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Electronic Thesis and Dissertation (ETD) OhioLINK Submission Guidelines  
 

This information will assist you when submitting either your abstract and/or full text of 
your thesis or dissertation to OhioLINK.   
  

1. Go to http://www.ohiolink.edu/etd.  Click on Submission form for your  
      complete, finalized ETD. 
 

       
2. On the ETD Submission page, read the agreement and click the 
      appropriate choice with your mouse.  Then click Continue. 
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3. If you clicked on the first option, bibliographic information and abstract, 
continue by following the instructions under Option 1: Abstract Only, page 3. 
 
If you clicked on the second option, bibliographic information, abstract and, full 
text in PDF Format, continue by following the instructions under Option 2: Full 
Document Submission, page 7.  
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OPTION 1: ABSTRACT ONLY 
 
1. On the School Selection page, choose the university with which you are affiliated.  

Then, click on Continue to main form.  
 

 
 
2.  On the Main Menu page, click on option 1, Information about you. 
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3.  On the Information About You page, complete the following information (items with 
an “*” are required).  

 
 • * Last Name 
 • * First Name  
 •    Middle Name or Initial 
 •    Suffix 
 • * Email Address  
 • * Current Mailing Address 
 •    Current Telephone Number 
 •    Future/Permanent Email Address 
 •    Future/Permanent Mailing Address 
 •    Future/Permanent Telephone Number 
 •    Country of Citizenship 
 
4.  Click on Update this information and return to the main menu. 
 
5.  On the Main Menu page click on option 2, Information about your degree and paper.  
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6.    On the Information About You page, complete the following information  
       (items with  an “*” are required).  
 
 • * College, School, Department or Program 
 • * Degree 
 • * Title 
 •    Pages 
 •    Language 
 • * Abstract (must be only one paragraph with no hard returns). You  

      may cut and paste from a word processor into the box. 
 •    Keywords 
 •    Subject Headings 
 •  *Advisor Last Name 
 •  *Advisor First Name 
 •    Advisor Middle Name or Initial 
 •    Year manuscript completed  
 •    Year degree awarded 
 
7.  Click on Update this information and return to the main menu. 
 
8.  On the Main Menu page, you should see the word Completed beside numbers 1 and 2.   
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9.  Now, click on the hyperlink preview your record to verify the information you 
submitted is correct.  If correct, then click on Return to main menu.  If incorrect, then 
choose Return to main menu, and click on Delete this submission and start over.  This 
will return the screen to step one and you will be asked to begin again. 

 

 
 
10.  If you are finished, click on SUBMIT MY PAPER NOW, and the    
       information will be sent to the appropriate university office for review 
       and approval.  
 

CONGRATULATIONS ON YOUR SUCCESSFUL SUBMISSION! 
 
 
 
 
 
 
 
 
 
 



JC/NL 6/11/02   © Copyright 2002 University of Cincinnati 7 

OPTION 2: FULL DOCUMENT SUBMISSION 
 
1. On the School Selection page, choose the university with which you are affiliated.  

Then, click on Continue to main form. 
 

 
 

 
2.  On the Main Menu page, click on option 1, Information about you. 
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3.  On the Information About You page, complete the following information (items with 
an “*” are required). 

 
 • * Last Name 
 • * First Name  
 •    Middle Name or Initial 
 •    Suffix 
 • * Email Address  
 • * Current Mailing Address 
 •    Current Telephone Number 
 •    Future/Permanent Email Address 
 •    Future/Permanent Mailing Address 
 •    Future/Permanent Telephone Number 
 • * Country of Citizenship 
 
4.  Click on Update this information and return to the main menu. 
 
5.  On the Main Menu page click on option 2, Information about your degree and paper. 
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6.  On the Information About You page, complete the following information (items with 
an “*” are required).  

 
 • * College, School, Department or Program 
 • * Degree 
 • * Title 
 •    Pages 
 •    Language 
 • * Abstract (must be only one paragraph with no hard returns). You  

      may cut and paste from a word processor into the box. 
 •    Keywords 
 •    Subject Headings 
 • * Advisor Last Name 
 • * Advisor First Name 
 •   Advisor Middle Name or Initial 
 •   Year manuscript completed  
 •   Year degree awarded 
 •   Check the appropriate circle about publication delay (you may only  

     choose this if you have made prior arrangements with the   
     Department of Research and Advanced Studies). 

 
7.  Click on Update this information and return to the main menu. 
 
8.  Click on Option 3, UMI Release Form. 
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9.  Carefully read the information on this page.  Then, enter your social 
     security number and complete the questions.  
  
10.  At the bottom of the page, click on Update this information and return 
       to the main menu. 
 
11. On the Main Menu page, you should see Completed next to numbers 1, 2, and 3. 
 

 
 
12.  Now, click on Browse next to the white field in number 4. 
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13.  Choose the file location where your completed PDF file is located.    
       Once you find your file in the directory, double click on the file name to 
       place it in the white field.  It is recommended that you upload from your 
       C: drive, rather than a ZIP disk or a CD/Rom. 
 
14. When you are finished locating your file, click on Upload Now and  

wait for the process to be completed. 
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15.  When the file has been uploaded, the main menu will appear with a 
        ucin number highlighted in blue.  Click on this number to preview  
        your document and verify its accuracy.  
 

 
 

Successful Upload    Unsuccessful Upload 
 
1.  Click on preview your record and 

verify the information you submitted 
is correct. 

2.  After viewing the information click 
on Return to main menu. If the 
information is incorrect, click on 
Delete this submission and start 
over.  This choice will delete the 
entire submission and require you to 
begin again. 

3.  If the information is correct, click on 
SUBMIT MY PAPER NOW, and the 
information will be sent to the 
appropriate university office for 
review and approval.  

 

1. If the document did not upload 
correctly, try to upload again by 
clicking the re-upload box 
located below the ucin number. 

2.  Repeat steps 12-15 above. 
3.  If unsuccessful after the second 

attempt, make sure you followed 
each step correctly.  If the 
problem persists, contact the 
ETD Help Desk. 

 
 
 
 
 

 
CONGRATULATIONS ON YOUR 

SUCCESSFUL SUBMISSION! 


