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Procrastination

• The action of delaying or postponing something.
• How to recognize when procrastination is occurring:

• Avoidance – not doing the task of importance.
• Anxiety or dread upon thinking about the 

important task.
• Engagement in peripheral tasks of lesser 

priority or distracting oneself. (Netflix? Insta?)
• Waiting for the "right mood/time" in order to 

start.
• Starting the important task and then stopping 

before completion.
• Thin excuses or rationalizations for not 

approaching the task of importance.



Working Through Procrastination

• Your first step is to avoid procrastination

• Approach behaviors:
• Committing to oneself and the task (i.e., making meaning out of 

the task).
• Rewards to oneself for completing a task or a portion of the task.
• Accountability and removal of excuses.
• Early initiation of task.
• Writing a to-do list that is measurable and achievable during the 

day.
• Time-bound goals (e.g., "I am going to work on the task for 1 

hour at 3PM").
• Apps that support your goals.

• Focuswriter
• Procraster



Counseling & Psychological Services

• Services Available (via Telemental Health):
• Free and confidential individual counseling
• Couples counseling
• Group counseling
• Gaining practical skills group
• Mindfulness skills group
• Interpersonal process group
• Stress management
• Test anxiety
• Consultation
• Many more!(406) 994-4531



MSU Writing Center

Erin Strickland
Assistant Director of Writing Across MSU

erin.strickland@montana.edu

• One-on-one appointments with graduate tutors
• In-person and online writing groups
• Focus Fridays

mailto:erin.strickland@montana.edu


MSU Library

Leila Sterman
Scholarly Communications Librarian

leila.sterman@montana.edu
Copyright, Publishing, Research 
Data, Supplementary Materials

mailto:leila.sterman@montana.edu


ScholarWorks

scholarworks.montana.edu

https://scholarworks.montana.edu/






Copyright

• Copyright is automatically assigned 
to you

• You do not need to register 
copyright

• If you are working on the manuscript 
option, or try to publish, it gets more 
complicated. We can help!



Publishing Your 
ETD

• Manuscripts
• Embargos

• Timeline
• Typos
• Rush

• Book publishing
• Creative Commons
• Citation Managers



MSU Library

Leila Sterman
Scholarly Communications Librarian

leila.sterman@montana.edu
Copyright, Publishing, Research 
Data, Supplementary Materials

mailto:leila.sterman@montana.edu


ETD 
Formatting

montana.edu/etd

ETD Formatting Advisor: Holly Hillis
gradformatting@montana.edu

Fall 2024 ETD APPROVAL deadline: 
May 3, 2024, at 5PM

https://www.montana.edu/etd/
mailto:gradformatting@montana.edu


Why does the Grad 
School require 
certain formatting?

• On the MSU side, we want to make 
sure that all scholarly papers are 
uniform and represent our 
institution well.

• On your side, your thesis or 
dissertation is considered your first 
step into the professional world. You 
should want your thesis or 
dissertation to be the best and most 
professional reflection of your work.



ETD Process

Draft/Revision Process

Final Upload

Approval by 5/3 Deadline

Publication to ScholarWorks



ETD Process

Me 
(Formatting 

Advisor)

You 
(Student)

Drafts

Your 
ETD

Formatting 
Updates

Final Upload Final Approval



All formatting guidelines, 
templates, sample pages, help 
videos, etc. available at 

montana.edu/etd

https://www.montana.edu/etd/index.html
https://www.montana.edu/etd/index.html


Accessibility

• It is a legal requirement for an institution to provide 
"accessible" documents. Accessibility is the "invisible" formatting 
requirement we ask of students that often gets missed.

• The heading styles are the most important component of accessibility, 
which is built into the Word templates we provide. Screen readers use 
these heading styles to help navigate the document.

• Use the provided ETD template to have your paper correctly structured, 
not just to look nice.

• Watch the “Intro to Accessibility and Templates” video on the ETD 
website: https://www.montana.edu/etd/formatting/accessibility.html 

https://www.montana.edu/etd/formatting/accessibility.html


Step-by-
Step Guide 
to 
Formatting

Read through the sample pages to familiarize yourself with 
formatting guidelines;

Read through the accessibility webpage to familiarize yourself 
with accessibility requirements;

Download the Microsoft Word template;

Watch the template instructions video;

Format your document; and finally

Compare your document side-by-side with the sample pages 
to ensure you have fulfilled all requirements



Scholarly Works Option
(Formerly Known As Manuscript Option)

• The Grad School offers a Scholarly Works Format Option for students who have published 
or will publish at least one chapter from their ETD.

• Think of the Scholarly Works Option like a sandwich.
• Standard format Front Matter
• Standard format Introduction
• Manuscript format Chapter

• Standard format Contribution of Authors and Co-Authors Page
• Standard format Manuscript Information Page

• Standard format Conclusion
• Standard format References

https://www.montana.edu/etd/formatting/scholarly-works-option.html


Submission

• Use the Submission Portal



Formatting 
Advisor + 
Tips!

• The Formatting Advisor does not provide 
technical or editing support and will not 
format your ETD for you. It is the student’s 
responsibility to create a professional 
document that conforms to the Graduate 
School’s formatting guidelines.

• You might get new feedback on different 
drafts.

• I will NOT be available for one-on-one help 
on deadline week/deadline day. You have all 
semester to do your formatting!



Formatting 
Advisor + 
Tips!

• My tips:
• Use Google for troubleshooting! 

• Copy and paste by section/chapter so you do 
not have to touch the chapter title 
formatting.

• For your first draft, you may turn in the front 
matter and just chapter one for feedback. We 
can catch formatting mistakes before you 
make them throughout your entire 
document.



Formatting 
Advisor + 
Tips!

• My tips:
• Format your ETD while viewing two pages 

side-by-side to better see consistency 
between pages.

• Do your absolute best to turn in a perfect 
draft from the beginning. The fewer edits I 
have to send you, the less you will have to 
revise. It is not a good use of either of our 
time to go back and forth on formatting 
guidelines that are already covered 
extensively on the website.



Miscellaneous
• Supplemental files

• Files containing data pertaining to your ETD (but not embedded into your 
ETD in the way tables or figures are) should be uploaded to the ETD 
Submission Portal during the final upload.

• Example would be a giant topographical map for an Earth Sciences student.

• Unique situations in your particular field of study
• If your particular field of study, or your particular chair/committee, is telling 

you to format something differently than Grad School guidelines, just 
communicate with me!

• We might be able to make an exception to a rule.
• Consistency is key.



Miscellaneous Continued
• Professional papers and MSSE students should follow these 

formatting guidelines, but they submit through different departments
• Professional papers can be submitted directly to the Library: 

https://www.montana.edu/etd/who/students.html
• MSSE students should be submitted through their own department: 

https://www.montana.edu/etd/who/MSSE.html

• One-credit extension
• Allows students additional time past the intended term of graduation to turn 

in the formatting of their ETD, up to the first day of the following term.
• There are several required processes a student must do to qualify for a one-

credit extension, including paying additional tuition/fees.

https://www.montana.edu/etd/who/students.html
https://www.montana.edu/etd/who/MSSE.html


Miscellaneous Continued
• Drop-in help available throughout the semester!

• Tuesday, April 2 from 1:30-3PM in Gaines Hall 344
• Monday, April 8 from 10:00-11:30AM in American Indian Hall 112
• Wednesday, April 17 from 1-2:30PM in Romney Hall 415
• Wednesday, April 24 from 11:30AM-1:00PM in Roberts Hall 321
• Monday, April 29 from 10:30AM-12:00PM in Reid 401

• Please come to drop-in hours having made a good faith effort to 
format your ETD correctly.



Professional Development: 
GradCat 360
• https://www.montana.edu/gradschool/

professionaldevelopment
• GradCat 360 is a comprehensive professional 

development program for graduate students at 
Montana State University. It is a series of programs 
and events designed by the Graduate School and 
departments across campus that center around 
nine focus areas.

• GradCat 360 has pulled together a curated calendar 
of events for graduate student professional 
development both on- and off-campus (including 
ETD drop-in hours!). Links for the events can be 
found in the event description.

https://www.montana.edu/gradschool/professionaldevelopment/index.html
https://www.montana.edu/gradschool/professionaldevelopment/index.html


Thank you!

Questions?

ETD approval deadline: Friday, 
May 3, 2024, at 5PM

One-credit extension deadline: 
Friday, May 31, 2024, at 5PM
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