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B k dBackground

After consultation with departments, the 
library and the Graduate School Executivelibrary, and the Graduate School Executive 
Committee and following a pilot test with 
st dents the Grad ate School hasstudents, the Graduate School has 
implemented a campus-wide electronic 
thesis and dissertation (eTD) program 
effective for Fall 2008.



Wh t i TD?What is an eTD?

 A copy of your thesis or dissertation saved as a 
PDF and available electronically

 PDFs can be created using Adobe Acrobat 
software and electronic archiving is available 
through the UMI eTD Administratorthrough the UMI eTD Administrator

 eTD Administrator is a web-based tool that 
streamlines the submission and administration 
process for students and graduate schools.
 This is the portal through which eTDs will be 

submitted to the Graduate School and processed.submitted to the Graduate School and processed.



Process for Submitting a Thesis or 
Dissertation at TTU
Adapted from http://www.tntech.edu/images/stories/gradstudies/current/manual.pdf

 St d t d ft f th i /di t ti th t i i d b itt h i Student prepares draft copy of thesis/dissertation that is reviewed by committee chair.
 The draft is refined (maybe several times) and then a copy is submitted to the student’s 

advisory committee.  Note that a date, time, and place should be set that is convenient 
for all of the committee members for the presentation and final examination/defense of 
thesis/dissertation (no sooner than one week after you submit draft copy to committee).

 Committee provides recommendations for changes and/or additions.  These are 
critically reviewed (for grammar, spelling, and content) with both the student’s major 
professor and the individual committee members and incorporated as appropriate.

 The advisory committee-approved copy of the thesis/dissertation is then submitted to 
the Graduate School (through the eTD Administrator site—details on following slides) 

This is step 
where eTD 
d

( g g )
for format review to address any formatting that might impact compliance with 
university policies.  The student’s advisor must grant Graduate School approval to 
review the document format.

 Revisions recommended by the Graduate School must then be made.  If there is any 
doubt about a requested revision, check with the Graduate School staff member who 

administrator 
is used.

q
made the request.  Once formatting issues are resolved, the student should submit the 
final copy of the thesis/ dissertation (ready for publication) through the eTD 
Administrator.  The student should also take/send a copy to the advisory committee 
members and obtain their signature on the “Certificate of Approval” form.  This form 
should be sent to the Graduate School along with any paper copies to be bound (refer 
to slide 21) and a “Binding Order Form.” Once all requirements for graduation haveto slide 21) and a Binding Order Form.   Once all requirements for graduation have 
been met, the eTD will be forwarded to ProQuest for back-up storage and publication.





P f U l di TDProcess for Uploading eTD
1 Convert document to a PDF file (other file types for multi media are submitted as1. Convert document to a .PDF file (other file types for multi-media are submitted as 

supplementary files).
2. Go to submission website at http://www.etdadmin.com/tntech/ and create an account.
3. Log-in and begin the submission process:

 Read instructions on the introductory page Read instructions on the introductory page.
 Select publishing option. Read and accept the publishing agreement.
 Enter contact information (present and future, if known).
 Enter details of the submission (e.g., degree to be conferred, subject).
 Upload the PDF document.
 Upload supplementary files, if any.
 Choose other available options (e.g., copyright filing, ordering print copies, etc.).
 Complete any associated surveys (e.g., eventually the SED).
 Elect payment method (if applicable).

Submit Review confirmation screen correct any errors and finalize Submit. Review confirmation screen, correct any errors, and finalize.
4. An email confirming that the Graduate School has received the submission will be sent.
5. Correspondence will follow between you and the Graduate School staff for format review.



S b itti Y TDSubmitting Your eTD

Goto
 http://www.etdadmin.com/tntech/

Review the information available and 
when ready to begin, click “Submit my 
dissertation/thesis”
 Refer to the following slides for screenshots



Setting up 
account 

and log-in



Setting up 
account 

and log-in



Instructions



Part 1
Select 
bli hipublishing 

option.  
Read and 
accept the 
publishing 
agreement.
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Select 
bli hipublishing 

option.  
Read and 
accept the 
publishing 
agreement.



Part 1
Select 
bli hipublishing 

option.  
Read and 
accept the 
publishing 
agreement.



Part 2
Enter 

contact 
information.



Part 3
Enter details 

f hof the 
submission.



Part 3
Enter details 

f hof the 
submission.



Part 4
Upload the 

dfpdf 
document.



Part 5
Upload 
lsupplementary 

files, in any.



Part 6
Add any 

hnotes to the 
Graduate 
School.



Part 6
Copyright.



Options for Binding

Binding can be done
Option A Option B

p g

Part 7

Binding can be done 
through the 

Graduate School at 
a reduced price ($10 
per copy) from that 
li t d f O ti B

Select 
option from 

f th listed for Option B.  
Simply complete the 

“Binding Order 
Form” available at 

the website address

one of those 
listed here.

the website address 
given below and 

return (to the 
Graduate School) 

this form along with 
t dpayment and paper 

copies of the 
thesis/dissertation 

that you want bound.
http://www tntech edu/images/stories/ghttp://www.tntech.edu/images/stories/g
radstudies/Binding_Order_Form.pdf



Part 8
Submit.



Confirmation



Process That GraduateProcess That GraduateProcess That Graduate Process That Graduate 
School Administrators UseSchool Administrators Use

1. Log in to UMI website (eTD Administrator) to access submitted dissertations 
and theses.
 The initial view displays all submissions with their unique ID number, 

author, title, and status (and the administrator assigned to the 
document)document).

2. Graduate School Administrators will:
 View the dissertation/thesis details.
 Possibly correct the metadata.

R i d h k ff it th h kli t Review and check off items on the checklist.
3. Provide feedback to student on any necessary format changes.
4. When everything is complete, the administrator sends an acceptance 

message to the student.g
5. Then with one click, the administrator delivers the manuscript to UMI.

 Manuscripts can be delivered incrementally as they're ready.
 Alternatively, manuscripts may be queued as ready then delivered as a 

batch.batch.



D dli f S b i iDeadlines for Submission

All deadlines for the following may be found on the 
University  Academic Calendar :

 Comprehensive Exam/Thesis Defense Deadline

 Final Copy of Thesis/Dissertation Deadline for electronic Final Copy of Thesis/Dissertation Deadline for electronic 
receipt at the Graduate School

 Approved Thesis/Dissertation for Publication Deadline for pp
electronic receipt at the Graduate School

 Deadline to Remove "Incomplete“ grades



F t G id liFormat Guidelines

 Same as for paper versions
 Thesis/Dissertation Guide Manual Thesis/Dissertation Guide Manual

http://www.tntech.edu/images/stories/grads
tudies/current/manual.pdf

 Thesis/Dissertation Checklist
http://www.tntech.edu/images/stories/grads

tudies/Thesis Diss Checklist pdftudies/Thesis-Diss_Checklist.pdf





Ab t PDFAbout PDF

 Adobe’s Portable Document Format
 File looks like original document and can be 

d b h h th f Ad bread by anyone who has the free Adobe 
Reader software

 Creating a PDF is performed on a computer Creating a PDF is performed on a computer 
that has the full Adobe Acrobat software and is 
as simple as “Printing” to the Adobe printer 
driver instead of to a printer OR using thedriver instead of to a printer OR using the 
PDFMaker macro (MS Office only)



L ti f U i A b tLocations for Using Acrobat

 Acrobat 6 Professional is available in:
 Clement Hall 215, 313B, 313D Clement Hall 215, 313B, 313D

 Acrobat is also available and in later versions for 
purchase through ITS
 http://www.tntech.edu/its/purchases/Software/Student http://www.tntech.edu/its/purchases/Software/Student

Versions.html
 Free pdf converters are also available such as: 

PDF Creator and CutePDF and through the eTD g
Administrator page



H T C t t PDFHow To Convert to PDF

 To convert a file to PDF:
U th t b id d i th TD Ad i i t t Use the tab provided in the eTD Administrator 
(reference next slide) or

 Refer to the instructions in the following link:
 http://dissertations2.umi.com/tutorial.html
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