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Policy for Submissions to the OhioLINK 

ETD Center 

 

Purpose:  

The following document was created to provide guidance for publication to OhioLINK’s  

Electronic Theses & Dissertation Center (ETD) database. 

 

Procedure:  

After a student has defended their work, they must incorporate suggestions they have 

received and get final approval from their thesis advisor. They must ensure that any 

information they would not like published online is edited or deleted prior to submitting 

the work for publication, and all material included in the document that is not their own 

original work has permission from the copyright holder to be used in the document. All 

signatures on the signature page should be removed prior to submitting for publication 

online. The final document should be saved as a PDF in preparation for submission. 

It is up to each individual college to decide whether students are required to submit their 

work for publication on the ETD Center, although the library always encourages 

publication. Once a student has been cleared for publication by their program, the 

program director emails the ETD Center Administrator librarian and includes the 

student, indicating completion of the program and readiness for document publication. 

The ETD Center Administrator librarian then provides the link for the Permission and 

Copyright Licensing for ETD Publishing form (attached). 

The current publication process has been designed to create the least amount of extra 

work for the student. By granting permissions contained in the form, the ETD Center 

Administrator librarian is allowed to: 

• Perform all required accessibility checks on the document, make required 

adjustments as needed, and include the generated accessibility report with the 

document’s publication. 

• Enter all required metadata throughout the submission process on behalf of the 

student. 

• Upload the completed PDF document to the ETD Center on behalf of the student. 
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• Accept or Decline publication of the document to the ProQuest Dissertation & 

Theses Database on behalf of the student. 

• Allow or Decline major search engine discovery of the work on behalf of the 

student. 

If the ETD Center Administrator discovers issues with the submission, they will work with 

the student to correct them prior to publication. 

If a college requires publication as a requirement for graduation and a student declines 

publication, the student must complete the permission form and choose the “no” option 

for all fields when available. This is so the library has on record the student has declined 

publication. Once a student graduates, if they have chosen not to publish, we will not go 

back and complete the process for the student if they change their mind. 

If a student wishes to publish to the ETD but declines to provide permission for the ETD 

Center Administrator librarian to complete the process on their behalf, the student will 

be responsible for completing the submission process on their own. 

After a student’s work is successfully published on the ETD Center, the ETD Center 

Administrator librarian will contact the student and their program director with a 

congratulatory email that includes the permalink to the published work, as well as a 

hyperlink to the Thesis On Demand publication service should the student want to 

purchase a hardbound copy of their work.  

Permission forms are downloaded and saved as PDF files in a shared library drive at the 

university so that the library has a record of the student's responses. 

At this point, the student has completed the ETD submission process. 
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Supplement: Policy for Digitization 

Request of Past Thesis 

 

Purpose:  

Prior to publishing works on the OhioLINK Electronic Theses and Dissertation Center 

(ETD), completed theses were printed, bound, and stored within the Ashland University 

library Rowe collection. If an alumnus contacts a college or the library requesting 

digitization of their work, the following procedure will be followed. 

 

Procedure:  

Upon request for digitization of a thesis, the library requires written permission and a 

signature from the creator/copyright holder of the work to create a digital copy for their 

personal use. The attached Digitization Permission Form must be completed and signed 

by the alumni. Additionally, it is at the discretion of the college or library to request 

additional identifying information from the alumni should they deem it necessary to 

ensure that the alumni is the creator/copyright holder of the work. 

After the library has received the completed and signed Digitization Permission Form, 

the library may create a digital copy of the thesis.  

After the thesis has been digitized and emailed as a PDF document to the alumni, the 

digital copy is deleted from our computers. 

The signed Digitization Permission Form is stored in a shared drive for the library, so 

that we have record of copyright holder permission to create the digital copy of the 

work, and attestation that the alumni who requested the work is the creator/copyright 

owner. 



Archer Library 

Thesis Digitization Permission Form 

 

I, ________________________________________,  

creator of the dissertation entitled  

________________________________________________________________________

________________________________________________________________________

published in the year __________ for Ashland University, grant permission to 

the library to create a full, digitized copy of my work to release to only me, the 

author and copyright holder of the work. 

 

By signing, I indicate that I am the creator and copyright holder of this work 

and have full authority to grant permission for digitization of this work under 

the above stated conditions. 

 

Sign:______________________________ 

Date:_____________________________ 
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