Submitting a Thesis, Dissertation, or Doctoral Paper into IUPUIScholarWorks
What needs to be done before you begin
submitting your work to IUPUIScholarWorks?
√

Is your document in its final, publishable state? Is your document formatted according to your Department’s
standards OR to the Graduate Office’s standards? Links to online versions of the Guide to Preparation of Theses
and Dissertations for both IU and Purdue are available at http://graduate.iupui.edu/thesesdissertations/index.shtml.

√

Have you converted your document to a PDF? You have a couple options for converting your document(s) to
PDF.
1) The latest version of Microsoft Office has a built in PDF maker.
2) All IUPUI Student Technology Labs and several workstations in the University Library 4th Floor Rich
Media Cluster have Adobe Acrobat Pro, which can be used to convert your document to PDF.

√

Do you have the PDF file saved on a device or location that you can presently access?

√

Have you consulted the Information I Want People to Know About My Thesis/Dissertation/Doctoral Paper
document?

√

Do you have about 10 minutes to devote to the submission process? Remember the larger the file, the longer it
will take to load. Depending on the length of your document and your internet connection, it could take up to 25
minutes to complete the entire process.

If you’ve said yes to the above questions
you’re ready to submit to IUPUIScholarWorks!
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STEP 1 If you are not already on the IUPUIScholarWorks homepage go to: https://scholarworks.iupui.edu/
STEP 2 If you are not already logged in to IUPUIScholarWorks, click on Login under My Account.

STEP 3 Choose “IU login (CAS)”

STEP 4 Log in with your IUPUI username and password.
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STEP 5 Once you have logged in, click on Submissions under My Account.

STEP 6 Then click start a new submission.

STEP 7 The first submission step is to choose the correct collection in which your work should appear. Use the drop down
menu to select the appropriate collection. Chose the collection that includes your Department’s name and Theses and
Dissertations. For example: History Department Theses and Dissertations. Click Next.
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As you work through the submission process, a bar at the top of each page will let you know on which step you currently
are and what steps remain. You may also use this bar to jump forward or backward in the process.

Each step in the submission process will also have buttons at the bottom of the page which allow you to go back if you
need to correct something or save your work so that you can login to IUPUIScholarWorks and finish the submission later.

STEP 8 The next few steps involve describing your thesis/dissertation. Answer questions appropriately for your specific
document. Clicking Next after every step.
Please complete at least the following fields, feel free to fill out more though:
Author: Last name and First name. Include middle name or initial if desired.
Title: Do not use ALL CAPS.
Language:
Keywords: At least 3 keywords that you believe succinctly describe your thesis/dissertation.
Abstract: This will help others when searching either from within IUPUIScholarWorks or from the web. Copying and
pasting a paragraph or two from your introduction will suffice if you do not have an abstract.
Degree:
Degree Grantor:
Year Degree Granted/To be Granted:
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STEP 9 After you are finished describing the item, you will need to upload the actual file(s). Click on the Browse button to
search for the file(s). You do have the ability to upload more than one file. For example if you prefer to break your
thesis/dissertation up into chapters you can easily do so.
Click the Upload file & add another button. The upload may take a few minutes depending on how large your PDF is.
If you need to place an embargo on your submission, use the calendar to select a lift date. Your submission will be
available to the public after the lift date.

You’ll then be able to view your file under “Files Uploaded.” Click Next.
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STEP 10 Next, you will need to verify that you have described your thesis/dissertation to your satisfaction and that you
have uploaded the correct file(s). Use the Correct one of these buttons to correct as needed. Click Next when you are
ready to continue.

STEP 11 Next you will be given the opportunity to assign a Creative Commons License to your work. A Creative
Commons License allows you to set parameters for what you will or will not allow others to do with your work. Selecting a
Creative Commons License is NOT required. For more information about what a Creative Commons License is, please
visit: http://creativecommons.org/license/.
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STEP 12a: If you do NOT wish to select a Creative Commons License, click Next to proceed to the next step and move to
STEP 13 on this guide.

STEP12b: If you DO wish to include a Creative Commons License, choose Creative Commons from the drop-down menu
and answer the questions that appear, then click Next.
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STEP 13 Finally you need to read through the IUPUIScholarWorks Distribution License carefully to understand the license
to which you are agreeing and what you are allowing IUPUI and University Library to do with your work. This is a separate
license from the Creative Commons License and it is required. We suggest printing this license for your records. If you
agree to the terms, check the box next to Grant the License and click Complete Submission.

If you have any questions about the submission process or encounter any problems, please contact the University Library
ETD Administrator at: etd@iupui.edu or 317-278-8011.

The Graduate Office or your Department or School will need to review your submission and graduation standing before
your work will appear in IUPUIScholarWorks.
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