ensure your diploma is mailed to the correct address.

5. If applicable, complete the Name Change form by February 23, 2019

https://ruconnectedss.learning.rush.edu/Student/Account/Login?ReturnUrl=/Student/Student/Graduation
https://rushedu-auvic.formstack.com/forms/dissertation_title__2018_commencement_ceremony
https://www.rushu.rush.edu/address-phone-change-form
https://www.rushu.rush.edu/personal-identification-change-form-rro


Graduation Checklist & Key Deadlines

Register for the Commencement Ceremony

● Attending the Commencement ceremony is optional, but completing the Intent to Graduate form is not.

● Please be aware that selecting ‘Yes’ to attending Commencement allows, for purposes of the ceremony only,

release of directory information. See the Rush University Graduation and Commencement policy for more

information.

● Use NameCoach to record your name for the Commencement name reader by March 29, 2019.

● Attend GradFest! GradFest event details can be found here. Get your picture taken in your regalia, record a

message for your guests and meet with offices in prep for Commencement.

● Review the Commencement Information for Students page for specific details about the ceremony.

● Graduates participating in the Commencement ceremony will be handed a diploma cover when walking across the

stage.  Diplomas will be mailed approximately 2-3 weeks after degree conferral.

https://ruconnectedss.learning.rush.edu/Student/Student/Graduation
http://inside2.rush.edu/policies/Pages/default.aspx
https://www.name-coach.com/record/34C838
https://www.rushu.rush.edu/rush-experience/student-services/countdown-rush-university-commencement/gradfest-information
https://www.rushu.rush.edu/rush-experience/student-services/countdown-rush-university-commencement-2017/commencement-information-students


Meet All Graduation Requirements

Meet with your faculty advisor and ensure the completion of the 

Degree Approval form by the last day of your graduation term.



Key deadlines

Formatting Submission:  March 15th, 2019

Defense:  April 1st, 2019

Final Submission: April 15th, 2019

***These dates are subject to your department. 
Speak with your advisor***



How to submit your manuscript 
for a format check 



Before submitting for a format check

● Read our manual

● Consult the blank checklist template linked on our website



ProQuest - ETD Administrator

1. Create an account in Rush’s ETD Administrator platform

2. Upload your manuscript in PDF form to the ETD Administrator

3. Complete all steps to fully submit your document



This is what our 
website looks like.

Start here ->

Submit using this link to 
our ETD page



1. create your ProQuest ETD account



2. Click Log In in the top right corner of the ProQuest ETD website.



3. Click Log in and click on Student



4. The Log in page will load. Click the Create new student account link.



5. Please complete all of the required fields on the new student account page and 
click Create to submit the form.



6. You will receive confirmation that your account was created.



7. You will be sent an email to confirm your account. 

Please check your spam or junk mail folder if you do not receive the 
confirmation email in your inbox. If you do not receive the confirmation contact 
ProQuest to create an account for you.



8. Now you are ready to login and begin the submission process.



ETD will walk you through each of these steps. They are all 
required, but most of your selections can be changed later. 

It will all feel very “final” but don’t worry—nothing will be 
published or sent to ProQuest before your degree is 
conferred.



Questions about ETD:

I haven’t defended yet...is that okay?

Should I make a new account for final copy..? 

How much do I need to submit?

Yes!

Always “Log in” and revise your original 

account.

...



What is required in your submission

❏ All Front Matter (Title Page, Copyright, Table of Contents, Preliminary lists)

❏ At least two chapters (or 50% of a thesis)

❏ All Back Matter (Appendices, Bibliography or Reference List, Approval Sheet) 



The format check process



Things We Check (an abridged list)

Spacing
Paragraph spacing
Footnotes/references
Spacing around headings

Margins
Measurable space, not settings

Grammar, accuracy, and style
Acknowledgments, preface dedication, abstract, vita

Citations and citation style
Irregularities are red flags

Table of Contents
Accuracy
Consistency
Spacing and indentation

Subheadings
Follow the Manual or your style guide consistently



Formatting Checklist

The Center for Student Success will use this checklist to approve the format of 

your manuscript. Do not include this checklist as part of your manuscript. We 

highly recommend that you also use this checklist to review your manuscript 

before you submit it for the format check and before you submit your final 

approved version



Formatting Checklist

Formatting Checklist



Heading Hierarchies

❏ Should be consistent within and across all chapters and any appendices with original 
material.

❏ Should not include extra spaces before or after

❏ Should follow a conventional style.

❏ Pages should not end with a heading.

❏ Do not make up your own.



Common Formatting Problems



Your defaults hate you 
and want you to die.



Notes and recommendations for 
copyediting



Tips

❏ Avoid switching between different computers.

❏ Make each section or chapter a separate document. Then compile together as pdfs 
once you are finished with everything.

❏ Use full citations when writing drafts and shorten them later.

❏ Use the blank checklist included at the back of our manual to do the formatting to the 
best of your ability.



Tips: using a style sheet




