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

UMI ETT A

Support & Training Resources & Guidelines Submitting Your Dissertation/Thesis About ETD Administrator

Publishing your dissertation/thesis at Utica College

Campus Resources & Guidelines for Utica College

This is the place where you can come to learn how your campus can assist you with your
dissertationfthesis needs - from links to the campus writing center to important infarmation
about deadlines.

Ready to begin?

P Submit my disserationfhesis

P Campus Resources
Learn maore about your institution's guidelines & resources.

b Viewlrevise existing submission

Preparing to submit your dissertation or thesis

Are you working toward submission of your dissertation or thesis? Obtain the information you need to ensure it's published the way you
wantitto look.

P Publishing Guides
View instructions and guides to help you prepare your manuscript.

About ProQuest/UMI Dissertation Publishing

ProQuestiUM| Dissertation Publishing is the world's only comprehensive service for puslishing, archiving, and disseminating graduate
research. By publishing with ProQuestUII, you ensure your dissertation or thesis gains the widest possible audience.

Contact us | About UMI Dissertation Publishing
® 2013 ProQuest LLC. All rights reserved.
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2. Select the PDF Conversion tab
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3. Select Browse

Signed in ss: Megan Wilson
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PDF Conversion

You can use this tool to convert your dissertationithesis into POF Format. Your converted document will be available for download for two weeks. After two weeks, it will be deleted from our system and no longer retrievable.

You can convert the following types of documents:
Microsoft Word, WordPerfect, and RTF (rich text format).

Preparing your file: e
Before using this tool, prepare your file by embedding all foj Instructions

Having trouble uploading vour file? Try our Basic Upload fool

Convert File

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
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PDF Conversion

You can use this tool to convert your dissertationhesis into PDF Format. Your converted document will be available for download for two weeks. After two wesks, it will be delstad from our system and no longer retrievanle

You can convert the following types of documents:
Microsoft Word, WordPerfect, and RTF (rich text format).

Preparing your file: 9
Before using this tool, prepare your file by embedding all fonts. Instructions

The file was successfully uploaded. —

File to convert:

Having trouble uploadinggour file? Try our Basic Upload tool
— g

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

a.

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

PDF Conversion

Your file has been submitted for conversion.

You will receive an email message at mwilson23@utica.edu whem and your PDF file is available. Or, you can check your PDF status.

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

a.

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



