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INSTRUCTIONS FOR ELECTRONIC SUBMISSION OF DISSERTATIONS AND THESES 

 

You should submit the electronic copy after your thesis advisor has signed the title page of the print copy and 

just before you bring the signed copy to the Office of Graduate Education.   Links to the electronic deposit form 

are located on the web pages of the Rensselaer Libraries and the Office of Graduate Education. 

 

 Reminder:   Prepare your files in accordance with the Writing Manual for Dissertations & Theses and review 

the “Submission Checklist” on the Office of Graduate Education’s website for the documents you will need 

when you are ready to submit your dissertation or thesis. 

 

When you are ready to submit your electronic copy, the first thing you will need to do is to choose between two 

possible options for copyright to your electronic dissertation or thesis. 

●   If you select the Standard Rensselaer License, the electronic copy of your thesis or dissertation will be 

available only to current Rensselaer faculty, staff and students.  Rensselaer will only allow the abstract 

of your work to be viewed by people outside of Rensselaer. You might want to choose this option if you 

plan to try to find a commercial publisher for your thesis or dissertation. 

●    If you select the Creative Commons Attribution Noncommercial No Derivative Works 3.0 License, 

you authorize Rensselaer to permit the electronic copy of your thesis or dissertation to be viewable and 

available for download to anyone in accordance with the terms identified in a Creative Commons 

Attribution Noncommercial No Derivative Works 3.0 license. The license specifies that anyone may 

copy or share your thesis or dissertation, but they must attribute the work to you, cannot use the work for 

any commercial purpose, and cannot modify your work in any way without obtaining your explicit 

permission. 

You might want to choose the Creative Commons option because it potentially provides you with faster 

professional recognition than is gained by using traditional distribution channels, and makes it easier for 

others to discover and access your work. However, it is important to note that a Creative Commons 

License is not "revocable," i.e. you cannot change this decision later. Your thesis or dissertation may 

also be considered as published by some entities because you made it available to the general public. 

Finding a publisher may be harder; and in some European jurisdictions, other intellectual property 

rights, such as your filing for patent protection, will be affected. 

 

 

 

 

http://library.rpi.edu/update.do?artcenterkey=1520
http://www.rpi.edu/dept/grad/docs/ThesisGuide/manual.pdf
http://creativecommons.org/licenses/by-nc-nd/3.0/
http://creativecommons.org/licenses/by-nc-nd/3.0/
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Step 1.    Choose whether you would like to submit under the Standard Rensselaer License or the  

Creative Commons Attribution Noncommercial No Derivative Works 3.0 license, and click the 

appropriate “Submit” link. 

    

http://creativecommons.org/licenses/by-nc-nd/3.0/
http://creativecommons.org/licenses/by-nc-nd/3.0/
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Step 2.     Enter your RCS ID (e.g. “smithr6”) and password and click the Ok button.  

 

                          
 

If your authentication fails to be recognized, you have either mistyped your password; or, if you have not used 

your RCS account recently, it may be that your password has deactivated.  You can reactivate your password by 

using the on-line password-changing program.  After clicking on this link, you will be prompted for your 

current RCS ID and password.   You will then be prompted to re-enter you current password and a new 

password. However, you can just re-enter your current password.  
 

https://www.cis.rpi.edu/AFS/campus/rpi/simon/web/1.0/cgi-bin/change_pw.html
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Step 3.  Verify that you’ve selected the license you want (Standard Rensselaer License or Creative Commons 

Attribution Noncommercial No Derivative Works 3.0 License) and then click the Next > button on the lower 

right side of the display to continue. 

 

 

 
 

Note: This screenshot shows the deposit form for the Standard Rensselaer License. 
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Step 4.   Descriptive Information. Enter data about your dissertation or thesis. Required fields are identified 

by an asterisk (*) and some boxes are drop-down menus.  You will need to scroll down the page to complete 

the form.  

 

NOTE:   Remember to enter your name, the names of your advisor(s) and committee members in the form 

Lastname, Firstname MI. 

 

 

When you have finished entering this data, click the Next> button on the lower right side. 
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Step 5.  Assertion of Copyright.  Click in the box located near the bottom of the lower right side to attest that 

your electronic thesis is identical in format and content to the print copy and that you understand how 

Rensselaer will use the copy you are providing. Click the Next > button for the next step. 

 

 
 

Note: this screenshot shows the Standard Rensselaer License. 
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Step 6.  Upload File/s  

 

You will need a minimum of two files.   

 A PDF file consisting of the title page and the abstract. Note that his title page is identical to the title 

page for the dissertation.  

 A PDF file containing the complete thesis or dissertation. 

 

See the Writing Manual for Dissertations & Theses for formatting instructions and sample pages: 

 

Remember to remove password protection and all other security settings you may have set for submitted files. 

 

About Supplemental Files: You may also submit supplemental files that you consider to be important to your 

dissertation or thesis. Your submission of supplemental files is optional and is limited to the formats listed in 

the Writing Manual for Dissertations & Theses. 

 

If you have embedded media files within your dissertation and they are critical to the text, you should also 

submit copies of these files as supplemental files.  This will improve the chances for their preservation in future 

file format migration.  It is also strongly recommended that you employ non-proprietary formats whenever 

possible. 

 

Provide labels for your files as directed on the deposit form.  Give descriptive labels to any supplemental files. 

 

When you have selected your files for uploading, Click the Next > button. 

 

 

http://www.rpi.edu/dept/grad/docs/ThesisGuide/manual.pdf
http://www.rpi.edu/dept/grad/docs/ThesisGuide/manual.pdf
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Step 7.  Brief Information and Confirmation.  The textual data that you entered earlier and the files you 

selected are displayed in summary form for your final review. 

 

If the information is not correct, e.g. a typo appears in the Title, you can move backwards in the process by 

clicking on the < Back button at the bottom right. 

 

 If the information is correct, click the Submit button at the bottom right. (You may have to scroll to see this 

button.) 
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Step 8:  When your files and data have been transmitted, a brief message lets you know that your deposit has 

been successfully submitted. 

  

 

 
 

If you realize that you need make a correction in your thesis or dissertation after you have already submitted it, 

just repeat the submission process and notify the Office of Graduate Education that you have deposited another 

version. 

 

Please contact ETD support with any questions about the electronic thesis and dissertation submission process.  

 

http://j2ee.rpi.edu/swf/setup.do?target=etd-support

