
 

  
 

Submitting Your Thesis or Dissertation 

Welcome to Emory ETDs!  

 

 

 

 

 

 



 

       
 

Step 1. LOG IN 

LOGIN to the system using the top right-hand corner OR the "Submit My ETD" button to 
BEGIN the submission process. 

 

 

 

 

 

 



 

       
 

Step 2. SIGN IN with your Emory NetID and password. 

 

 

 

 

 

 

 

 

 



 

       
 

Step 3. COMPLETE TOP EIGHT TABS to create your work. 

Click on each TAB, complete the fields, save your work to continue to the next tab. 

 

 

 

 

 

 

 

 

 



 

       
 

Step 4. ABOUT ME TAB.  

Fill out the fields with some basic information about you. 

Tip: Use Last Name, First Name format. 

Tip: Add a Non-Emory email address -- that you intend to keep and check --   

so the system can send embargo notifications. 
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Step 5. GREEN CHECK confirms a completed tab and enables you 
to move to the next tab. 

 

Step 6. MY PROGRAM TAB. 

Use the dropdowns to fill out the fields with the specifics of your program. 

 

 



 

       
 

Step 7. MY ADVISOR TAB. 

Provide details about your committee chair or committee members.  

Tip: Use Last Name, First Name format. 

If person is not affiliated with Emory, select 'Non-Emory' and enter their affiliation. 

 



 

       
 

Step 8. MY ETD TAB. 

Complete each field with information that describes your thesis or dissertation. 

Tip: Copy & paste UNFORMATTED text for best results.  

The Table of Contents does not need to include all of the Figures, Tables, and 
Appendices found in your manuscript. 

 

 

 

 



 

       
 

Step 9. KEYWORDS TAB. 

Select at least one, but no more than three, research fields that best describe your work.  

Enter a single keyword or keyword phrase per field. Add at least one with no limit. 

Tip: Consult with your committee chair or advisor for help. 

Review and answer the copyright and patent questions.  

Tip: These answers must match your School’s submission form. 

 

 



 

       
 

Step 10a. MY FILES TAB 

~ Upload the PDF version of your thesis or dissertation approved by your Committee.   

~ You can only upload one file. 

Tip: This file CANNOT contain any signatures. 

 

 

 



 

       
 

Step 10b. MY SUPPLEMENTAL FILES 

~ Uploading supplemental files is not required, but it gives you a way to share more of your 
research.  

Tip: These files can be video, research data, securely zipped software, or other 
materials. Once uploaded, you are required to add additional metadata for each. You 
may upload as many supplemental files as you like. 

 

 

 



 

       
 

Step 11. EMBARGOES TAB 

Select whether you would like to apply an embargo and how long you would like it to 
apply.  

Select which parts of your record to include in the embargo.  

Tip: You have the option to restrict access to your thesis or dissertation for a limited 
time. Consult with your thesis or dissertation committee for help. 

 

 

 

 

 

 

 

 



 

       
 

Step 12a. SUBMIT TAB 

Review all your answers before submitting your document(s) to your department or school 
for approval. After you submit your document(s), your school will be notified, and staff will 
review your submission for acceptance. 

 

 



 

       
 

Step 12b. SUBMIT TAB 

 

 

 



 

       
 

Step 12c. SUBMIT TAB 

After your Review, READ AND AGREE to the submission Agreement and Submit. 

 

 

 

 

 

 

 

 

 



 

       
 

Step 13. VIEW Your Notifications. 

The ETD System will send NOTIFICATIONS listing the activity related to your submitted 
record. For example, "Awaiting Approval," "Requires Changes, "Approved." etc." 

 

Step 14. SAMPLE Notification if your School Approver "requests 
changes." 

 

 

 



 

       
 

Step 15a. MAKE REQUESTED CHANGES has multiple steps (15a 
-15h). First click on the linked record identifier in your notification. 
This opens your ETD record. 

 

Step 15b. After your record opens, click on "Edit." 

 



 

       
 

Step 15c. Scroll down to the "My Files" section, select "Remove this 
file." 

 

Step 15d. Add your corrected file. 

 

 



 

       
 

Step 15e. Once added, scroll to the bottom of the page and click 
"Submit your Thesis or Dissertation"  

 

 

 



 

       
 

Step 15f. The screen will change to the "Edit" page.  

In order to notify your School of “changes made” scroll down to "Review and Approval" 
and click the link to expand the options. 

 

 



 

       
 

Step 15g. Select "Request Review" under "Actions."  

Add a comment to your School Approver, and click "Submit."  

(Notice that your Approver's previous comments are also captured here). 

 

 

 

 

 

 

 



 

       
 

Step 15h. The screen will change to the "Edit" page.  

 

 

 

 



 

       
 

Step 16. Look for another "Notification" displaying these actions and 
notifying your Approver that your record "needs review." 

 

Step 17. After your School Approver completes their final approval, 
you will receive another notification.  

Notice that your record identifier has changed to a permanent URL. Approximately one 
month after graduation, your record will publish and be accessible. 

 

 

 

 

 

 



 

       
 

Step 18: Any Questions? 

See bottom of page for Contact Us information. 

 

 

 

 

 



 

       
 

Step 19: "Contact Us" page expanded. 

 

 

 

 



 

       
 

CONGRATULATIONS!! on your successful ETD submission and 
your upcoming graduation!! 

 


