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Washington University Libraries

Electronic Thesis Submission Form

Instructions
Welcome to the Washington University ETD Site.

This site lets graduate students submit their completed master's theses to the Washington University ETD Repository for publishing.
Your submission will be reviewed by an administrator at your graduate school before publication.

Note: graduate students submitting doctoral dissertations will submit directly through the UMI / ProQuest site (which will still be
reviewed by the your graduate school for approval). Dissertations will ultimately reside in both the UMI site and the Washington
University ETD Site.

Before you begin

Before you begin, please be sure you have the following:
o Full text of the thesis and in PDF format. Each must be a single file. If your manuscript is currently only in Word or RTF or some other
format, and need advice on converting it to the PDF format, please contact Digital Library Services (digital@uwlib.wustl.edu).
o Optional abstract
o Optional Supplementary files (images, data, etc.) that are an integral part of the thesis, but not part of the full text.
o Advisor and other Committee Members' Names

Contact Information
Please enter your contact information. Required fields are marked with an asterisk (*).

First Name: &
Middle Name:

Last Name: x

Student ID:



Digital Library Services > Public Forms > ETD Approved

ETD Approved

For the storage of completed ETD forms and thesis that have been approved.

New v | Upload ~  Actions ~  Settings ~

Type Name Modifiedd

&) y2h426746 3/3/2014 12:46 PM
& ale419095 5/10/2013 11:13 AM
| jmoa18517 9/10/2013 11:13 AM
& speq18514 9/10/2013 11:05 AM
&) tmad12923 9/10/2013 11:03 AM
& cwiz401003 5/10/2013 11:02 AM
& 140371237 9/10/2013 11:02 AM
& mbrug263482 9/10/2013 11:01 AM
&) rma419220 5/10/2013 11:00 AM
& fi423340 9/10/2013 10:58 AM
| sbod12967 8/21/2013 1:32 PM
& sbed07490 8/21/2013 1:32 PM
&) 1sh407107 8/21/2013 1:32 PM
& rmu403289 8/21/2013 1:32 PM
& tkoA06746 8/21/2013 1:31 PM
& pPMad09499 8/21/2013 1:31 PM
&) njo393034 8/21/2013 1:31 PM
& mwa392754 8/21/2013 1:31 PM
& mtnANNGTA 8/21/2013 1:19 PM




<?xml version="1.0" encoding="utf-8"?>
<?mso-infoPathSolution name="urn:schemas-microsoft-com:office:infopath:ETDs:-myXSD-2012-10-11T16-05-31" solutionV
href="http://libworks.wulib.wustl.edu/dls/publicforms/ETDs/Forms/template.xsn"?>
<?mso-application progid="InfoPath.Document" versionProgid="InfoPath.Document.2"?>
<?mso-infoPath-file-attachment-present ?>
v <my:myFields xmlns:xsi="http://www.w3.0rg/2001/XMLSchema-instance" xmlns:my="http://schemas.microsoft.com/office/
<my:FirstName>Christopher</my:FirstName>
<my :MiddleName></my:MiddleName>
<my :LastName></my :LastName>
<my:StudentID></my:StudentID>
<my:CountryofCitizenship>United States</my:CountryofCitizenship>
<my:School>School of Engineering</my:School>
<my :Address></my:Address>
<my:City>St. Louis</my:City>
<my:State>Missouri</my:State>
<my:Zip></my:Zip>
<my:Country>United States</my:Country>
<my : CountryCode>USA</my:CountryCode>
<my : PhoneNo></my : PhoneNo>
<my :WUSTLEmail>p</my :WUSTLEmail>
<my: futureaddress></my: futureaddress>
<my:futurecity></my:futurecity>
<my:futurestate></my:futurestate>
<my:futurezip></my:futurezip>
<my: futurecountrycode></my: futurecountrycode>
<my: futurecountry></my: futurecountry>
<my : futurephone></my: futurephone>
<my:permanentemail></my:permanentemail>
<my:dateeffective xsi:nil="true"></my:dateeffective>
<my:Title></my:Title>
<my:Yearcompleted></my:Yearcompleted>
<my:Yearaccepted></my:Yearaccepted>
<my:advisorfirstname></my:advisorfirstname>
<my:advisormiddlename></my:advisormiddlename>
<my:advisorlastname></my:advisorlastname>
<my:department>/my:department>,
<my:committeefirst></my:committeefirst>
<my :commiteemiddle></my:commiteemiddle>
<my:committeelast></my:committeelast>
<my :committeedept></my:committeedept>
<my:primarysubject>Engineering. Materials Science</my:primarysubject>
<my : Keyword></my : Keyword>
<my:Abstract></my:Abstract>
<my:PrimaryLanguage>English</my:PrimaryLanguage>

<my:thesisupload>x01GORQAAAABAAAAAAAAAKGNNWAMAAAAUABVAHIAJAB6AF8AQWBOAHIAaQBzZAHQOAbWBWAGGAZQOBYAF8ATOBTADIAMAAXADQA!
dHJ1Y3RUcmV1Um9vdCAOMjIgMCBSLOlhcmtIJbmZvPDwvTWEFya2VkIHRydWU+P j4+DQplbmRvYmoNCjIgMCBvYmONC jw8L1R5cGUVUGFnZXMvQ291b:
DAgUiA1NyAwIFIgNTkgMCBSIDYXIDAgUiA2MyAwIFIgNjUgMCBSIDcxXIDAgUiA30CAWIFIgODQgMCBSIDkwIDAGUiA5MiAWIFIgOTQgMCBSIDK21ID,
AgUiAXNTQgMCBSIDE1NiAwIFIgMTY2IDAgUiAXNzZEgMCBSIDE3MyAwIFIgMTc4 IDAGUiAXODMgMCBSIDE4OCAWIFIgMTkwIDAgUiAXOTIgMCBSIDE
4MyAwIFIgMjk0IDAgUiAzZMDQgMCBSIDMXNCAWIFIgMzESIDAgUiAZzMjkgMCBSIDMZOSAWIFIgMzQ4 IDAGUiAZNTggMCBS IDM2NyAWIFIgMzczIDAG!
PDwVVH1wZS9QYWd1L1BhcmVudCAYyIDAGUi9SZXNvdXJ jZXM8PCIGh250PDWVRJEGNSAWIFIVRjIgNYAWIFI+Pi90cm9 jU2VOWYIQREYVVGV4dCITD!
ONTLOR1dmljZVJHQj4+L1RhYnMvUy9TdHI1Y3RQYXJ1bnRzIDA+Pg0KZW5kb2JgDQo0IDAgb2JgDQ08PCIGaWx0ZXIVRmxhdGVEZWNVZGUVTGVUZ 3.
YsV9vikTxMLmt j6v23yeLlqZjcLTd1tTR1XX340C6vr8jl4vxs8hMjjNFEksX6/IyRBP4YEU1IKEOUUOZzYFO/vzs4Rs8N/H870HiMTfyOLT+dkU7BG
YEuOBSdPAKLDEgcIgA4Q0kSiWnmHyN34noYv7zTayi2cdYRosvM7gk970YsegGFn6d/ jLHu4vEyEOsohmBt fmCxu94RD7j019g9£5mPpJI1lUmiageGm
1yfYdon7N2ZfxCyJKkPqt SWHUbSFF9EfcFvCgzKgS1lxawZI12508V1FhPQHPU+s53gA/01d01sbgPm2A0ow540XEIWOUDV3wx8FTc1Q0iKBABKJI61iI
Lk1lcOwcGW1ixtvl/RI1VOAiICqIc8ylT1gfX8H6£XAWXK01z8Any4ygI90k09d4sW2aQ6Zeo02522gXf+KFDzY9IQUCOMNgI+aq45zIJWgOKuPypDKk9q
c5m0Z522Z5RF0h49AQEWGIADMSN3cQeIpkdUwBlX++PvaJcgdjaNBmt jin7H7 j/YFxXNj2tNVQapl £XCIXBSQSMEsHqQIfh/VFuNUiaGZt fAzcDUgQLQD
WGMB/3cWhnS+2db0jKFGYUk4JThgZYKwgsI335HRumwEUxXJO0d3 0dXgWMppnoJOJDaQFgUnDaD5tZ8mDsB1i65WG1PbWYrcgwe2h78DUIWIRPNCS1yH
juYrHKmKgh/QRt2D11G1lhsT87nleU3jOQ4XvbHCZXrLB4R3 jgKOugaGPQesAP5gcy2DBgcyGxn4Knn7G8cU+6LSFg59xXmSMILtOpgHN7UmlyGezmz
TKMiivLehCehlJxJUgPwkQYFenKkw4Ehow8Hf0e9h/L8B9/DQplbmRzdHI1YWONCMVUZG9iag0KNSAWIGYiag0KPDwvVHIWZS9IGb250L1N1YnR5¢G
FyIDMyLOxhc3RDaGFyIDEXOC9XaWR0aHMgMTc1lOCAWIFI+Pg0KZW5kb2JqDQo2IDAgb2JqDQo8PCIUeXBlLOZVbnREZXNjemlwdGIyLOZvbnROYW1
kdGggNDMOMi9Gb250V2VpZ2h0IDQWMCIYSGVpZ2h0IDI1IMCITAGVLViA2MS9IGb250Q0kIveFsgLTEONZUgLTIyMiAyODY4IDc30F0gL0ZvbnRGaWx 1l



ETD Workflows: A Bird’s Eye View, bepress

The graduate school uses the IR’s
letter templates to communicate with
students about requests for revisions,
acceptances, etc. These are all stored
for reference within the repository.
Students submit revisions through the
repository; all versions are also stored
for reference.

- Workflow #3

(UConn model)
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https://www.flickr.com/photos/rileyroxx/6357318953, CC BY 2.0
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https://www.flickr.com/photos/mckaysavage/6980540449, CC BY 2.0



7 Stages of a New Direct Submission
Process for ETDs

Information Gathering

Evaluation & Implementation
Behind-the-Scenes
Documentation

Testing

Launch

Troubleshoot, Debrief, and Update
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Information Gathering

 Stakeholders — Graduate School, digital staff
— What is your goal? What are you trying to accomplish?
— How does this fit with other initiatives?
— What do you like? What do you want to change?
— What is your timeline?

» Bepress Support
— Are there best practices?
— What issues should be considered?

 QOther bepress users (GoogleGroups page)

— What have you done?
— Any surprises?



Evaluation

 Submission form
— What works and what needs to be changed?

 Series structure
— “Bucket” ETD series or College-specific series

Repository structure
— Changes to community levels?

Other workflow questions
— Approving metadata
— Creating MARC records



Implementation

* Submission form:
— Add field for DOls
— Add required field for Discipline
— Add consistency to School and Department/Program (dropdown)

* Series structure
— Separate series for each school collected into larger series

 Repository structure
— No changes to communities but greater use of cross-collections/filters

* Other workflow questions

— Approving metadata: Thesis format and submission form approved
through Graduate School

— Creating MARC records: Still figuring this out...



Behind the Scenes

 Administrator privileges
— Who needs access and at what level?
— Who needs to receive email notifications?

 Submission agreement
— Customizing the form (for each series)

» Email template

* Training
— Coordinate with bepress support



Behind the Scenes

 Administrator privileges
— “Chief Editor” hierarchical model

 Submission agreement
— Language standardized by Copyright/Digital Access Librarian

» Email template
— Based on messages staff already sent
— Fit messages within template structure

* Training
— Separate training for Engineering and Arts & Sciences led by
bepress support



Documentation

 External (http://digital.wustl.edu/publish/thesis-prep.html)
— Instructions for students
— Instructions for administrators

 Repository (http://openscholarship.wustl.edu)

e |nternal

— Updating workflow procedures (libworks page)
— Why decisions were made (libworks page)



Testing

* Try out submission form
— Demo site

* Review instructions
— Distribute for feedback

 Move to live site
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https://www.flickr.com/photos/mpwillis/206121584, CC BY-ND 2.0



Troubleshoot, Debrief, and Update

https://www.flickr.com/photos/somethingness/8451573648, CC BY-SA 2.0



General Recommendations

Aim for a quiet graduation period (August instead of May)
Work on a demo site first and then move to live site
Don't try to fit the old process into the new system

Plan ahead but be prepared for changes
(Project Management)

Revise, revise, revise

Communicate — stay in regular contact



Questions

Emily Stenberg | Digital Publishing and Preservation Librarian
Digital Library Services | Washington University in St. Louis

E: emily.stenberg@wustl.edu | P: 314-935-8329

Open Scholarship: http://openscholarship.wustl.edu

https://www.flickr.com/photos/omcoc/6751047205, CC BY-NC-SA 2.0



7 Stages of a New Direct Submission Process for ETDs
Workflow when moving ETDs to direct submission through Digital Commons

1. Information Gathering

1.1. Stakeholders (Graduate School, digital staff, etc.)
*  Whatis your goal?
*  What are you trying to accomplish?
* How does this fit with other initiatives?
*  What do you like? What do you want to change?
*  Whatis your timeline

1.2. Bepress Support
* Are there best practices?
* (Canyou share other examples?
*  What issues should be considered?

1.3. Other bepress users (GoogleGroups)
*  What have you done?
* Any surprises?

2. Evaluation & Implementation
2.1. Submission form
*  What works and what needs to be changed?
* Other initiatives to consider (e.g. DOIs, adding Discipline, etc.)
2.2. Series structure
* Bucket ETD series vs. College-specific series
2.3. Repository structure
* (Changes at the community levels?
2.4. Other workflow questions
* Approving metadata
* Creating MARC records

3. Behind-the-Scenes
3.1. Administrator privileges
*  Who needs access and at what level?
*  Who needs (or wants) to receive email notifications?
3.2. Submission agreement
3.3. Email template
* Customizing messages sent by staff
3.4. Training
* Coordinate with bepress support

4. Documentation
4.1. External: Instructions for students and for administrators
4.2. Repository pages
4.3. Internal: Documenting decisions and workflow procedures

Emily Stenberg, Washington University in St. Louis, July 31, 2014
CC By-NC 4.0
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5. Testing
5.1. Submission form on demo site
5.2. Review instructions and distribute for feedback
5.3. Move form to live site
* Update links

6. Launch

7. Troubleshoot, Debrief, and Update

Emily Stenberg, Washington University in St. Louis, July 31, 2014
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