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Submitting your Dissertation/Thesis via ETD Administrator 
 

After your oral exam and after your advisor confirms that your dissertation/thesis is ready for 
publication, you must convert your document to one PDF file and follow the steps below to 
submit the final copy for review and approval by Graduate Studies.  Information on how to 
convert your document to a PDF file can be found in the formatting instructions 
(http://www.du.edu/grad/gradinfo/graduation.html) and through a tutorial at 
http://dissertations.umi.com/etd_tutorial_proquest.pdf.  When you are ready to submit your 
document, follow the steps listed below: 

 
1. Go to the DU ETD Administrator website: http://dissertations.umi.com/denver/ 
 
2. Click on My Account (Log In) and log in using your email address and password. 

a. If this is the first time using ETD Administrator, click on “Create a FREE 
Account” and enter the information requested. 

 
3. Click on “Submit your Dissertation/Thesis” on the left side of the page, read the 

submission instructions, and click “Continue.” 
 
4. On the Publishing Options page, you must select one of the “Traditional Publishing” 

options.  Do not choose Open Access publishing.  Your dissertation/thesis will be 
available Open Access through the Penrose Library, so there is no need to pay the 
additional fee to make it Open Access through UMI. Click Continue. 

 
5. Read and Accept the Publishing Agreement. 
 
6. Complete your personal information and continue. 
 
7. Enter your dissertation/thesis information and continue. 
 
8. Upload the PDF version of your dissertation and continue. 
 
9. In the rare event that you have additional files to upload, such as music or movie clips, 

upload them and click continue, otherwise skip this screen and continue. 
 
10. Check the appropriate statement about copyrighting your dissertation/thesis and continue.  

The copyright service is optional. 
 
11. We don’t recommend ordering copies of your document through UMI.  If you wish to 

receive hard bound copies of your document, you can submit up to six paper copies to the 
Office of Graduate Studies and they will be delivered to the Denver Bookbinding 
Company for binding.  The cost is $15 per copy.  After the copies have been bound, they 
will be returned to your department. 

 

http://www.du.edu/grad/gradinfo/graduation.html
http://dissertations.umi.com/etd_tutorial_proquest.pdf
http://dissertations.umi.com/denver/


12. Submit your payment via Visa, MasterCard, or American Express.  Confirm charges and 
continue. 

 
13. Review the information and if everything is correct, log out. 
 
14. Congratulations, you have completed the dissertation/thesis submission process! 

 
After your document has been submitted, the Office of Graduate Studies will review the 
formatting and information provided.  You will receive an email when the document has been 
accepted by the university.  If you have to make changes or corrections, use your email address 
and password to log back in and make the changes.  If you make corrections to your 
dissertation/thesis, you will have to upload a new PDF document after the corrections have been 
made.  You cannot make changes to the PDF online. 
 
Please contact the Office of Graduate Studies at gststu@du.edu or 303.871.2305 with any 
questions. 
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