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Creating Accessible 
Theses & Dissertations

Best-Practices Overview



● The ”Why”
● ‘Text’ Documents
● Portable Document Format
● Forms and Surveys
● Resource and Tools

Accessible digital 
resources can still be 
engaging, aesthetically 
pleasing, and dynamic.

Agenda



• First and foremost, it is the right, good thing to do!
• Federal legislation (DOJ Final Rule; Title II of the ADA)
• State legislation (PPM74)
• LSU Policy Statement 31

Why is accessibility important?



Do:
Create hyperlinks 
using descriptive 
words for the 
hyperlink

Do Not:
Use "Click here" or 
"More" as hyperlinks

Hyperlinks

Do:
Use the built-in list 
feature for bulleted 
and numbered lists

Do Not:
Create a list by 
typing the number 
at the beginning of 
every line or typing a 
hyphen

Lists

Do:
Use the built-in style 
headings to create a 
visual heading

Do Not:
Manually create a 
heading by simply 
bolding or changing 
the font size or color

Style Headings

‘Text’ Documents
  

    Do’s and Dont’s #1



Do:
Use multiple 
methods to convey 
meaning, such as 
bold and color

Do Not:
Use a single method 
to convey meaning, 
such as making a 
word a different 
color

Meaning

Do:
Include embedded 
text in the alt-text 
description*

Do Not:
Embed text within 
an image or include 
an image with 
textual information 
of a non-decorative 
nature

Embedded Text

Do:
Combine overlaying 
images into a single 
image

Do Not:
Overlay or group 
several objects next 
to one another so 
they appear as one 
object

Multiple Images

‘Text’ Documents
  

    Do’s and Dont’s #2



Do:
Remove all 
comments

Accept or reject all 
tracked changes

Do Not:
Leave comments, 
annotations, or 
tracked changes 
within your final 
document

Comments

Do:
​Only use tables to 
represent tabular 
information

Ensure that there 
are row and column 
headings

Do Not:
Use a table for 
aligning text or non-
tabular data

Merge cells

Tables

Do:
Use built-in Table of 
Contents feature to 
build a table of 
contents in a 
document.

Do Not:
Type a table of 
contents manually

Table of Contents

‘Text’ Documents
  

    Do’s and Dont’s #3



Microsoft Accessibility Checker



● The document must have a title
● For longer documents, include bookmarks, even if there 

are no specified chapters or distinguishable sections
● Include headers for changes in sections or chapters
● Tag annotations or citations
● Check tab order
● Check tables outside of the document before adding it
● Ensure any form fields are properly labeled
● Include alt text for all appropriate elements (do not tag 

nested elements)

Portable Document Format
(PDF)



Adobe PDF Accessibility Checker



Surveys:

Use only accessible question 
types (varies by tool)

Ensure questions are descriptive

Avoid use of graphs or images 
whenever possible

Forms:

Ensure all fields are appropriately 
described and/or labeled

Check tab-order for navigation

Avoid signature fields that 
require mouse manipulation or 
manual “draw-on” input

Forms and Surveys



Many great online resources:
● Section 508 - Create Accessible Digital Products (link)
● Creating Accessible Documents (Harvard) (link)
● Creating Accessible PDFs (Adobe) (link)

Available Resources 
and Tools

The legal stuff:
● DOJ Final Rule on Digital Accessibility (link)
● Louisiana PPM 74 – Web Accessibility Compliance (link)
● LSU PS 31 – Digital Accessibility (link)
● Web Content Accessibility Guidelines (WCAG) (link)

https://www.section508.gov/create/
https://www.section508.gov/create/
https://www.section508.gov/create/
https://www.section508.gov/create/
https://accessibility.huit.harvard.edu/accessible-documents
https://accessibility.huit.harvard.edu/accessible-documents
https://helpx.adobe.com/acrobat/using/creating-accessible-pdfs.html
https://helpx.adobe.com/acrobat/using/creating-accessible-pdfs.html
https://www.ada.gov/resources/2024-03-08-web-rule/
https://www.ada.gov/resources/2024-03-08-web-rule/
https://www.ada.gov/resources/2024-03-08-web-rule/
https://www.ada.gov/resources/2024-03-08-web-rule/
https://www.ada.gov/resources/2024-03-08-web-rule/
https://www.doa.la.gov/media/gs0hee2m/ppm-74-web-accessibility-compliance-r6-25-a11y.pdf
https://www.doa.la.gov/media/gs0hee2m/ppm-74-web-accessibility-compliance-r6-25-a11y.pdf
https://www.doa.la.gov/media/gs0hee2m/ppm-74-web-accessibility-compliance-r6-25-a11y.pdf
https://www.doa.la.gov/media/gs0hee2m/ppm-74-web-accessibility-compliance-r6-25-a11y.pdf
https://lsu.edu/policies/ps/ps_31.pdf
https://lsu.edu/policies/ps/ps_31.pdf
https://lsu.edu/policies/ps/ps_31.pdf
https://lsu.edu/policies/ps/ps_31.pdf
https://www.w3.org/TR/WCAG21/
https://www.w3.org/TR/WCAG21/


Accessibility makes some people's lives extraordinarily 
better. How many opportunities do we have to dramatically 
improve lives just by doing our job a little better?  
      ~ Steve Krug

Buddy Ethridge, PhD
Director of Digital Accessibility
LSU Office of Civil Rights & Title IX
buddy@lsu.edu

In Conclusion



HOW TO FORMAT YOUR 
THESIS/DISSERTATION

KIMBER PETERS, THESIS EDITOR
LINDA LEVY, DISSERTATION EDITOR



This presentation is not a substitute for 
reading the Thesis and Dissertation 
Handbook that is available on the 
Graduate School’s Website. Nor does it 
address the optional portions of your 
document (Copyright, Epigraph, 
Dedication, Acknowledgments, List of 
Tables, List of Images, Abbreviations



REQUIRED PORTIONS OF YOUR 
DOCUMENT

I. Title Page

II. Table Of Contents

III.Abstract

IV.Body

V. Appendices (only if you use human subjects 
or use previously published material)

VI.References

VII.Vita



REQUIRED PORTIONS OF YOUR 
DOCUMENT

I. Title Page

UPDATE! UPDATE! NEW REQUIREMENT

II. Artificial Intelligence Disclosure and 
Responsibility Statement (required when 
AI has been used)

III. Table Of Contents

IV. Abstract

V. etc



NEW REQUIREMENT
1

2



NEW REQUIREMENT



NEW REQUIREMENT

3





I. TITLE PAGE

Three (3) Distinct Blocks Of Text

A. Title
B. Degree
C. Name, Historical Degrees, Graduation Month

Precise Formatting, Placement And Wording For Each 
Block



A. TITLE OF DOCUMENT
1.Must EXACTLY Match The Title On The Approval Form 
Submitted By The Department/Committee

2.Must Be 16 Pt

3.Must Be Written In All Capital Letters

4.Must Be Single Spaced

5.Must Be Centered (Left To Right) On The Page

6.The First Line Of The Title Must Be Placed On The First 
Available Line Underneath The Top One-inch Margin



B. DEGREE INFORMATION
1. Must Be 12 Pt

2. Must Be Placed In The Center Portion Of The Page 
(Right To Left, Top To Bottom)

3. Must Use Exact Language As Shown In The Handbook

4. Must Use Exact Placement Of The Words As Shown In 
The Handbook

5. Degree Title Must Accurately Reflect Graduate School 
Records



C. NAME, HISTORICAL DEGREES, 
GRADUATION MONTH

1. Your Name Must Precisely Match Your Name As It 
Appears In Workday

2. Your Previous Degrees Must Be Listed Oldest To 
Newest

3. Your Graduation Month Can Only Be May, August Or 
December



A. TITLE 
1. All Caps
2. Single Spaced
3. 16 Pt 

B. DEGREE INFORMATION
1. Either Thesis Or Dissertation
2. Precise Wording And Placement
3. Precise Degree Title
4. School Or Department, Not Field Of 
Study
5. 12 Pt

C. NAME AND PREVIOUS DEGREES
1. Workday Name
2. Previous Degree
3. Correct Month



II. TABLE OF CONTENTS
Four (4) Areas of Specific Review Interest

A. Main Title On The Page
B. Margins And Page Numbers
C. Titles Of Main Sections/Chapters Listed In
      The Table Of Contents
D. Subheadings 



A. MAIN TITLE ON THE PAGE

1. Title will be “Table of Contents”

2. Must Be 14 Pt

3. May Be Centered (Left To Right) On The Page OR 
Placed Against the Left Margin

4. The Title “Table of Contents” Must Be Placed On The 
First Available Line Underneath The Top One-inch Margin



B. MARGINS AND PAGE NUMBERS

1. As For All Pages, Margins Will Be Set At One Inch On All 
4 Sides

2. All Text Will Be 12 Pt

3. Page Numbers Will Be Set Flush Against The Right 
Margin, With Dot Leaders Between The Entries And The 
Numbers



C.TITLES OF MAIN SECTIONS/CHAPTERS 
LISTED IN THE TABLE OF CONTENTS

1. Titles Of Each Main Section/Chapter Must Be Included In The 
Table Of Contents
2. The Titles Can Be Either All Caps or Headline Style 
Capitalization 
3. Both The Text And The Capitalization Style Of These Listings 
Must Exactly Match The Text And Capitalization Style Used In The 
Body
4. You Must Not Allow The Line Of Text To Come Close To/Impinge 
Upon/Interfere With/Touch The Column Of Page Numbers
5. You Will Single Space All Multi-line Titles
6. You Will Double Space Before Each New Section/Chapter 
Entry



D. SUBHEADINGS
1. Only First-level Subheadings Will Be Included In The 
Table Of Contents

2. The Subheadings Can Be Either Headline Style 
Capitalization Or Lower-Case Capitalization

3. Both The Text And The Capitalization Style Of These 
Listings Must Exactly Match The Text And Capitalization 
Style Used In The Body

4. You Must Not Allow The Line Of Text To Come Close 
To/Impinge Upon/Interfere With/Touch The Column Of 
Page Numbers

5. You Will Single Space All Multi-line Titles



B. MARGINS AND PAGE 
NUMBERS

1. Margins Set At One Inch 
On All 4 Sides

2. 12 Pt
3. Page Numbers Set 

Flush Against The Right 
Margin, With Dot 
Leaders Between The 
Entries And The 
Numbers

A. MAIN TITLE ON THE 
PAGE 

1. Table of Contents
2. 14 Pt
3. Centered (Left To 

Right) On The Page 
OR Placed Against 
the Left Margin

4. Placed On The First 
Available Line 
Underneath The Top 
One-inch Margin



D. SUBHEADINGS

1. Only First-level Subheadings
2. Either Headline Style 
Capitalization Or Lower-Case 
Capitalization
3. Both The Text And The 
Capitalization Style Exactly 
Match The Text And 
Capitalization Style In The Body
4. Text Does Not Come Close 
To/Impinge Upon/Interfere 
With/Touch The Column Of 
Page Numbers
5. Single Space All Multi-line 
Titles

C. TITLES OF MAIN 
SECTIONS/CHAPTERS LISTED 
IN THE TABLE OF CONTENTS 

1. Each Main Section/Chapter 
Included In The Table Of 
Contents
2. Either All Caps or Headline 
Style Capitalization 
3. Text And Capitalization Style 
Exactly Match The Text And 
Capitalization Style In The Body
4. Text Does Not Come Close 
To/Impinge Upon/Interfere 
With/Touch The Column Of Page 
Numbers
5. Single Space All Multi-line 
Titles
6. Double Space Before Each 
New Section/Chapter Entry





III. ABSTRACT

Four (4) Areas of Specific Review Interest

A. Main Title On The Page
B. Margins And Text
C. Word Count
D. Single or Double Spaced 



A. MAIN TITLE ON THE PAGE

1. Must be Abstract

2. Must Be 14 Pt

3. May Be Centered (Left To Right) On The Page OR 
Placed Against the Left Margin. Placement will match the 
placement of “Table of Contents”

4. “Abstract” Must Be Placed On The First Available Line 
Underneath The Top One-inch Margin



B. MARGINS AND TEXT
1. As For All Pages, Margins Will Be Set At One Inch On All 
4 Sides
2. All Text Will Be 12 Pt

C. WORD COUNT
1. Limited to 350 Words

D. SINGLE OR DOUBLE SPACED
1.  Either single or double spaced. Whichever you use, 
you will use it in the body of the document as well



A. MAIN TITLE ON THE PAGE
i. Must be Abstract
ii. Must Be 14 Pt
iii. May Be Centered (Left To Right) On The Page OR Placed 

Against the Left Margin. Placement will match the 
placement of “Table of Contents”

iv. “Abstract” Must Be Placed On The First Available Line 
Underneath The Top One-inch Margin

B. MARGINS
i. As For All Pages, Margins Will Be Set At One Inch On All 

4 Sides
ii. All Text Will Be 12 Pt

C. WORD COUNT
i. Limited to 350 Words

D. SINGLE OR DOUBLE SPACED
i. Either single or double spaced. Whichever you use, you 
will use it in the body of the document as well



IV. BODY

Four (4) Areas of Specific Review Interest

A. Chapter Titles
B. Margins and Text
C. Headings/Subheadings
D. Formatting of Tables and Figures



A. CHAPTER TITLES

1. Titles Will Be Written Exactly As They Are In The “Table 
Of Contents”

2. Titles Must Be 14 Pt

3. Titles May Be Centered (Left To Right) On The Page OR 
Placed Against The Left Margin (Consistent With The 
Placement Of Table Of Contents And Abstract)

4. Chapter Titles Must Be Placed On The First Available 
Line Underneath The Top One-inch Margin



B. MARGINS AND TEXT

1. As For All Pages, Margins Will Be Set At One Inch On 
All 4 Sides

2. All Text Will Be 12 Pt

3. Either Single Or Double Spaced, As Determined By 
How You Wrote Your Abstract



C. HEADINGS/SUBHEADINGS

1. Headings Must Be Written Exactly As They Are In The 
“Table Of Contents”

2. You Must Establish Either A Numbered Hierarchy Or 
Visual Hierarchy For Your Headings And Subheadings. 
The hierarchy will be used throughout the document.

3. You must single space all multi-line 
headings/subheadings



2. Visual Hierarchy vs Numbered Hierarchy
a. Visual Hierarchy
i. All first level subheadings will be placed in the same 
place on the line throughout the entire document
ii. All second level subheadings will be placed in the same 
place on the line throughout the entire document
iii. ETC

b. Numbered Hierarchy
i. First number represents the chapter number
ii. Second number represents the subheading number
iii. Third number represents the next-level subheading 
number
iv. ETC



Visual Hierarchy

First Level

Second Level



Visual Hierarchy
Second Level

Third Level



Numerical 
Hierarchy

First Level

Second Level



D. FORMATTING OF TABLES AND FIGURES
1. Tables
a. Table Titles are placed above the table
b. Single space multi-line table titles
c. Minimum size of text within a table is 10 pt
d. All tables must be formatted the same. In other words, they 
must all look the same in terms of the use or non-use of bold text 
for headings; the use or non-use of  internal and external lines; 
and the use or non-use of internal and external lines
e. All tables and their titles will be placed in the same location on 
the page. In other words, you may center them or put them against 
the left margin THROUGHOUT THE ENTIRE DOCUMENT



D. FORMATTING OF TABLES AND FIGURES
2. Figures
a. Figure Titles Are Placed Below The Figure
b. Single Space Multi-line Figure Titles
c. Make Sure Text Within The Figure Is Readable. Otherwise, Why 
Include It?
d. All Figures Must Be Formatted The Same. In Other Words, They 
Must All Look The Same In Terms Of The Use Or Non-use Of 
Confining Boxes/Lines Around Them
e. All Figures And Their Titles Will Be Placed In The Same Location 
On The Page. In Other Words, You May Center Them Or Put Them 
Against The Left Margin THROUGHOUT THE ENTIRE DOCUMENT



Figures and Tables



Landscaped Figures and Tables



V. APPENDICES

Note that appendices are optional with the following 
two exceptions:
• IRB approvals for the use of human subjects, plus the 
questionnaires and surveys used.

•Letters of permission, publishing contracts permitting 
the use of your work and that of others, or other proof of 
publication. Include your own permission request only 
if the letter granting permission does not mention your 
article’s bibliographical data.



List each appendix as a main 

heading in the table of contents, 

each one with a letter designation 

followed by a period and a titled 

that broadly describes each 

appendix’s contents.

**A single appendix requires no letter, e.g., 

Appendix. Supplemental Data for Chapter 3.

Appendices (cont’d.)



The formatting of the 
appendices’ main headings 
needs to be identical to that of 
other main headings within the 
document.

A snapshot pasted into an 
appendix, such as a figure from 
another source or a permission 
statement from a publisher 
(originals are required), must 
meet margin requirements. You 
may reduce them or enlarge 
them as needed.

Appendices (cont’d.)



VI. BIBLIOGRAPHY, WORKS CITED, 
LIST OF REFERENCES

•A single list preceding the vita and giving full, 
alphabetized bibliographic data of all citations is 
mandatory. 

• If you’ve used numbers as your citation style, the list 
need not be alphabetized, but it should be numbered 
sequentially and keyed to the numbered citations.

•Single space all references, but double space 
between each one.



Bibliography, Works Cited, List of References Examples



VII. VITA

• All documents are required to have a vita. The vita should be 
the very last page of the document.

• The vita is a one- or two-paragraph biographical sketch written in 
third person, much like the brief author biography found on the 
dust-jacket flaps of books

• As an alternative to a biographical vita, you may include a 
curriculum vitae, but be mindful that its contents will remain 
static once your own status and accomplishments change.



VITA (cont’d.)

• Avoid using personal identification such as your date of birth. 
Ensure that you are protecting your privacy. Also, keep in mind 
that the information within the vita cannot be changed once it 
is already approved and published.  

• If you mention graduation, avoid stating that you “will 
graduate”; instead, state that you “anticipate graduating.”



Other Important Things to Note

• Multiple rounds of edits will be required.

• All edits are issued according to the Graduate School’s 
formatting guidelines. Formatting requirements put forth 
by the Graduate School will take precedence over any 
departmental formatting. At times, compromises may be 
made.

• The editors are available and happy to help all students 
implement the required revisions. When emailing inquiries, 
please give the editors 24-48 hours to respond. If you find 
that your question has not received a response within 48 
hours, kindly reach out again.



Submitting Your Document to the 
LSU Scholarly Repository



• Visit https://repository.lsu.edu

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

Creating An Account

https://repository.lsu.edu/


2/25/2026 60Page Title

** LSU will deactivate your 
affiliated e-mail address one 
year after graduation; use a 
personal e-mail address in 
order to receive readership 
reports/updates

List the institution as “Louisiana State 
University and Agricultural and 
Mechanical College”; “Louisiana State 
University”, “Louisiana State University 
Baton Rouge”, and “LSU” are incorrect



Submitting the Document

• Visit the Graduate School’s Thesis and Dissertation Preparation page at 
https://www.lsu.edu/graduateschool/students/theses_and_dissertations.php

• Step 7 will instruct you to submit your document at the appropriate clickable 
link

• Once you click the appropriate link (see below), you will need to complete the 
LSU Scholarly Repository submission form.

https://www.lsu.edu/graduateschool/students/theses_and_dissertations.php


2/25/2026 62Page Title

Completing the Submission Form 
and Using Correct Metadata

• The title should be entered using HEADLINE 
CAPITALIZATION. For example: “Why Mike the Tiger Is the 
Best Mascot in the Nation”

• The Author field should auto-populate since you are 
logged into the LSU Scholarly Repository

• Input your LSU e-mail address in the LSU E-mail Address 
field

• Semester of Graduation should be written as such: Fall 
2025, Spring 2026, Summer 2026

• Degree field: Indicate your actual degree that you are 
earning: Master of Arts (MA), Doctor of Philosophy (PhD)

• Department field: Make sure you indicate the current full 
name of the department

• I.e., Department of French Studies; Cain Department 
of Chemical Engineering; Rucks Department of 
Management

• The document that you upload to the LSU Scholarly 
Repository must be in a .pdf format.

• Indicate specific embargo period for your document

• Options are: Release Immediately, 1 Year, 3 Years, 7 
Years



• Issues regarding the editing or content of 
the thesis or dissertation should be 
directed to the Graduate School

• Technical issues encountered during the 
thesis/dissertation submission process 
should be directed to the Institutional 
Repository Librarian at ir@lsu.edu 

Thesis/Dissertation Issues

mailto:ir@lsu.edu


OFFICE HOURS
Kimber Peters (Thesis Editor)

•Drop-in style.
•Starting on February 20th
•Mondays and Thursdays 
from 4:00 pm to 6:00 pm.
•Ending on March 20th, one 
week before the uploading 
deadline
•Link and passcode can be 
found in the Graduate School 
Newsletter
•Email: 
kimberpeters@lsu.edu

Linda Levy (Dissertation Editor)

•Signup required. Sessions are 
initially 20 minutes long, but 
longer sessions can be 
requested.

•Starting on February 17th

•Tuesdays from 1:00 pm – 3:00 
pm.  Wednesdays from 10:00 
am to 12:00 pm.

•End date TBD

•Email: llevy@lsu.edu



IMPORTANT DATES TO REMEMBER

March 27 – 
Uploading 
Deadline

April 17 – 
Resolution 
Deadline


	Slide 1: Creating Accessible Theses & Dissertations Best-Practices Overview
	Slide 2: Agenda
	Slide 3: Why is accessibility important?
	Slide 4: Hyperlinks
	Slide 5: Meaning
	Slide 6: Comments
	Slide 7: Microsoft Accessibility Checker
	Slide 8: Portable Document Format (PDF)
	Slide 9: Adobe PDF Accessibility Checker
	Slide 10: Forms and Surveys
	Slide 11: Available Resources and Tools
	Slide 12: In Conclusion
	Slide 13: HOW TO FORMAT YOUR THESIS/DISSERTATION
	Slide 14
	Slide 15: REQUIRED PORTIONS OF YOUR DOCUMENT
	Slide 16: REQUIRED PORTIONS OF YOUR DOCUMENT
	Slide 17: NEW REQUIREMENT
	Slide 18: NEW REQUIREMENT
	Slide 19: NEW REQUIREMENT
	Slide 20
	Slide 21: I. TITLE PAGE
	Slide 22: A. TITLE OF DOCUMENT
	Slide 23: B. DEGREE INFORMATION
	Slide 24: C. NAME, HISTORICAL DEGREES, GRADUATION MONTH
	Slide 25
	Slide 26: II. TABLE OF CONTENTS
	Slide 27: A. MAIN TITLE ON THE PAGE 
	Slide 28: B. MARGINS AND PAGE NUMBERS  
	Slide 29:   C.TITLES OF MAIN SECTIONS/CHAPTERS LISTED IN THE TABLE OF CONTENTS   
	Slide 30: D. SUBHEADINGS  
	Slide 31
	Slide 32
	Slide 33
	Slide 34: III. ABSTRACT
	Slide 35: A. MAIN TITLE ON THE PAGE 
	Slide 36: B. MARGINS AND TEXT  
	Slide 37
	Slide 38: IV. BODY
	Slide 39: A. CHAPTER TITLES 
	Slide 40: B. MARGINS AND TEXT  
	Slide 41: C. HEADINGS/SUBHEADINGS 
	Slide 42: 2. Visual Hierarchy vs Numbered Hierarchy
	Slide 43
	Slide 44
	Slide 45
	Slide 46: D. FORMATTING OF TABLES AND FIGURES  
	Slide 47: D. FORMATTING OF TABLES AND FIGURES  
	Slide 48: Figures and Tables
	Slide 49: Landscaped Figures and Tables
	Slide 50: V. APPENDICES
	Slide 51: Appendices (cont’d.)
	Slide 52: Appendices (cont’d.)
	Slide 53: VI. BIBLIOGRAPHY, WORKS CITED, LIST OF REFERENCES
	Slide 54: Bibliography, Works Cited, List of References Examples
	Slide 55: VII. VITA
	Slide 56: VITA (cont’d.)
	Slide 57: Other Important Things to Note
	Slide 58
	Slide 59
	Slide 60
	Slide 61
	Slide 62
	Slide 63
	Slide 64: OFFICE HOURS
	Slide 65

