1. Go to www.etdadmin.com/utica

a. *you must type the www. for the link to work.

2. Select the Submit my dissertation/thesis
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Resources & Guidelines

Publishing your dissertation/thesis at Utica College

Campus Resources & Guidelines for Utica College

Thig is the place where vou can come to |8arn how your CaMpUs Can azsist you with your
dissertationthesis needs - from links to the campus writing center to important information
about deadlines,

Ready to begin?

» Submit my disserationthesis
» Campus Resources

> View/revise existing submission
Learn more about your institution’s guidelines & resources.

Preparing to submit your dissertation or thesis

Are you working toward submission of your dissertation or thesis? Obtain the information you need ta ensure its published the way you
want itto look,

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

About ProQ Di ion F

ProQuestUNI Dissertation Publishing is the warld's only camprehensive service far puslishing, archiving, and disseminating graduate
research. By publishing with ProQuest/UMI, you ensure your dissertation or thesis gains the widest possible audience

Contact us | About UMI Dissertation Publishing
22013 ProQuest LLC. All rights reserved.
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3. Login with your username and password if you have already set up your account or select

Create an Account
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Welcome to the Utica College Site
ETD Administrator lets graduate students submit their Vthesis to ProQuestUMI D g for

There are several steps in the sUOMIssion process, which ETD Administrator will walk you through. Your submissior
will be reviewed for approval before it is submitted to ProQuest/UMI Dissertation Publishing.

To continue, please log in or create a new account

New user?

Create an Account to g
dissertationthesis.
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4. If you need to create an account complete all required fields denoted by an * and click

Sign Up

Create your account
Fill in the form below to register and submit your dissertationfthesis.

Clear Form*required

Email*:

| An email will be sent to this address for activation

Verify Email*:

First Name™

Middle Name: ‘ |

Last Name*:

Institution*: Utica College

Country of Citizenship: | Select Country — [=]

Username*:

| Hust be at least 4 characters

Password* ‘

\
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5. Once you are logged into the system select Submit a new dissertation/thesis

| Must be at least 4 characters

Verify Password®:

Signed in ss: Megan Wilson
My Profile | Sian Out

UMI_ ETLuniator

My ETDs Resources & Guidelines PDF Conversion E’g{‘%g({%
My DissertationsiTheses List Submit my ETD My Profile Help ?
My Dissertations/Theses List

Welcome to the ETD Administrator - Utica College

Please select your dissertationthesis below to revise or continue your submission.

-- Submission in Progress --
1D: 10004
Status: Submission in Progress

Continue Submission

- Submission in Progress --
1D: 10003
Status: Submission in Progress

Continue Submission




6. Read the instructions and guidelines on what you need to continue, when you are ready

select Continue

Submission steps:

Publishing information:

[ P publishing options
[C] ProQuestiUMI agreement
[T university agreement

[ Contact information

About my dissertationithes

[] Dissertation/Thesis details

[] Supplemental files (optional)

[] Notes (optional)

Submission & payment:
[] Register U.S. Copyright
[] Order copies

[C] shipping address

[C] Submit

Resources & Guidelines

My DissertationsiTheses List

PDF Conversion

SubmitmyETD My Profile

Instructions

‘Welcome to the ETD Administrator - Utica College

or thesis te ProQuest/UMI Di Publishing for publishing. Your submission will be reviewed before itis delivered to

The ETD Administrator lets graduate students submit their completed di:
ProQuestiUMI

Before you begin
Before you begin, please be sure you have the following:

« Full text of the dissertationithesis in PDF format. This must be one file. If your manuscriptis in Word or RTF format, you can convertto PDF using the POF Conversion tool. You alse must embed fonts in the
PDF. Fortips on creating PDF files, see the PDF FAQs

* Abstract

* Optional Supplementary files (images, data, efc.) that are anintegral part of the dissertatientthesis, but net part of the full text.

* Advisor and other Committee Members' Names

« Subject Category. Please choose ane o three subject categories from the Subject Cateqory list T, that best describe your disserationfihesis' subject area.

Note: If you need to finish your submission later (for instance, if you need to update your PDF file before uploading it), you can save your information and come back to finish. Ne information will be lost.
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7. Read the descriptions and select the publishing option of your choice, then select Save

and Continue. *Note that Open Access Publishing Plus contains a $95.00 fee due at the

time of submission.

Submission steps:

Publishing infermation:

["] PQ publishing options

[C] ProQuestiUMI agreement

Resources & Guidelines

My Dissertations/Theses List

PDF Conversion

Submitmy ETD My Profile

Publishing Options

Selectthe puslishing options below that best fit your interests and scholarly publishing obligations. Required fields are marked with an asterisk (*).

For assistance, consult your graduate schoal, and read our Publishing Guides

Select Type of Publishing *

Traditi ishing View

[C] university

[ Contact information

About my dissertation/thesis:

[T pissertation/Thesis details

[] supplemental files {optional)

[ Notes (optional)

Submission & payment:
[] Register U.S. Copyright
[C] order copies

[] Shipping address

[ Submit

« |wantto make my work widely available and I want to be eligible to receive royalties on the sale of my work.

+ |understand that | must maintain a current mailing address with ProQuestUWI in order to be eligible to receive royalties.

= lunderstand that ProQuestUMI does not charge a fee for Traditional Publishing.

+ | understand that my work will be available through ProQuest Dissertations & Theses, Udini and D
PsycINFO, etc.).

Express, and that a ci ot may appear in some indexes (e.g. SciFinder, MathSciNet,

Open Access Publishing PLUS view agreement
« Iwantthe broadest possisle dissemination of my work, and | want to provide free global access 1o the electronic copy of my wark via the internet

= lunderstand that | will not be eligivle to receive royalties.

+ |understand that the ProQuest/UMI fee for Open Access Publishing PLUS is $95.00 USD

« | understand that | will pay the fee, unless notified by my graduate institution that the school will pay.

= |understand that my work will be available through ProQuest Dissertations & Theses, Udini and D
PsycINFO, etc.).

Express, and that a ci ct may appearin some indexes (e.0. SciFinder, MathSciMet,

Select Publishing Options

I'want major search engines (e.g. Google, Yahoo) to discover my work through ProQuest. * Leam more

No

ave & Continuy



8. Read the publishing agreement and select Accept or Decline

Submission steps:

Publishing information:

Instructions

PQ publishing options
["] ProQuest/UMI agreement
[T university agreement

[C] Contact information

About my disser

Resources & Guidelines

My Disseriations/Theses List

PDF Conversion

My Profile

Submit my ETD

ProQuest/UMI Agreement

Traditional Publishing Agreement

This Agreement is between the author (Author) and PreQuest LLC, through its UMI® Dissertation Publishing business (ProQuestUMI). Under this Agreement, Author grants ProQuestUMI certain rights to
preserve, archive and publish the dissertation or thesis, abstract, and index terms (the Work) provided by Author to ProQuestiUMI

Section I. License for Inclusion of the Work in UMI® Publishing Program.

Grant of Rights. Author hereby grants to ProQuestUMI the non-exclusive, worldwide right te reproduce, distrigute, display and transmit the Work (in whele or in part) in such tangible and electronic formats
as may be in existence now or developed in the future. Author further grants to ProQuestiUMI the right to include the abstract, bibliography and other metadata in the ProQuest Disserations and Theses
database (PQDT) and in ProQuest/UMI's Di Abstracts and any or related index andior finding products or services.

[] Dissertation/Thesis details

[C] Supplemental files (optional)

[7] Hotes (optional)

Submission & payment:
[] Register U.S. Copyright
[ order copies

[ shipping address

[ Submit

umi@ g Program - Election and Elements. The rights granted above shall be exercised according to the publishing option selected by Author on the previous Publishing Options screen, and
subject to the following additional Publishing Program requirements

Redistribution of the Work, Excapt as restricted by Author in the publishing option selected, the rights granted by Author automatically include (1) the right to allow sale and distrioution of the Wark, in
whaole orin part, by agents and distributors, including but not limited to commercial retail outlets and (2) the right to make the Abstract bibliographic data and any meta data associated with the Waork
available to search engines and harvesters.

Restrictions. ProQuest/UMI will use commercially reasonable efforts to restrict the distribution of the Work as provided under the publishing option selected by Author or as later elected by Author
through direct contact with ProQuest/UMI. Such election is subject to Author's Degree Granting Institution Directives (see below). With respect to restrictions requested after submission of the Work,
Author acknowledges that ProQuestUNI cannot recall or amend previously distriouted versions of the Work. Refer to Guide 3 and Guide 4 for information asout access and restrictions.

Removal of Work from the Program. ProQuestUMI may elect not to distribute the Work ifit believes that all necessary rights of third parties have not been secured. Referto Guide S forinformation
about copyright and your dissertation or thesis. If Authar's degree is rescinded, and the degree-granting institution so directs, ProCuest/UNI will expunge the Work from its publishing program in

accordance with its then current publishing policies

Deares Granting Institution Directives. Author is solely responsiole for any conflict between policies and directions of Author's degree-granting institution, Author's chaice of puslishing modal, and/ar
any restriction Author places on the use of the Work. Forthe avoidance of doubt, ProQuestUMI is not responsible for access to the Work thatis provided by Author's degree-granting institution
through its ligrary or institutional repesitory. Author must work directly with Author's degree granting institution te ensure application of any restrictions to access relating to the Work by Author's
degree granting institution

‘Copyright and Deposit with the Library of Congress. At Author's option, as indicated in the Register U.S. Copyright screen of the online submission process, and upon payment of the applicable fee,
ProQuestlUMI will submit an application for registration of Author's copyright in the Wark in Author's name. In addition, regardless of whether copyright registration of the Work is sought, ProQuestUMI may
make a copy of the Work available to the Library of Congress in digital, microfarm or other format as required by the Library of Congress.

Delivery of the Work. Authar shall provide to ProQuast/UNI the Wark and all necessary supporting documents during the online susmission pracess, according to Guide 1: Preparing Your Manuscript for
Submission,

Rights Verification. Author represents and warrants that Author is the copyright holder ofthe Wark and has obtained all necessary rights to permit ProQuestUMIto reproduce and distribute third party
materials contained in any part of the Work, including all necessary licenses for any non-public, third party software necessary to access, display, and run or printthe Wark. Author is solely responsible and
will indemnify ProQuest/UNI for any third party claims related to the Work as submitted for publication

Section Il. Rights pursuant to Tra
Author's election of Traditional as the type of Publishing confirms Author's choice to have ProQuestiUNI publish the Work according to the Traditional Publishing option described below.

Traditional Publishing. ProQuestUMI may exercise the rights granted under Section | above including through the sale of individual copies of the Work in tangible or electronic media andior as part of
electronic database and reference products of senvices.

Puplishing Fees and Rovalties. There is no publishing fee charged for dizsertations and theses suomitted through the UMID ETD Administrator, AUthars institution may assess additional fees.
ProQuestUMI will pay royalties of 10% of its net revenue from sales of the Work, conditioned on Author maintaining a current address on record with ProQuest/UMI. Royalties will be paid when accrued
earned royalties reach $25.00 USD. If, after 25 years, earned royalties do not accrue to atleast $25.00 USD, ProQuestUMIs royalty payment obligation will cease.

n

I'have read, and agree to this ProQuesyUNI Agreement, including all rights and restrictions included within the publishing option that | have chesen.

Decline |

Utica College

® 2013 ProQuest LLC. All rights reserved. Terms and Conditions
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9. Read the Library Rights Statement Form, check the “I have read, understand and agree to

this University Agreement” and select Save & Continue.

[T

PQ publishing options
ProQuest/UMI agreement
["] university agreement

[] contact information

About my dissertation/thesis:
[] pissertation/Thesis details
PDF

[C] supplemental files (optional)

[C] Notes (optional)

Submission & payment:
[] Register U.S. Copyright
[C] order copies

[C] shipping address

[ submit

B

Frank E. Gannerr Memorial Library

Library Rights Statement Form

In presenting this Graduate Thesis or Capstone Project in partial fulfillment of the requirements for an
advanced degree at Utica College, T agree that the Utica College Library shall make it freely available
for inspection. I further agree that permission for photocopying or digital reproduction, as provided
for by the Copyright Law of the United States (Title 17, U. S. Code), of my Graduate Thesis or
Capstone Project for scholarly purposes may be granted. It is understood that any photocopying,
reproduction or publication of this Graduate Thesis or Capstone Project for financial gains shall not
be allowed without my written permission.

I hereby grant permission to Utica College Library to use my Graduate Thesis or Capstone Project for
scholarly purposes.

[7] I have read, understand and agree to this University »\greemem_

m




10. Fill in the required fields denoted by an *, note the date must be entered in YYYY-MM-

DD format, then select Save and Continue

Submission steps:

Publishing information:

Instructions
PQ publishing options
ProQuest/UMI agreement
University agreement

["] Contact information

About my dissertation/thesis:

[C] Dissertation/Thesis details

[] Supplemental files (optional)

[C] Notes (optional)

Submission & payment:
[C] Register U.S. Copyright
[C] order copies

[ Shipping address

[C] submit

Contact Information

Please enter your contact information. This information will be used to process your submission.

*-required

First Name*:

Middle Name

Last Name*:

Country of Citizenship
Institution™

Permanent email address*

Phone Number:

Current Address:
Country™:

Street Address*
Street Address line 2
Street Address line 3:
City*
State/Province*:

ZipiPostal code™

Permanent Mailing Address*:

Use current address:

Date effective*

Country*

Street Address®

Street Address line 2

Street Address line 3

city*

State/Province™

Zip/Postal code”

— Select Country —

Utica College
Enter permanent email address, not your institution email address.

Arsacode  Phone Extension

— Select Country ~ =]

— Select State/Province — E

[C] Permanent address is same as current address

YYYY-HI-DD

- Select Country — |Z|

— Select State/Province — [~

Utica College
®2013 ProQuest LLC. All rights reserved. Terms and Conditions

Pro




Submission steps:

Publishing information:
Instructions

PQ publishing options

ProQuest/UMI agreement
University agreement

Contact information

About my

11. Fill in the Dissertation/Thesis Details fields and select save and continue

Dissertation/Thesis Details

Title*

Year Manuscript Completed*

2013[~]

Degree/Department Information:
Year degree awarded” 2013 [+]

Degree Awarded* E

Department” =

rvisoriCommittee Chair*:

[ Dissertation/Thesis details
PDF
[C] supplemental files (optional)

[T Notes (optional)

Submission & payment
[C] Register U.S. Copyright
[ order copies

[ shipping address

[ Submit

Enter your primary advisor(s), not your entire commitiee. Do not include degrees as part of the name.

First Name Middle Initial: Last Name

Committee Members:
Include up to 10 names. Do not include degrees as part of the name.

First Name: Middle Initial: Last Name

d another member

Description of Dissertation/Thesis:

Primary Subject Category™:

Additional Subject Categories:

EEE

Keywords (include up to &)

Abstract * Need to format your abstract? See our formatting hints.

Primary language*

en (English) E|



12. Upload a PDF. Version of your capstone or thesis *Note instructions on how to convert

your file to a .pdf are available at: https://www.utica.edu/ogs/etdsubmit.cfm

Resources & Guidelines PDF Conversion

MyDissertations/Theses List  Submitmy ETD My Profile

Submission steps: PDF PDF conversion tool

You must upload your work as a PDF. If you don't have a PDF file yet, you can convert your iptio PDF using the on tool we provide

Publishing information:

Instructions Other PDF Requirements: @

PQ publishing options * Fonts must be embedded
ProQuestiUMI agreement * Security seltings must be setto "No security”. Encrypted files cannot be processed for publishing

* The maximum file size that can be uploaded is 1000 MB

University agreement

Contact information Top reasons wihy you are unable to upload your PDF file into your ETD submission:

About my dissertationfthesis: * The fonts have not been embedded. Click here for our help document on embedding fonts

+ lereated my PDF using Microsoft Word and even though | embedded my fonts | get an error message telling me thatthere are fonts that are not embedded. Click here for what s needed when creating your

Dissertation/Thesis details PDF with Microsoft Word 2010. Click here for what is needed when creating your PDF with Microsoft Word 2007

PDF * lcreated my POF using Adgbe Professional (this includes if you created an Adobe PDF in Microsoft Word with the Adobe add-in), and even though | embedded my fonts in the Word document, | am still getting
an eror telling me that edded. Click here for the steps to follow when creating a PDF in Adobe Professional

[C] Supplemental files (optional)

[C] Notes (optional
fouonal] viewPDE B 31548y

[C] Register U.S. Copyright
Having trouble uplaading your file? Try our Basic Upload tool

Save & Continue

[C] Order copies
[C] shipping address

[C] submit

13. Upload any supplementary files and select Save & Continue

Instructions
Supplemental file requirements: 9

PQ publishing options

Do not upload files that someone else holds rights to (for example, third party software such as Microsoft Excel). However, upleading your Excel spreadsheet is OK.
ProQuest/UMI agreement

Zip large files, a large group of files, or files that have a directory structure.
University agreement

The maximum file size for a single file that can be uploaded is 1000 MB.

Contact information

The maximum file size for all files that you submit (dissertationfthesis and supplemental files)is 1000 MB.

About my dissertation/thesis:

Dissertation/Thesis details 1. Add File: -
Browse
PDF

Note: do not add third party applications or software (ie. Adobe Reader, stc )
"] Supplemental files (optional)

Having trouble uploading your file? Try our Basic Upload tool.
[C] Notes (optional)
Description:
Submission & payment: Media Types: | Select Media Type [7]
[C] Register .S. Copyright
[C] order copies
[C] shipping address
[C] submit Note: do not add third party applications or software (ie. Adobe Reader, etc. )
Having trouble uploading your file? Try our Basic Upload 100l

Description:

Media Type«: | Selsct Media Type [~ |

Add another supplemental file
_

Utica College
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Submission steps:

Publishing information:

Instructions

PQ publishing eptions

ProQuest/UMI agreement

University agreement

Contact information

About my dissertation/thesis:

DissertationThesis details

PDf
[C] supplemental files (optional)

|| Notes (optional)

14. Enter notes to the administrator (Optional) and select Save & Continue

Notes to Administrator (optional)

Include any notes you have for the administrator at your graduate school who will be reviewing your submission
If you will be unreachable via email, note the best way to contact you here as well

Hotes to Administrator:

(Maximum characters: 200}

Save & Continue

15. Select copyright options and select Save & Continue. Note that if you choose to file for a

copyright (optional), you will be charged a $55.00 fee at time of submission.

PQ publishing options

ProQuest/UMI agreement

University agreement

Contact information

About my dissertationithesis:
Dissertation/Thesis details
PDF

[C] Supplemental files (optional)

[Z] Notes (optional)

Submission & payment:
["] Register U.S. Copyright
[C] order copies

[ shipping address

[ Submit

How to take advantage of our copyright servic:

Registering with the U.S. Office of Copyright establishes your claim to the copyright for your dissertationfthesis and provides certain protections if your copyright s violated. Because of the availability of content on
the open web via repositories and other avenues, registering for U.S. copyright can be a significant benefit for the protection of your work. By registering for U.S. copyright, you can protect your dissertation or thesis and
become immediately eligible for statutory damages and aftorney fees. Registering for copyright allows for the claimant to receive statutory damages setout in Title 17, Section 504 ofthe U.S. Code, which range from
5730 -5150,000 USD plus attorney fees per copyright infraction. This contrasts with these who do not register for copyright - authars without copyright registration can claim only actual damages and no atiorney fees

If you wish, ProQuestUMI Dissertation Publishing will act on your behalf as your agent with the United States Copyright Office and apply for copyright as part ofthe

process. Learn more

We will

« Prepare an application in your name
« Susmityour application fee
« Deposit the required copy or copies of the manuscript

« ail you the completed certificate of registration from the Library of Congress

1. Previous U.S. Copyright Registration
Has registration for your punlished dissertationthesis, or for an earlier version of the manuscript, been made with the Copyright Office?

©) Yes - copyright was previously fled € No

2. Requesting ProQuest/UMI to file for U.S. Copyright Registration
© Do not file for copyright - | am requesting that ProQuest/UMI not file for copyright en my behalf.
@ File for a new copyright - | am requesting that ProQuest/UMI file for capyright on my behalf
« lunderstand that an additional fee of §55.00 (USD) will be charged

| autherize ProQuest/lUNI to submit an application for registration of my copyright in the Work in my name. | will receive the registration confirmation directly fram the
U.S. Office of Copyright.

« Il have previously registered my published diss enationtnesis, or an earlier version of the manuscript with the LS. Ofiice of Copyright, | have provided the registration
number and year of registration above (see Question 1)

Save & Continue




16. Choose your options for ordering personal copies and select Continue with Order. If you

do not wish to purchase personal copies select Decline — Do Not Order.

Type Size & Description Price Per Copy (USD)* Number of Copies

Hardcover 81/2x11in, single copy Buy more & save: l:l
12 $56.00
3 $50.00
4 54725
5+ 54500
Hardcover B6x9in., single copy Buy more & save: l:l
1-2  548.00
3 54067
4 $39.00
5+ $37.00
Softcover 8 1/2x11in., single copy Buy more & save: l:l
12 54000
3 $36.00
4 53400
5+ 53200
Softcover 6x9in., single copy Buy more & save: l:l
12 534.00
3 $30.67
4 $29.00
5+ 527.00

Calculate subtotal I Subtotal*: $0.00 USD

*Note: Prices are in U.S. Dollars (USD). Tax may be added to the total based on your shipping address.

m

Continue with order Decline - do not order I




17. Verify you documents and information and select Submit

Submission steps: Submit

Your is is ready for ion. When you submit, it will be sentto your graduate scheol for review.
Publishing information:

Please verify submission first

Instructions
After you submit, you cannot revise your submission without permission from your graduate school administrator. Please verify that your submission is complete and correct before continuing

PQ publishing options

Submission Summary:
ProQuest/UMI agreement

iy If changes are needad, you can make them using the links provided
Dissertation/Thesis Details: Change
Contact information
Degree: Master of Science
About my dissertation/thesis: Title Test
Dissertation/Thesis details Rostract faswreznawig
Subject Categories Health care management [0769] - primary
PDF
Keywords:
[C] supplemental files (optional) PDE: Chanae
[T] Notes (optional) M (13158 viewPDF
Administrative Documents: Change
‘Submission & payment:
Publishing Options: Change
Register U.S. Copyright Traditional Publishing
Da not delay release to ProQuest
Order copies No search engine access - | do notwant search engines to discover my work
i Do notfile for copyright - | am requesting that ProQuestUMI not file for copyright an my benal.
[T] Shipping address
Institutional Repository (IR) Publishing Options: Change
[] submit Include in instituional repositary: Yes
Delayed Relzase (R) Do not delay relzase to Institutional Repository

Submit Dissertation/Thesis _

©2013 ProQuest LLC. All rights reserved. Terms and Condifions

Utica College

Congratulations!!!

If you have any questions regarding the formatting and/or submission of your thesis or capstone

project please contact the Office of Graduate Studies at (315) 792-3335 or ogs@utica.edu
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