Electronic Submission of Thesis

Submitting your thesis electronically using the ProQuest/UMI Electronic Thesis
Submission Site — a step by step guide.
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http://dissertations.umi.com/kutztown/
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IQJ The ETD Administrator lets graduate authors submit their completed dissertation or thesis to UMI Dissertation
T R Ty Publishing for publishing. There are several steps in the submission process, which the ETD Administrator will walk you
through. Your submission will be reviewed by the Graduate School for approval, before it is submitted to UMI Dissertation
Instructions Publishing.
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Before you begin

Frequently Asked Questions
Before you begin, please be sure that you have the following

Waord-to-PDF Conversion
1. Full text of the dissertationithesis in PDF format. This must be ane file. If your manuscriptis in Word or RTF format,
Submit Your Thesis you may convert it to PDF format here before submitting. For tips on creating PDF files, see the PDF Help Center.
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Before you start click on the PDF Help Center to make sure your thesis is properly
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through. Your submission will be reviewed by the Graduate School for approval, before it is submitted to UMI Dissertation
Instructions Publishing.
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You will then need to create an account.

on the Start Your Submission Button
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Word-to-PDF Conversion
Submit Your Thesis

My Account (Log in;

Contact Support
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Support

Phone:
510.665.1200 exd. 2

NOTE: bepress Technical
Support is available 8 am 1o
5 pm [PST], Monday through
Friday, excluding US
holidays.

ETD Tutorial

Creating an ETD Using Adobe
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Before you begin
Before you begin, please be sure that you have the following:

1. Full text of the dissertation/thesis in PDF format. This must be one file. If your manuscriptis in Word or RTF format,
you may convert it to PDF format here before submitting. For tips on creating POF files, see the PDF Help Center.

2. Abstract

3. Optional Supplementary files (images. sound. etc.) that are an integral part of the disseration, but not part of the
full text

4. Advisor and other Committee Member's names.

5. Subject Category. You must choose one main category from this list. Two optional supplementary subject areas

may also be entered.
6. Keywords (optional; up to six)

Mo part of the submission is registered until you click the final Submit button

Optional Services

Open Access Publishing: ProQuest C3A's UMI Dissertation Publishing now provides an option for publishing your
graduate work on an open access basis. For an additional 395 fee, we will make your graduate work available online free
of charge. Read more sbout open access

Copyright Registration: During the submission process, you will have the option to request that UMI Dissertation
Fublishing files for capyright on your behalf. If you choose this aption, there will be an additional 855.00 fee. Read more
about copyright registration,

Copies of Your Graduate Work: Atthe end of the submission process, you will also have the option to purchase one or
more printed copies of your completed work.

If you have any questions, please contact the Graduate School

Fees

All fees are paid by credit card at the time of initial submission.

A standard UMI Publishing fee of 345 for a thesis is applied to all submissions.

In addition, authors now also have the option of selecting Open Access publishing for an additional $95 fee. Forthe
additional fee, we will make your graduate work available online free of charge to researchers

During the submission process, you will have the option to request that UMI Dissertation Publishing file for copyright on
your behalf. [fyou choose this option, there will be an additional $65.00 fee payable via credit card during the online

the Graduate School
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Submit Your Thesis

My Account (Log in)

EMAIL ADDRESS: |
PASSWORD: I
Forget your password?
LogIn | [T Remember me next
time

New Email Address?

Please log in and choose Edit Profile on your My Account page to update your contact information or customize your
password.
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Enter the required information and click on Sign Up:
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ﬁ Complete the form to register for an-line submission of your dissertation or thesis.

IQJTZWN A password will be emailed to you immediately at the address you provide.
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Required fields are marked with an *

Instructions
Email address * robertkf@gmail.com

Resources for Students

First Mame * |Bob
Frequently Asked I

Questions Middle Name |
Ward-to-PDF Conversion

LastMame * |Smith

Submit Your Thesis
Not on list? Please enter name in full.

|Ku1z‘town University of Pennsylvania

My Account (Log in) Institution

Password * IIIIIIIII

Contact Support

Email
Support

grd * Il.l.....

Fhone:
510.665.1200 ext. 2

Once you have submitted your information, you will get this screen:
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your account and continue with your activity.

Having trouble? Please email us or call us at (510)665-1200. Our support hours are from 8:30 am to 5:30 pm Pacific
Instructions Tims

Resources for Students

Next, you will need to login to your email account and click on the link to activate your
account and continue with your activity. This will direct you to the ETD Submission site
(you can also login at a later date with your new user name and password).

Once you are logged in, read through “Before you begin” and “Optional Services” then
click on Continue:
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Before you begin
Befare you begin, please be sure that you have the following:

1. Full text of the dissertation/thesis in PDF format. This must be one file. If your manuscript is in Word or RTF farmat,
you may convert it to PDF format here hefore submitting. For tips on creating POF files, see the POF Help Center.

Instructions 2 Abstract
Resources for Students 3. Optional Supplementary files (images. sound. etc.)that are an integral part of the dissertation, but not part of the
full text

Frequently Asked

4. Advisor and other Committee Member's names.
Questions

5. Subject Category. You must choose one main category from this list. Two optienal supplementary subject areas
may also be entered.
6. Keywords (optional; up to six)

Word-to-POF Conversion
Submit Your Thesis

My Account (Log in) Mo part of the submission is registered until you click the final Submit button.

Contact Support Optional Services

Email Open Access Publishing: FroQuest C3A's UMI Dissertation Publishing now provides an option for publishing your
Support graduate work on an open access basis. For an additional $95 fee, we will make your graduate work available online free
of charge. Read more about open acce:

Phone:

510.665.1200 exl. 2 Copyright Registration: During the submission process, you will have the option to request that UMI Dissertation

Fublishing files for copyright on your behalf If you choose this optien, there will be an additional $65.00 fee. Read more
about copyright registration.

NOTE: bepress Technical
Supportis available 9@ am
ta 5 prn [PST], Monday
through Friday, excluding
US holidays

Copies of Your Graduate Work: At the end of the submission process, you will also have the option to purchase one or
more printed copies of your completed work.

If you have any guestions, please contact the Graduate

This will then direct you to first of 8-steps to submit your thesis. In step 1 you will need
to choose your publishing option.
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Publishing Options
Select the Publishing Option below that you feel best fits your interests and schalarly publishing

obligations. Please consult your graduate school for instructions or guidance. Our Publishing Guides
may also help. You can find them here.

Instructions
Resources for Students

Frequently Asked
Questions

Open Access Publishing Options Traditional Publishing Options
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OPEN ACCESS TRADITIOHAL Publishing

IMMEDIATE* RELEASE IMMEDIATE* Release

Retail copy sales Retail copy sales

Accessible to search engines Accessible to search engines

[Open Access Fee: an extra $95] | want to make my work widely available for

| want the broadest possible dissemination of purchase as soon as itis published, and |

my work as soon as itis published, and | want wantto be eligible to receive royalties on the
to provide free global access to the electronic sale of my work. | want people to be able ta buy
copy of my work via the internet. | want people a copy of my work via commercial retailers, and
Phone: to be able to buy a copy of my work via | want major search engines to discover my
510.665.1200 ext. 2 commercial retailers, and | want major search ‘work. | understand that | must maintain a
engines to discover my work. | understand that current mailing address with ProQuestUMI in
there is an additional fee for Open Access order to be eligible to receive royalties.
Publishing, and that | will not be eligible to
receive royalties

Word-to-PDF Conversion
Submit Your Thesis

My Account (Log in}

Contact Support
Email
Support

HOTE: bepress Technical
Supportis available 8 am
to 5 pm [PST], Monday
through Friday, excluding
US holidays Conz CTR2

OPEN ACCESS Traditional Copy Sales & Royalties

[Open Access Fee: an extra $95] | wantto make my work widely available for

| want the broadest possible dissemination of purchase and | want to be eligible to receive
my work and | want to provide free global royalties on the sale of my work. | may provide
access to the electronic copy of my work via the further instructions as indicated below. |
internet. | may provide further instructions as understand that | must maintain a current

ETD Tutorial

Creating an ETD Using
Adobe Acrobat

indicated below. | understand that there is an
additional fee for Open Access Publishing and
that | will not be eligible to receive royalties.

If no boxes are checked below, your work will
be released immediately with no restrictions.
Release Options™: Restriction Options:

& month embage ™ Mo search 2ngine

mailing address with ProQuest/UMI in order to

be eligible to receive royalties

If no boxes are checked below, your work will
be released immediately with no restrictions.
Release Options*: Restriction Options:
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Step 2 enter your personal information:
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About Submission UEIZ?I?d Supplementsl Cn'gj\,fright Bound  Confirmation
ees

ou Detailz Files Copies
Flease enter your contact information here.
Required fields are marked with an *.
First Name * |E|Gb
Middle Name |
Last Name * |Smith
@, Country of Citizenship | j

Institution * |KLItzt0wn University of Pennsylvania

@, Personal Email Address ||-Qbe|1|<f@gmai|,com

Home Telephone Number intl area phone number ext.
o | |
Fax Number intl area fax number ext.
| | |

Street Address * |

City * |
State * |Other j

Zip or Postal Code * |
Country * |UNITED STATES -]

,  Future Mailing Address is [
Same as Current

Future Mailing Address: Street |

Future Mailing Address: City |

Future Mailing Address: State |

Future Mailing Address: Zip or
Postal Code

Future Mailing Address: |UNITED STATES j
Country

Effective date for future |
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Step 3 enter information about your thesis:

©

Submission
Details
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Files =23 Copies

About Your Submission

Required fields:

Required fields are marked with a *

*DissertationfThesis
Title Help

* Year Manuscript
Completed:

* Degree Type:
* vear Degree Awarded:

* Primary Subject
Category Help

Secondary Subject
Categories:

Select category:

Keywords Help

xPrimar\,r Language of
Manuscript:

The current state of infarmation literacy in a high schoal

Flease enter the title of vour Dissertation/Thesis here.

|2007 -]

| Master of Library Science/Master of Life Sciencj

|2007 -]

| Library Science (0399) -]
Flease select the subject category that best fits vour
Dissertation/Thesis.

Education, Secondary (0533) j
Do you wish to specify additional subject categories? You
may =elect up to two additional categories here.

|Library Science (0399) -]

|information literacy:libraries:secondary education:med

Fleaze enter up to 6 keywords or phrases, separated by
semicolons.

English -]



Step 4 upload your properly formatted thesis (in pdf):
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UBI:?'_@d Supplemental  Copyright Bound  Confirmation

Uploading a PDF

You must canvert your manuscript into a POF before uploading it. If you dont have software to do that, use our Word-to-
PDF Conversion service instead. Other imporant considerations:

m You must embed the fonts you use before you convert your manuscript to a PDF. [f you dant know how to embed
fonts, visit our POF Help Center for guidance.

m You must also make sure your FDF's security settings allow printing and document changes. Visit our FOF Help
Center for more information on security settings.

Full text of submission [PDF]
To locate your POF: Click the Browse button to locate your manuscript an your computer. Your manuscript must be

PDF File: || Browse .

Problems uploading? More HELP

= [fyou have additional supplementary files such as sound orvideo clips that must also be submitted, you will have
an opportunity to upload those on the next screen.

m [fyou encounter problems uploading your manuscript, you may caontinue with your submission without the full text
and revise your submission later.

m [fyourfile is very large (100MB or more), please contact your administrator and inquire about possibly submitting
yaur manuscript on a CD.

Continue |

Step 5 attach any supplemental files (e.g. video clips, spreadsheets, images, etc):
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Supplementary Files

If your dissertation or thesis includes supplementary material - spreadsheets, audio clips, or other material that isnt part
ofthe text portion of your wark - you can upload it here. If you wish to upload a supplementary file, use the ‘Upload a new
file’ form below to locate the file on your computer.

Afterwards, click on the "Save Mew File” button to upload the file. Repeat this process for each additional file you want to
upload. When you are done, use the "Continue” button to go to the next step.

Upload a newﬁlel Browse... |

Description |

Save New File |

You will now be redirected to a secure page_ If you experience difficuliies, please lower the
security seftings in your browser or contact support for assistance.

Continue |



Step 6 choose whether or not you would like UMI to file a copyright on your behalf.
UMI can serve as your copyright agent for a fee of $65. They will register your
copyright on your behalf.

6 @ ®

Capyright Bound  Confirmation
ees Copies

Copyright Filing Fee
You have the option of having UMI Dissertation Publishing file for copyright on your behalf for an additional
charge of $65.00.

' 1am not requesting that UMI register my copyright.

(] agree to the statement below and I request that
UMI register my paper’s copyright on my behalf.

An additional charge of $65.00 will be added to my
order.

Authorization to Apply for Registration of My Claim to Copyright

| authorize UMI, ta file in my behalf, an application for a claim of LS. copyright, in my name, for my dissertation
or thesis. UM agrees to complete the application form, and file it, together with the registration fees and
required deposit copie(s) of my disseration or thesis, with the Copyright Office. | represent to UMI that the
infarmation | have provided UMI an the accompanying information questionnaire is accurate.

I understand that | will receive the registration form from the Copyright Office.

If registration of this published manuscript, or an earlier version of the manuscript, has been made with the
Copyright Office, | supply through this digital submittal the previous registration number and year of
registration.

Has registration for your published dissertation, or for an earlier version of the manuscript, been made with
the Copyright Office? If Yes, please provide the following information. Otherwise, please leave blank.

By whom was the I
registration made?

Previous registration I
number:

Year of registration: I

Continue Resetvalues |




Step 7 order print copies of your thesis (you can do this at a later date):

@ ©®

Bound  Confirmation
Copies

Author Copies: Discount Offer

Questions about ordering copies of your dissertation or thesis?
Contact us by e-mail at disspubi@il.proguest.com, or call us at 1-800-521-0600 ext. 7020. Outside of the U.5. and
Canada, call us at 1-734-761-4700, ext. 7020.

Order now and save up to 45% on copies of your manuscript

Producing copies of your manuscriptis less expensive at the time of publication than at any other time. We pass these
savings along to you in the form of a substantial discount. Take advantage of this cpportunity to acquire copies of your
manuscript:

1. foryour personal use
2. fordistribution
3. forfuture reference

Fill in this Author discount order form for copies of your manuscript, or download and print outthe arder by mail [PDFland
return itto UMI Dissertation Publishing accompanied by payment in full (credit card, cashiers check, money order, or
certified check).

Authors, please note:

m Author orders do not earn a royalty.

m Flease inform us of any address change.

m Al prices are subjectto change.

m Manuscript copies are shipped approximately 8 to 12 weeks after we receive your manuscript for publication.

Ifyou have any questions, please call UMI Dissertation Publishing toll free at 800-521-0500, ext. 7020,

rAuthor discount order form

aty. [Format |Price
||_ ‘Hardcovercopies (812" % 117, 4 pack ‘35152_00
||_ ‘Hardcovercopies (6" %97, 4 pack ‘35142.00
||_ ‘Hardcovercopies (812" % 117, 3 pack ‘35125_00
||_ ‘Hardcovercopies (6" %97, 3 pack ‘35110.00
||_ ‘Soﬂcovercopies (6" %97 ‘3530.00




In Step 8, confirm that all information is correct and pay the one-time $45 electronic
submission fee and click submit. At this point your thesis will be reviewed by a
designated Kutztown University College of Graduate Studies staff person. You will be
notified via email if any revisions are needed, and you must complete all required
revisions in a timely manner (usually within 48 hours).
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Confirmation
Payment
Title: The current state of information literacy in a high school classroom

Order Summary

You may use vour browsers BACK button to change your arder or shipping information.

Quantity Description Price
1 Publication fee (MLS: masters thesis) $45.00
Total (USD) $45.00

Mote: Tax may be added to your order based on your shipping address.

Shipping information

Mame: Bab Smith
Address: 123 Main St

City: Kutztown

State: PA

Postal Code: 19530

Country: us

Fhane: 1-610-6834168 Ext.

Payment Summary
Please charge my credit card. You will be charged when ProQuest CSA receives your manuscript.

Credit Card Type: |Visa ;J

Credit Card Number: |

Expires: IMonth;J ]Yearj

Billing Information (as it appears on credit card statement):
First Marme: IBob

Last Mame: |Smith

Street Address: ]123 Main 5t

Zip Code: 19530

Confirm charges and continue Resetvalues




UMI will then digitize your thesis and add it to the ProQuest Digital Dissertations and
Theses electronic database. KU students will have access to the full-text. Others will be
able to get a free 24-page preview with an option to purchase the thesis (you will get a

royalty). In addition, your thesis will be available to the world through Google Scholar
and Amazon.com.

Students also have the option of using the ProQuest/UMI practice submission site to do a
complete run through of the whole process before you do your actual submission. The
practice site is at: http://dissertations.umi.com/marin/




