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You Survived Format Review, Now What?
• All Submissions that have successfully completed format review will be unlocked 10 

days before the submission deadline

• Make sure you have everything ready to revise your initial submission
• Final, approved Thesis in an ACCESSIBLE PDF format

• Final, approved Title Page (to complete the submission form)

• Keywords, Abstract, Embargo, Release Option choice

• Do NOT do a new submission, REVISE your existing work
• New submissions will be deleted upon receipt

https://helpx.adobe.com/acrobat/using/create-verify-pdf-accessibility.html


• UCF Policy Number 2-006: Digital Accessibility
• Any web content "shall strive to conform to WCAG 2.0 AA"

• Minimum Accessibility Requirements for HUTs in STARS
• PDF file includes full text
• PDF accessibility permission flag is checked
• Text language of the PDF is specified
• Figures and images include alternative text, also known as alt text

• For assistance adding alt text, please refer to this tutorial from Microsoft

• PDF includes a title
• Any supplemental files must also be accessible

• Videos must be subtitled
• Figures and images must include alt-text
• For assistance adding alt text, please refer to this tutorial from Microsoft

PDF Accessibility

https://policies.ucf.edu/documents/2-006.pdf
https://support.microsoft.com/en-us/office/video-improve-accessibility-with-alt-text-9c57ee44-bb48-40e3-aad4-7647fc1dba51?ui=en-us&rs=en-us&ad=us
https://support.microsoft.com/en-us/office/video-improve-accessibility-with-alt-text-9c57ee44-bb48-40e3-aad4-7647fc1dba51?ui=en-us&rs=en-us&ad=us


Revising your Thesis Submission
1. Log in to your STARS account
2. Click on your thesis title 3. Click Revise thesis



Upload Thesis

Make Sure You Review:
• Thesis title

• Keywords

• Abstract

• Year and Semester

• Thesis chair(s)/advisor(s)
• Last name, First name

• Degree
• e.g. Bachelor of Fine Arts (B.F.A.), 

Bachelor of Science in Environmental 
Engineering (B.S.Env.E.), etc.

• College

• Department (if applicable)

• Degree program (if applicable)

• Release option

• Thesis saved as a PDF

• Supplemental files (if applicable)

**REQUIRED

All submissions are locked upon final revision—no changes may be made



Further thoughts…
• Make sure your pdf has been made accessible

• Check the spelling on your title page and abstract
• Errors can alter search results

• DO NOT include anyone else as an author

• DO NOT include your PID or NID

• Use proper capitalization, NOT ALL CAPS

• Select only University of Central Florida as the Institution 

• Format the Advisor’s name as Last name, First name
• Do not include any titles, degrees, etc., only the name

https://helpx.adobe.com/acrobat/using/create-verify-pdf-accessibility.html


• Make sure you upload the final, defended, approved version of your thesis

• Please submit as an accessible PDF file

• There are ABSOLUTELY NO CHANGES once you click Submit

• Don’t wait until 4:45 p.m. on the last day to submit.  
• If you do, there will be a crisis of some sort

• Call/email me or the Office of Honors Research if you are unsure about something

• Completing these steps properly helps me get your thesis posted in a timely manner
• i.e. We don’t have to correct your mistakes

Final thoughts…



Where is my thesis being downloaded?



Questions?
Contact me!

Kerri Bottorff
Digital Project Librarian

(407) 823-1129
kerri.bottorff@ucf.edu

STARS@ucf.edu
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