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ETDC at a Glance

Each approval unlocks the next step on the Graduate Student Dashboard.
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Access the Graduate Student Dashboard

Follow these steps from Student Self Service to the graduate service-request dashboard.
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Open Student Dashboard e Choose Service Requests Launch the Graduate
From the Banner menu, select On Student Self Service, click Service Dashboard
Student Dashboard. Requests.

Select Launch Dashboard — Graduate.



Access the Graduate Student Dashboard
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Use the Graduate Student dashboard

Go to Forms and locate the thesis/dissertation/capstone
area.Click on that and it will take you to the Intent to Submit
form




INTENT TO SUBMIT

—— ETDC PROCESS

Go to WebSIS Self-Service =
Graduate Student Dashboard =
Thesis/Dissertation/Capstone
section.

Complete the Intent to Submit Form.

. @ Provide your name
0 & Confirm your degree level
- @ Select your semester
of graduation
Answer all eligibility questions.

The School of Graduate Studies (SGS)
will review your form for eligibility.
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FORM Once approved,

10F4 Form 1 of 4 will be available
on your Graduate Student
Dashboard.

) NEXTSTEP
Complete Form 1 of 4 to continue the ETDC process.

FORM 10F 4

THESIS/DISSERTATION/CAPSTONE PROJECT
SATISFACTORY COMPLETION & SUBMISSION CHECKLIST

0 REVIEW & CHECK 30 COMMON ERRORS

Review and check the 30 comman errors
found in manuscripts.

v Address these errors in your manuscript before
Submitting it for review during the ETDC depasit
process.

NEXT STEPS & WHAT TO EXPECT

Form 1 provides a brief overview of:
* Next Steps

* What to Expect durning the
ETDC deposit process

PROCESS FLOW

Compiete Scheol of Geaduane Form )
Form ) Studws {SGS) wpproved
reviews your form

WHERE TO FIND IT

E Access all forms on the Graduate Student Dashboard
in WebSIS Self-Service under the
Thesis/Dissertation/Capstone section.

COMPLETE FORM 1 CAREFULLY

i5 an important step towand the sucoessful subr

O

Ensures your manuscript
is ready for submission
and publication wpon
completion of the
ETDC process.

98%

Stay néormed and
prepared for each step
of the ETDC process

You will recaree
Form 2 on your
Graduate Student
Dashboard




=) FORM 2 OF 4

INTENT TO DEFEND / SUBMIT (DSW)
CAPSTONE PROJECT

| 1 | COMPLETE THE FORM 21

Provide the following information:

& Your name Q Manuscript style used After submission, the form
- A is routed to the Committee

Personal email address ®e Committee Chair name :’ b . o Q
R & ‘o and phone number - Chair and will remain in

. one nNuMmober 20 “Pending” status until your STATUS

; Type of student - ommittee member names defense or capstone project

(3 Thesis/Dissertation/Capstone Project Title is complete. m
Select your scheduled defense date

agreed upon with your Program of z List the Program Director’s

Study/Committee Chair name.

B PROCESS FLOW
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1. ROUTED TO . 3. TO REGISTRATION TEAM
COMMITTEE CHAIR 4.70 SGS TEAM

o Course swap information

o Commttee Chair reviews « If PASS, Program Director is shared with the * Information is forwarded
after the defense/ enters course registration Registration Team Ao ey
capstone is complete swap information: : ¢ SGS Team reviews and

* Chair determines * Registration Team provides final approval
PASS or FAIL 797 ;: 799 compietes the course

Q PASS e FAIL 997 -» 998 registration

DEFEND/PRESENT: Once you have successfully defended/presented,
n click on the request. In the details panel, check I have defended/presented.” AFTER SG5 APPROVAL

Then SAVE You will receive Form 3 on your Graduate Student Dashboard. ’

o IMPORTANT: Check your Graduate Student Dashboard regularly for updates, comments, and next steps



FORM 3 OF 4:
=>4 REQUEST TO DEPOSIT

Complete the following items carefully.

FORM30F 4

YOUR INFORMATION & PROJECT TITLE FINAL CHECK: CORRECT ALL ERRORS

» Enter your name. o A » Confirm that you have corrected all instances in

* Provide the title of your Thesis/Dissertation/Capstone project. your manuscript to make the review easier and

Be sure to include any changes to the title after your defense. publish your best work.
CONFIRM COURSE ENROLLMENT 0 —»_ MANUSCRIPT REDLINING
» Confirm enroliment in the current course (799 or 998) _:, « Specify whether you engaged in manuscript

by verifying the course information in WebSIS. — redlining for tracking purposes. AFTER
GRADUATION APPLICATION SEMESTER o PLAGIARISM CHECK APPROVAL
« Specify the semester you completed your graduation application. Z_Q'j « Complete the plagiarism check using Turnitin on

« Verify in WebSIS. If completed in a previous semester,

» Use the web address provided in the form. approved, you will

Graduate Student Dashboard. receive access to
$110 COPYRIGHT & BINDING FEE @ gn REVIEW & UPLOAD Form 4 in your
* Confirm payment of the $110 fee with the Bursar’s Office. ‘ @ - Discuss the plagiarism results with your Committee Chair. Graduate Student
» Enter receipt number or upload a copy of the receipt. - Upload the manuscript and plagiarism check results for Dashboard
» Covers ProQuest publication and a copy of your manuscript the Committee Chair's review. e
stored in the university lbrary.
« You can order additional copies with ProQuest in Form 4. m SUBMISSION & REVIEW
CONFIRM REVIEW OF COMMON ERRORS O » After submission, Form 3 and the content will be reviewed
+ Confirm that you reviewed the List of Common Errors * by the Committee Chair, Program Director, and SGS Team.
for corrections. » Check your Graduate Student Dashboard regularly for
SURVEY OF EARNED DOCTORATES (DOCTORAL STUDENTS ONLY) UPCINS, Commenta. oF questions.

» Complete the Survey of Earned Doctorates using the Enk in the form.
» Upload the certificate for confirmation.

2 > & - M - O
REVIEW = aib

1. COMMITTEE CHAIR 2. PROGRAM DIRECTOR 3. SGS TEAM FINAL APPROVAL
PROCESS Reviews Form 3 Reviews Form 3 Reviews Form 3 You will receive

and content and content and content Form 4 J




Form 4 of 4
ProQuest ETDC Upload Instructions

Pro(Quest.

SUBMISSION STEPS

AFTER SUBMISSION - NEXT STEPS

PREPARE YOUR MANUSCRIPT

* Submit a single PDF file.
* ProQuest can convert Word/RTF to PDF.
« If multiple files, convert and combine into one PDF.
* Include and list any supplemental files
(e.g., software, music, photos, videcs).

CREATE YOUR ACCOUNT

* Go to the Morgan State University-School of
Graduate Studies ETDC Administrator Site.

* Review instructions and create your free account.

» Tutorial, FAQs, and other resources are available.

BEGIN FILE SUBMISSION

* Follow the portal steps and answer all questions.

* You have already paid the publication and
copyright fees—do not pay again.

= Choose PrcQuest to apply for a new copyright

« Embargoes are rare and require SGS approval.

SUBMIT MATERIALS FOR REVIEW

* Upload your PDF file and supplemental files.

» Your submission is placed in a queue for review
by the School of Graduate Studies.

* Reviewed in the order received,

@ PROQUEST LINK

http://www.etdadmin.com/

=

NEED HELP?

For questions or assistance, contact
the School of Graduate Studies.
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MONITOR & MAKE REVISIONS

« Monitor email (and portal) for revision requests.

« Requests will include required changes and
deadlines.

* Resubmit the revised PDF as instructed.

» May be revised multiple times.

ACCEPTANCE

« When marked "accepted,” you will receive
a system notification.

* Degree requirement is marked “cleared”
for audit.

* No further changes can be made.

» Acceptance does not guarantee graduation.

PUBLICATION PROCESS

* Accepted files move to a queue for ProQuest
publication and copyright.

= No further changes after files are in this queue.

= After degree is confirmed by the Registrar,
SGS forwards files to ProQuest for
copyright and publication.

Follow each step carefully to ensure
a smooth review and publication process.




QUESTIONS ABOUT THE ETDC PROCESS?

We're here to help'

If you have any questions
regarding the ETDC process

send an email to

gradETD@morgan.edu

DETAILED INFORMATION
AVAILABLE ON OUR WEBSITE

You can find comprehensive instructions, helpful
resources, and step-by-step guidance on the
Thesis, Dissertation, & Doctoral Capstone
Submission Process.

WE ARE HERE TO SUPPORT YOU!

Don't hesitate to reach out with any questions.

We want to ensure your ETDC experience
is smooth and successful.

VISIT THE PAGE:

The Thesis, Dissertation,
& Doctoral Capstone
Submission Process
https://www.morgan.edu/school-of-
graduate-studies/new-and-current-

students/the-thesis-dissertation-and-
doctoral-capstone-submission-process

<> YOURSUCCESS IS
2
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OUR PRIORITY.




