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Electronic Thesis and Dissertation Tutorial:

Submitting an ETD to SFA ScholarWorks
(7-19-21)

L. Introduction to SFA ScholarWorks and Creating Your Account

Before you begin the process of submitting your ETD to SFA ScholarWorks,
you will have to create an account within the platform. To do so, first visit
SFA ScholarWorks’ home page at scholarworks.sfasu.edu. Click on the “My
Account” tab located in the upper left of the page.
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HOME ABOUT FAQ MYACCOUNT

BROWSE RESEARCH AND SCHOLARSHIP

BROWSE

Colleges and Departments » Colleges and Departments « Theses and Dissertations
ResearcliProjectsiand Centers o Journals and peer-reviewed series « Ebooks
Discipline )

) e Research Projects and Centers « Events and Conferences
Authors/Creators

The repository is a service of the Stephen F. Austin State University Library. Research and scholarly works

included here have been selected and archived by individuals, departments and centers on campus.
Enter search terms:

Please contact Phil Reynolds ($36.468.1453) or Morgan Briles ($36.468.1754) for participation or questions.

in this repository v

Advanced Search

AT AGLANCE PAPER OF THE DAY
Notify me via email or RSS
Top Downloads Quantifying Natural Resources Using
Field-Based Instruction and Hands-On
AUTHORS CORNER Recent Additions Applications (Abstract)
Scholars FAQ Activity by year Daniel Unger, I-Kuai Hung, et al.

Submit Research

Permissions Assistance

From this tab you will be taken to the Login/Create new account screen. Here,
you will click “Sign up” (If you have already created an account then login
with your credentials).



Login Create new account

Email address: You will need to create an account to complate your
I request. It's fast and free.

Forget your password?

New Email Address? Pleasa Iog in and choose Edit Profile on
your My Account page to update your contact infarmation or

cuslamize yaur password

Enter your user account information on the next screen. Submitters, as SFA
employees, are encouraged to use their SFA email address.

Please complete this form to create your user account. Usa proper casing for names and institution as these fields may be
displayed for publication purposes. Beprezs neither sells nor rents contact information to third parties.

You will receive an email confirmation shortly.

Required fields are marked with an *:

Email address * .sampleemaii@s fasu.edu
First/Given Name * 'Sampte

Middle Initial

Last/Family Nama * Author

Suffix

Instituticnal Affiliation Mot on list? Please enter name in full.
'Stap'hgn F. Austin State'ltlﬁi-.'-erszty

Password * P

Re-enter Password * |(ssssssss

Sign up

After completing the form and clicking “Sign up” you will receive a
confirmation email from bepress. Click on the link provided in the email.
Your bepress account is now created.




de-support@bepress.com B:02 AM (39 minutes aga) - >
o me (=

Thank you for your interest in creating a free account in The Berkeley Electronic Press ("bepress”) system. Academics,
researchers, and site administrators use their bepress accounts to access a wide range of services, publications, institutional
repositories, and research portals.

To confirm your account and resume your activity, please click the following link:

hitp://scholarworks sfasu.edulcgi/myaccount. cai?ce=mrDI7H5Q&login=2186582

If you experience problems clicking the link, copy the URL above and paste it into your browser.

Still having trouble logging in? Please email us at de-support@bepress.com.

IL.

Submitting Your ETD
To begin the process of submitting your ETD, let us first go back to the SFA
ScholarWorks homepage (scholarworks.sfasu.edu). Once there, click on

“Theses and Dissertations” link that is found under “Browse ScholarWorks”.

To continue, click on “Submit Research” in the left-hand sidebar.




BROWSE RESEARCH AND SCF

Colleges and Departments e Colleges and Departments

Research Pegicetsaad Contars « Journals and peer-reviewed series

Discipline :
_ e Research Projects and Centers
Authors/Creators

m The repository is a service of the Stephen F. Aust

included here have been selected and archived b

Enter search terms:

—— : Please contact Phil Reynolds (936.468.1453) or
in this repository

Advanced Search

AT AGLANCE

Top Downloads

AUTHORS CORNE'«

Recent Additions
Scholars FAQ Activity by year

Submit Research

If you are not logged-in you will be taken to the Login/Create new account
screen that you encountered earlier and where you will log-in. If already
logged-in, after clicking “Submit Research” you will be taken to the
Submission Agreement page. This page informs you of what is necessary to



continue the submission process and it also asks that you agree to grant SFA
the non-exclusive right to distribute your work online through SFA
ScholarWorks. After agreeing to this page you still retain copyright over your
ETD. Please read this page carefully and contact cds@sfasu.edu if you have
any questions.

ELECTRONIC THESES AND DISSERTATIONS

Submission Agreement

Follow the instructions below to submit te Efecfronic Theses and Dizserafions. ou will be notified shortly regarding the
auitabiity of your submiesion for ScholarWarks.

Before submitting, please read all relevant policses andior submission guidalines.

The submission process consists of the following steps:
1. Read and accept the Submission Agreement below
2. Provide information abowt yourself and any co-authors
3. Upload your electronic file and any associated files

Before you begin, please be sure you have the following items:
The submission's fitle
The absiract {up to 250 words)
A st of keywords (10 maximuem)
The elecironic format of your thesis or disserigtion as M3 Word file or a POF file,

Submission Agreement for Electronic Theses and Dissertations

Mote: this text is offered as & suggested model, not as legal advice.

By checking the box below, | grant to Stephen F. Austin Stata University the non-exclusive right to distibute my thesis or
disseriabion ("the Work™) over the Internet and make it part of the SFA ScholarWorks.

1 warrant as fellows:

1. that I have the full power and authority to make this agreemant;

2. that the Wark does not infringe any copyright, nor violate any propriatary rights, nor contain any libelous matter, nor
wvade the prvacy of any person or third party;
3. that the Work has not been published elsewhere with the same content or in the same format; and

4. that no right in the Work has in any way been sold, mortgaged, or otherwise disposed of. and that the Work is frae
from all Bens and claims.

| understand that while | have given the university the non-exclusive right to distribute my thesis or dissertation aver the
Intemned, | still retain copyright io my thesis or disseriabion. | may exercise these rights in arway | see fit as long as it
doss nof infringe on the university's non-exclusive right to distibute my thesis or dissariation over the Infarmet.

| understand that once a thesis or disseriation is depasited in the repasitory, it may not be removed.

MNOTE: It iz suggested that you print this page for wour reconds.

Please check this if you agres to the abowe terms.

Continue



mailto:cds@sfasu.edu

After checking the box to agree and clicking “Continue” you are then taken to
the main submission screen. Here, you will enter all of the relevant
descriptive information for your thesis or dissertation. Immediately below
we see a screen shot of the top of this page. For the rest of this tutorial
section we will cover - providing tips and guidance when applicable - each
information field that you will need to fill out.

HOME ABOUT FAQ MYACCOUNT

BROWSE

ELECTRONIC THESES AND DISSERTATIONS

Colleges and Departments
Research Projects and Centers

Discipline G Title

Authors/Creators

Plzase enter the title using Headline Capitalization. It should be entered exactly as it
appears in the manuscript of your dissertation or thesis.

Dissertation/Thesis Title
Enter search terms:

in this series 4

Advanced Search @D Author

Notify me via email or RS5

AUTHORS CORNER | Search For An Author Using: Last Name, First Name, Email, or Institution

Scholars FAQ
Subrmit Research (preynolds@sfasu.edu) R Philip Reynolds, Stephen F. Austin State University & ag

STEPHEN F. AUSTIN (+]
STATE UNIVERSITY

NACOGDOCHES, TEXAS



Title

For the Title field you will be providing the full title of your thesis or
dissertation. Headline style is recommended here, meaning that you will
capitalize the first letter of each word in the title except for propositions and
articles

@ Title

Flease enter the title uzing Headline Capitalization. It should be entered exactly as it
appears in the manuscript of your dissertation or thesis.

Dissertation'Thesis Title

Authors

For the Author field you will be providing your full name, email and also
institutional affiliation. To begin, click on the edit figure.

o Authors
Search For An Author Using: Last Mame, First Name, Email, or Institution \
& 2

Clicking on that figure reveals a set of fields that you will fill out. For Email,
be certain to fill in the email address that you have put down on the ETD
deposit agreement form as your “post-graduation email” (i.e., enter a non-sfa
account email address that will be maintained in permanence after
graduation). If you are logged in your name should already appear. For
Institution enter “Stephen F. Austin State University”.




@I Authors

Search For An Author Using: Last Name, First Mame, Email, or Institution

& &

Emiail First Middla Last Suffix Institution

Corporate

After entering your author information click again the edit figure. What you
see should formally match what is displayed below ((email), name,
institution).

@ Authors

Search For An Author Using: Last Name, First Name, Email, or Institution

(jdea@gmail.com) John Doe , Stephen F. Austin State University fu f_-

Date of Award

For this field enter the month and year that your thesis or dissertation was
awarded. Leave Season and Day blank.




D Date of Award

Season Maonth Day Year

L1
[]

ELg
[]

L1

Degree Type

Choose your degree type - Thesis or Dissertation - from the drop-down
menu.

@R Degree Type

Degree Type:
Thesis =

Degree Name

Choose your degree name from the Degree Name drop-down box. If your
degree name does not appear choose “Other” and contact the Center for

Digital Scholarship at cds@sfasu.edu informing them of the degree name that
needs to be added.

Degree Name

Mama of the degree associated with the work as it appears within the work. (example:
Masters in Operations Research)

Daegree Name:
Mone

a4k

Department

Choose your department, for which you completed the thesis or dissertation,
from the Department drop-down box. If your department does not appear
choose “Other” and contact the Center for Digital Scholarship at
cds@sfasu.edu informing them of the department that needs to be added.



mailto:cds@sfasu.edu
mailto:cds@sfasu.edu

Department

Departmeant:
Mone

Ak

Advisor(s)

In the following five fields - First Advisor to Fifth Advisor - add each advisor
that served on your thesis or dissertation committee. The director or chair of
your committee should be included in the First Advisor field.

First Advisor

First Advisor:

Second Advisor

Second Advisor:

Third Advisor

Third Advisor:

Keywords

In this field you will enter words that are significant to your thesis or
dissertation and that can be found in the title, abstract or the text. These
words that you choose will serve as an index and a form of description of
your ETD. Determine your keywords by searching through your ETD for
terms that assist in identifying the purpose, scope and methods of your work.
These terms can of course also be included in your ETD’s abstract. Choose
between 5 and 10 keywords and insert a comma between each.



Keywords

Please enter up to 6 keywords or phrazes, separated by commas. Te enhance the
indexing and retrieval of your dissertation or thesis, you may add up to six keyword
descripters. These will help identify and classify your thesis or dissertation; for example,
geographical locations or scientific names not mentioned in your tithe or abstract might be
listed.

Keywords:

Subject Categories

For this section, choose the subject categories that are best associated with
your ETD and its content. These categories may also be referred to as
“Disciplines” later.

Subject Categories

Please select the subject category that best fits your Dissenation'Theasis. Subject
Categories will help the indexing of your disseration or thesis and the eventual retrieval of
It by interested parties. Click here to view the complete list of disciplines.

Available: Selected:
Architecturs

Arts and Humanities

Businass

Education

Engineering

Select »
Law
« Remowe

Lifa Sciences

Madicine and Health Sciences

Physical Sciences and Mathematics

o s s s il ol i s i L o

Social and Behavioral Sclances

Abstract

The abstract is an important component of your ETD as it is presented at the
beginning of both the downloaded, or viewed, thesis or dissertation and the
ETD landing page. You can view the abstract as an opportunity to set
accurate expectations for the potential researcher or reader. The abstract
should present all the major elements of your work in a highly condensed
form as a descriptive or informative summary. The suggested length is
between 250 and 500 words. As mentioned above, include in your abstract
the keywords that you selected previously in the process.



Abstract

Learn how your abstract can improve the discovery of vour article in Google and Google
Scholar.

Paste or type Abstract:

B I |iZi
& G2 @

i | %, x| wm

Embargo Period

An embargo period is the length of time that your ETD will not be publicly
accessible. You are given an option on the deposit agreement form that you
will have completed before beginning this submission process as to whether
or not you would like to place an embargo period on your ETD. Your advisor
must be involved in the discussion and must ultimately approve.

e Embargo Period

Please select the length of time you would like your Disserdation/Thesis to be placed under
Embargo.

Embargo Expiration
Mo Embargo Required 5

If you have chosen not to place your ETD under an embargo period select “No
Embargo Required”; if you have, select the appropriate length of time, which
must correspond to your selection on the deposit agreement form.



@ Embargo Period

Please select the length of ime you woll
Embargo.

Emharna Exniration

Mo Embargo Required
1 ¥Year
2 Years
3 Years
4 Years xt
5 Years

TS IDCATE YOuTr Tine: wIroK e Browse |.'r

Upload Full Text

Here you will upload the full text of your ETD. Include your signature page
without the signatures. Click on “Upload file . . . “ and choose your ETD file.
While DOC and PDF files can be uploaded (DOC files being converted to PDF
after submission), contact your department for specific requirements.

@ Upload Full Text

To locate your file: Click the Browse button to locate your manuscript on your computer.

Full text of submission:
Upload file from your computer
Import file from remote site
Link out to file on remote site

Additional Files

In this section you can upload additional files - datasets, non-standard file
formats, GIS associated files, etc. - that are intended to exist alongside your
ETD. These files will be visible on your ETD’s landing page and will be



available for download by researchers. Please consult your department prior
to uploading any additional file. To continue with this process, check the box
displayed under “Additional Files” and click “Submit”. But, before doing so,
please do review the information that you have provided on the submission

page.

Additional Files

Please check this if you'd like to add additional files

If you have checked the box and desire to upload additional files, or termed
general supplemental content, you will see the box below after clicking
submit. Here, click “Choose File” to search a personal directory for the
additional files that you desire to upload. You may upload several additional
files and the recommended maximum file size is 2GB.

Upload Supplemental Content

If your submission includes supplementary material-spreadsheets, audio clips, or other material that isn't part of the text
portion of your work--you can uplead it here. If you wish to uplead a supplementary file, use the form below to locate the file

an Your computer.

Click the Brewse button to upload the file. Repeat this process for each additional file you want to uplead. When you are

done, click Continue.

Upload a new file:  Choose File | Mo file chosen

Filename Description Upload new version Sort Show
Please click the Continue button once after you've attached your supplemental files. Continue

After an additional file is loaded in SFA ScholarWorks you may provide a
description for each file, upload a new version if necessary, sort the files (if
multiples exist) and also elect to show or not show (make publicly accessible
or not publicly accessible) each file. If you have any questions as to whether
or not an additional file should be made not accessible please consult your
advisor.




Filename Description

Upload new version

SAMPLE DATASET.xlsx  |Sample Dataset 1

Choose File | Mo file chosen

SAMPLE DATASET.xisx '_Sarrrple Dataset 2

Choose File | No file chosen

Checked items will appear with the published thesis/dissertation.

Sort Show
@
] =

Finish

You have now successfully submitted your ETD. If you notice any errors in
your submission or have any questions or comments please contact the

Graduate School.

ETDS

You have successfully uploaded:
Sample Title

l || Revise submission

[ ‘;1—' Make another submission J

Submission Metadata
Metadata Fleld

Title

Author

Date of Award
Degree Type
Degres Name
Department
First Advisor

Second Advisor

Third Advisor

Value

Sample Title

test test

1-1-2017

Thesis

Master in Advanced Studias (MAS)
Agricultural Economics

Chair

Member

Meamber
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