
How to use online submission PDF. Conversion 

Utica College’s online electronic theses and dissertation submission website requires that all 

thesis and dissertations be submitted in PDF format.  The website contains a converter which 

students can utilize if they do not know how to create a PDF on their own.  The converter can 

convert Microsoft Word, Word Perfect, or Rich Text Documents to PDF. 

1. Select whether you want to Submit a Thesis/Dissertation or View/Revise an existing 

submission 

a.  

2. Select the PDF Conversion tab 



a.  

3. Select Browse 

a.  

b. Use the pop-up window to find your file and select Open 

4. You will get a message box that your file was successfully uploaded. Select Convert File 



a.  

5. You will get a message that your file has been sent for conversion.  The converted file 

will be sent to your email on file, which will show on the confirmation screen. 

a.  

6. When you receive the email, download and save the file so that you have it for your 

records.  After two weeks your file will no longer be accessible through the email. 


