User Guides: Master's Thesis

Introduction

This guide will walk you through the process of submitting your Master’s Thesis form through
the UConn SharePoint-based submission system. The process has been designed to make
submitting your thesis easy, secure, and efficient. You will be guided through each step to ensure
your submission is successfully uploaded and reviewed.

Prerequisites
Before you begin the submission process, make sure you have the following:

e UConn NET ID: You must be logged in using your UConn NET ID to accessthe
SharePoint site.

o Access to the SharePoint Site: Ensure that you have the appropriate permissions to
submit forms. If you cannot access the site, please contact UConn IT forassistance.

o Required Documents: Ensure that your thesis or dissertation file is finalized and ready
for submission. The system accepts PDF files for the main submission and other formats
such as Word, Excel, and images for supplemental files.

Accessing the SharePoint Site

1. Open the SharePoint site link:
https://uconn.sharepoint.com/sites/UCETDSP2

2. Log in with your UConn NET ID to access the site. If you are prompted to log in,use
your UConn credentials.

3. Navigate to the submission section:
On the home page of the SharePoint site, you will find links for both Master’s Thesis
Submissions and Doctoral Dissertation Submissions. Click on the link relevant to your
submission.

Submitting the Form

Step 1: Choose the Correct Submission Form


https://uconn.sharepoint.com/sites/UCETDSP2

s Welcome to the University of Connecticut Thesis and Dissertation Portal

This portal is the official site for submitting your Master's Thesis or Doctoral Dissertation to the U ity of Connecticut. Please [, the links below to

submission |

Master's Thesis Submission Portal: Doctoral Dissertation Submission Portal:
Master's Thesis (MS, MA}
By Click this biue button to submit
your Master's Thesis

~ Master's Thesis Guidelines

Dissertations (PhD)

[B) Click this bhue buttin 1o submit
your Doctorsl Dissermaton

~ Doctoral Dissertation Guidelines

o Master’s Thesis Form: If you are submitting your Master’s Thesis, select the Master’s
Thesis Submission link on the left side of the SharePoint.

Step 2: Fill in the Required Information

o Section 1: Guidelines

Master's Thesis Submission Portal

Submission Guidelines for Master’s Theses

Wheo Can Submit
University of Connecticut Theses and Dissertations only publishes materials about work conducted under the auspices of the University of
Connecticut Graduate School. For additional information, please contact the Registrar's Office.

Submission Agreement for Masters Theses
During thesis submission you will be asked to accept the following terms of granting the University of Connecticut the right to post your thesis:

"I hold the copyright to this article or have been authorized by the copyright holder to upload this article for distribution, and agree to permit this
document to be posted in Master's Theses.

| warrant that the posting of the work does not infringe any copyright, nor violate any proprietary rights, nor contain any libelous matter, nor
invade the privacy of any person or third party, nor otherwise violate Repository policies.

| understand that accepted theses may be posted immediately as submitted, unless the submitting author requests otherwise. No revisions are
permitted once accepted by the Graduate School Administrator.”

*Agreement is required for successful submission.

Please contact the Registrar's Officeif you have any further questions.

Hi, Emma. When you submit this form, the owner will see your name and email address.

o Review the eligibility and submission terms before proceeding.

o Section 2: Contact Information



1. Student Admin ID Number * [T}

The value must be a number

2. Author Name * [T

Enter your answer

3. UConn Email Address * [T}

Please enter an email

4. Non-UConn Email (Personal Email) * [T}

Please enter an email

o Enter your Student Admin ID Number (PeopleSoft Number), Author Name,
UConn Email Address, and Non-UConn Email (Personal Email). Ensurethat
all fields are accurate.

Section 3: Thesis/Dissertation Details



wn

Are you submitting a New or Revised Thesis? * [1}
O New

C= Revised

6. Title of Thesis * [T}

Enter your answer

7. Abstract (300 word limit) * [}

Enter your answer

8. Embargo Period * [T}

Select your answer 5

9. Keywords

Enter specific words, phrases, or key terms that will help users to find your thesis, seperated by commas (e.g. bioinformatics,
statistical modeling, gender role conflict) * [1}

Enter your answer

o Select whether this is a New or Revised submission.

o Enter your Title, Abstract, and your Embargo Period.

o Section 4: Advisor and Degree Information



10. Major Advisor * [T}

Enter your answer

11. Co-Major Advisor [T}

Enter your answer

12. Associate Advisor * [T}

Enter your answer

13. 2nd Associate Advisor * [T}

Enter your answer

14. 3rd Associate Advisor [1}

Enter your answer

15. 4th Associate Advisor [T}

Enter your answer

16. 5th Associate Advisor [T}

Enter your answer

17. 6th Associate Advisor [T}

Enter your answer



18. Field of Study * [1}

Select your answer

19. Degree * [T}

Select your answer N

o Fill in the names of your Major Advisor, Co-Major Advisor (if applicable), and
Associate Advisors.

o Specify your Field of Study and Degree Program.

e Section 5: Upload Section

20. | Accept Submission Terms (Terms detailed above) * [
J Yes

21. File Upload (Non-anonymous question®) * [
F upload file

22. Adding supplemental documentation? * [T}

l Yes
) No
23. Supplemental File Upload (Non-anonymous question®) [}
T Upload file

o Agree to Submission Terms: Make sure to check the box that confirms you
agree to the submission terms.

o Upload your Thesis/Dissertation (PDF): Click on the upload button to select
your final document in PDF format. This file is required.



o Upload Supplemental Files (optional): You can upload additional files (Word,
Excel, PPT, Images, Videos, etc.) in the secondary file upload field.

Step 3: Submit the Form

[ ] Send me an email receipt of my responses

It is recommended to send an email receipt of your responses. Once all fields are filled out and
documents uploaded, click the Submit button at the bottom of the form.

After Submission

Step 1: Acknowledgment Email
Submission Recevied

= © « & ~ @
© To Tue 4/29/2025 10:03 PM

Dear

Thank you for submitting your thesis. Your submission will be reviewed in the order in which it was received. We will be in
touch shortly if revisions are required.

If you have additional questions, please contact Jenn Horan at jenn.horan@uconn.edu.

Office of the Registrar
Degree Audit
University of Connecticut
Thank you for your confirmation ( Thank you. | look forward to hearing from you. ( Great, thank you so much! |
€ Reply 2 Forward
After submitting the form, you will receive an acknowledgment email confirming that your

submission has been received. This email will include a summary of your submission details and
the next steps in the approval process.

Step 2: Review and Approval Process



Your submission will be reviewed by the assigned reviewers (such as your thesis advisors). They
will either:

X < >

Accepted Submission

©@ &« &« ~ (B -

Wed 4/30/2025 9:44 AM

Dear

Congratulations! After careful review, your thesis "UConn" has been accepted
into the University of Connecticut Theses and Dissertations Digital Repository.
Your thesis will be posted within two weeks of approval.

€ Reply 7 Forward

e Approve your submission.

Thesis Revisions Required

© € Reply & Replyall > Forward [5)
Tue 4/29/2025 11:25 PM

Dear

After careful review of your thesis "UConn", at this time we cannot accapt it into the UConn Library's Digital Repository until it
complies with the Graduate School's submission guidelines for theses.

We look forward to receving a revised version with the following changes:

Try it again

To submit a reivison, please revisit the SharePoint site and upload your revised paper.

€ Reply 7 Forward



e Request revisions or clarifications.

If revisions are requested, you will receive a notification email, and you will be able to submit a
revised version of your thesis following the same process.

Troubleshooting and Assistance

e Ifyou cannot access the SharePoint site:
Contact UConn IT for assistance with your UConn NET ID or site access permissions.

e If the form is not submitting or you encounter an error:
Double-check that all required fields are filled out correctly and that your file uploads
meet the system’s specifications (e.g., file size limits, formats). If the issue persists,
contact support via email at techsupport@uconn.edu.

o Ifyou need assistance with the submission process:
Reach out to your department’s administrative office for guidance, or consult with your
advisor if you're unsure about any form details.

Conclusion

By following these steps, you will successfully submit your Master’s Thesis through the UConn
SharePoint-based system. This process ensures that your submission is securely stored, tracked,
and ready for review by the appropriate parties. Be sure to check your email for updates on the
status of your submission.


mailto:techsupport@uconn.edu
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