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Metadata

1. Check the College, Department, Degree, and Type of Document to ensure that they are correct and match what is on the preliminary pages of the paper document. These fields are now auto-populated from AIM, so they should always be correct unless there is a problem in AIM or the student’s selection is in error. 

2. Check the thesis Title to ensure that it has been entered correctly; this field is auto-populated from AIM but may not be correct if the field in AIM has not been updated. 
3. Check the Abstract to ensure that the paragraphs are separated by double spaces, that the first lines of paragraphs are NOT indented and that there are no hard line returns in the middle of paragraphs. 

4. Check the Key Word list to ensure that they have been entered as a line of text with key words or phrases separated by commas; the keywords must not be entered as a vertical list. Also, the key words must be entered in lowercase except for proper nouns and acronyms. Common terms such as BYU or Brigham Young University should never be included.
5. Check the selected Availability option to ensure that it matches what is marked on the Approval Form (ADV Form 8d); also, ensure that all the information filled out on the Approval Form matches the Metadata of the ETD Submission. If option 3 (Secure the entire work for patent and/or proprietary purposes) is selected, ensure that the student has obtained approval from the Dean of Graduate Studies by completing and signing the form Request to Secure Theses and Dissertations , ADV Form 8e. If a thesis or dissertation must be held from public access for publication or other reasons, the Availability option 2 ( Delayed Release) must be selected rather than option 3.
6. At the top of the metadata submission form you will note an “Edit Metadata” link. This allows you to make corrections to any of the metadata items for the student if you wish. This is preferable when the errors are minor and can be corrected by you in only a couple of minutes.
PDF Document

1. The PDF document should have Bookmarks to chapters, sections, subsections, etc., including most preliminary pages (title page, abstract, table of contents, list of tables and list of figures). The Bookmarks to chapter sections and subsections should be nested (indented). Bookmark entries should duplicate the Table of Contents without the page numbers. Instructions on working with bookmarks are on the ETD website.
2. When the PDF document opens, bookmarks should be displayed in a panel to the left of the ETD document pages. This document open option can only be set by the student using Adobe Acrobat to set the PDF Document Properties, Open Options, Initial View to be “Bookmarks Panel and Page.” Instruct the student to go to the ETD website under the “Submitting an ETD” topic and read the “Submission Requirements” page. 
3. Preliminary page formatting: 1 inch margins all around, mixed case used on title page, title page lists committee members and copyright, title should use inverted triangle format if the title is over 6 inches.

4. Key words listed on the bottom of the abstract page.

5. The PDF document does not have signature pages.  There is an optional signature page that can be inserted when printing a bound copy for the department or for the student. It does not have to be used at all and is totally optional.  Official signatures are recorded on the ADV Form 8d.
6. All landscape pages in PDF documents should be rotated 90 degrees for the benefit of users viewing wide pages on their computer screens. You may wish to check through the PDF document using the Pages tab looking for landscape pages that are not oriented properly. 
7. When tables, figures or multimedia elements/objects are placed at the end of the ETD document and not on or near the page where referenced, bookmarks should be used to refer the user to the specific table, figure or multimedia element. 
8. Students should be made aware (warned) that links to external website pages should usually not be included in their PDF documents because, over time, most URLs will change, resulting in the links becoming broken.
9. Be sure the graduation date listed on the title page lists the correct semester and year (many students put their oral defense date and this is wrong).

10. The format of the document should follow what is acceptable in your discipline.
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