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Guide to depositing a thesis, dissertation or exegesis

If you need help with depositing or have questions, contact the Administrator:
email: scommon@aut.ac.nz phone: (09) 921 9999 ext 6399
Consult the FAQs on the ScholarlyCommons@AUT website: http://aut.researchgateway.ac.nz/fag.jsp

Prepare your files before you begin the deposit process

Depending on the nature of your thesis/dissertation/exegesis, you will need to deposit one or more files on Scholarly

Commons:

(i) The “whole thesis” file containing the complete text of the thesis/dissertation/exegesis should be in PDF format.
The filename should be constructed from your own name, for example for an author named Jane Doe, the whole
thesis file should be saved as Doel.pdf

(ii) If your thesis/dissertation/exegesis contains any third party copyright material for which you have not obtained
the copyright owner’s permission, you must also supply a digital copy of your document from which this material
has been removed. When you remove such material, you should replace it with a statement such as: This image
has been removed by the author of this thesis for copyright reasons. If possible, when removing material from
the digital copy, retain the pagination of the original document. The filename of this version should follow the
same naming format as the whole thesis, but with 2’ added, eg DoeJ2.pdf. Deposit both the “whole thesis” file
and this version.

(iii) Supplementary files - if your work includes images, sound or movie files (i.e. created by you) that are separate
from the text of your exegesis, you are encouraged to deposit these as supplementary files. We will accept files
in any format and endeavour to make them available online. Filenames should indicate the content.

All AUT PCs have Primo PDF converter software which you can use to convert your document(s) to Adobe Acrobat
PDF format. If you need assistance with this, please contact the IT Service Desk. You can drop into one of the Open
Access Computer Labs where IT staff can assist, phone on 09 921 9999 ext 9888 or place an online enquiry:
https://ithelp.aut.ac.nz .

If you are off-campus and do not have the conversion software on your computer, you can use a free PDF
conversion facility for 5 items online at https://acrobat.com/#page=signup only&su=1

If you are unable to convert your file(s) to PDF, please deposit in any format and the ScholarlyCommons@AUT
Administrator will convert to PDF.

Do not set any security on your file(s) as this will be done by the Administrator before your work is made available
on ScholarlyCommons@AUT.

Before beginning the deposit process, create a Word file containing the abstract of your thesis/dissertation/exegesis
as you will need to copy and paste this onto the online deposit form.

Keywords: during the deposit process you will be asked to enter up to 6 keywords or phrases which describe your
research. Adding these to ScholarlyCommons@AUT will help make your work more visible to people using search
engines. It is a good idea to think about the most appropriate keywords and to jot these down before you begin the
deposit. If applicable, you should include your research methodology as one of the keywords/phrases.
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Begin the deposit process
During the deposit process, you must enter an email address for either an AUT email account or any other email
account that you access regularly. This will enable you to save the details as you proceed so that you do not
necessarily have to complete the deposit in one session. It will also be the address to which emails about your
deposit will be sent. If you have already prepared your files, the deposit process should not take you very long. You
will be given the opportunity to view the data you have entered and to make changes before completing the
process.
Go to the ScholarlyCommons@AUT website: http://aut.researchgateway.ac.nz/ or navigate from the AUT Library
homepage http://www.aut.ac.nz/library/ .
Click Deposit my
thesis :
WHARE MATAURANGA u
L'BRARY » A The University for the ch
Welcome to ScholarlyCommons2AUT - Putunga Rengahau
Scholady Commons SAUT 16 the central 3cchive and répository for the long tem prasenyaton of AUT Urevarsity reseanch and so
output
The repastory contans the research outputs, such as joumal articles and conference papers, of AUT University s staff as wel
doctoral and masters theses and dissartabions deposted with AUT Universty Lbrary since 2002
Search ScholarlyCommons9AUT
(G0 ]
The & Dissertations
Browse by:
Logim to:
The first step is a Deposit your thesis to ScholarlyCommons@AUT
security measure. ) .
Welcome to AUT's new thesis deposit system
Type the displayed
Characters into the Note: If you have trouble depositing your thesis pisase contact the ScholadyCommons admnistrator
bOX Please type the characters (case-insensitive) displayed bslow into the box provided to start 3 new deposdt or resume your saved daposit
«
Click Deposit my w
thesis
Deposit my thess
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Step 1 — Describe your thesis

ScholarlyCommons@AUT has 3 separate collections for Doctoral theses, Masters theses and Masters dissertations.
To begin your deposit, use the drop down menu to choose the appropriate collection in which to deposit your work.
If you are depositing an exegesis, remember that your whole project will have been either a thesis or a dissertation
and choose the collection accordingly.

Continue by completing all the boxes on the screen and selecting from the drop-down lists as appropriate.

Deposit your thesis to ScholarlyCommons@AUT

Step 1 - Describe your thesis

Choose the collection to deposit your thesis to Choose a collection first so

Select a collection v < that you will later see the

correct degree list

Author Family Mame Given Mame(s)
Email Address Enter your email address
Thesis Title Enter the title of your thesis
Year of submission Year v The year you submitted
— ‘M your work for examination
elect your degree -
Degree Y g (not necessarily the current
Language English + year)
Keywords Enter keyword X Enter keyword X
Il
Paste the abstract from " Add more kekurds\ Add more keywords — we
the Word document recommend providing up
prepared earlier Enter the abstract of your thesis to 6 words or phrases
Abstract
Supervisor(s) Family Name Given Name(s)
Al .
B Add another supervisor If you had more than one

supervisor, click to add
their name(s). Do not

I'm done. Take me to the next step include titles (eg Dr,
Professor)
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Step 2 - 3 party copyright information

The next step requires you to answer questions about material for which you do not own the copyright. The
guestions that appear will depend on the answer you select for the first and subsequent questions. If you are unsure
about the appropriate answer to any question in this step, please save your deposit and seek advice from the
Research and Postgraduate Coordinator, Robyn Ramage ext 8519, or read the FAQs on the Scholarly Commons
website.

Step 2 - 3rd Party Copyright information

(( Take me back to previous step

Does your thesis contain any 3rd party copyright material?

* ves " No

Have you been granted permission by the copyright owner to use the material?

" Yes * No This question only

Have you removed the material from the digital copy of your thesis? appears if you have

= selected Yes for the
-
Yes A No first question

I'm done. Take me to the next step This question only
appears if you have
selected No for the

second question

Save my deposit so I can come back to it later

If you select No here, your deposit will fail.
However, the information you have entered so
far will be saved so that you can return to it once
you have resolved this issue
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Step 3 — Upload files

On this page you will upload the PDF file(s) that you prepared before beginning the deposit as well as any
supplementary files (movies, audio files, etc) that you wish to supply. Please note where files are required as
opposed to optional.

Step 3 - Upload files

(( Take me back to previous step

Thesis/Dissertation/Exegesis - complete version - required

Choose a file to upload: Browse...

'-':IH' add another file

Thesis/Dissertation /Exegesis - copyright edited version - required

Choose a file to upload: Browse... This option only appears if you have
indicated during the previous step

m that your thesis contains 3™ part
5 Add another file Y party

copyright material for which you do
not have permission. This is where

Supplementary Files - optional you upload the version of your thesis
from which you have removed such
Choose a file to upload: Browse... material

'-':IH Add another file

Upload file{s) and continue to next step

If you have any difficulties or
questions about your file(s), you may
Save my deposit so [ can come back to it later «————— save the deposit and return to it later
after you have contacted the Library
for advice
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Step 4 — Embargo information

Where appropriate, you may apply to have an embargo (i.e. period of restricted access) for your
thesis/dissertation/exegesis by using form D18 (doctoral theses) or PG18 (masters theses/dissertations). This
requires the approval of the Associate Dean of your faculty. If an embargo has been approved, please indicate this

here and provide the end date. You may also place an embargo on any supplementary file(s) that you have uploaded
in the previous step.

Step 4 - Embargo information

(( Take me back to previous step

If you answer Yes here, you will then
Is your thesis subject to an approved embargo? «—————— be asked to enter the expiry date of
| ves & No your embargo

You uploaded supplementary files. Do you need to embargo the supplementary files?

" Yes No If you answer Yes here, you will then
be asked to enter the expiry date of

your embargo
I'm done. Take me to the next step

If you have any difficulties or
questions about your file(s), you may
Save my deposit so I can come back to it later €—————— save the deposit and return to it later
after you have contacted the Library
for advice
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Step 5 - Verify deposit
At this step you can see the information you have entered and the files you have uploaded.

Step 5 - Verify deposit

(( Take me back to previous step

The details of your thesis deposit are displayed below for confirmation. If you wish to change any
of this information, please click the corresponding "Change" button next to the section. Because
some questions in this process depend on earlier pieces of information, you will need to step
through all subsequent steps. You will not need to re-enter any information unless you wish to
change something.

Thesis: i Change any of these
Description
gg:}'s;tﬂgtﬂ Masters Theses You may amend any of the
Author: Doe, Jane information provided by clicking the
Email jane.doe@gmail.com Change button in the relevant area.
Address: ™ .
Thesis Title:  The best little thesis in the known universe | Note: you may then be required to
Year repeat some of the previous data
submitted for 2009 .
examination: entry steps of your deposit
Degree: Master of Philosophy
Language: English
Keywords: Acadenuc. rigour;Excellence;Ego;Modesty;Global cooperation; Action

research;

Lorem ipsum dolor sit amet, consectetur adipiscing elit. Nam lobortis
dictum scelerisque. Mulla in purus at odio egestas tempor. Morbi sed
interdum risus. Ut sed erat eros, nec interdum justo. Maorbi tellus massg,
dapibus eget tempus id, molestie sed dui. In condimentum mollis mi,
pellentesque lacinia erat malesuada sed. In adipiscing erat non ipsum
scelerisque eu consequat mi posuere, Quisque facilisis arcu nec nisl
tempus suscipit. Sed a nisl nec libero egestas mollis sed iaculis est.
Abstract: Curabitur in lacinia ipsum. In hac habitasse platea dictumst. Nullam
vulputate tempus dolor, eu posuere enim suscipit ac. Mauris consequat
ultrices suscipit. Aenean lacinia consequat iaculis. Phasellus facilisis
sollicitudin leo sed pulvinar. In quis semper orci. Quisque ut ligula at
hendrerit posuere ac vitae enim. Curabitur vel est a est dictum cony

vitae libero. Pellentesque cursus, nibh a viverra consectetur, ante
wehicula magna, nec blandit nisi mauris at magna.
Supervisor Jones, David
(s): Bloggs, Joseph

Copyright / version information

Your thesis contained 3rd party copyright material used without permission of the
owner. You have removed the copyright material and submitted both versions of your
thesis.

You uploaded the following files: Change

Thesis - complete version

Doel.pdf { You may also delete and replace any
Thesis - copyright edited version of the files you uploaded

Doel2.pdf

Supplementary file(s)
Portrait.jpg

When you are completely satisfied

] with the information entered, submit
You requested the following embargoes: Ch .
your thesis

You did not request any embargoes

I have checked the above information, submit my thesis
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Step 6 — Deposit License
Read this page carefully. The terms of the Declaration and the Third Party Copyright Statement contained in the

License are essentially the same as those on the PG6 or D15 deposit form which you included or will include in your
bound print copy.

Step 6 - Deposit Licence

(( Take me back to previous step

Deposit License

Your agreement with the following declaration is necessary:

Declaration

This thesis is my own work and, to the best of my knowledge and belief, it contains:

+ no material previously published or written by another person, except where this is
explicitly defined in the acknowledgements;

+ no material which to a substantial extent has been accepted for the qualification of
any other degree or diploma of a university or other institution of higher learning

Third Party Copyright Statement

I have either used no substantial portions of third party copyright material, including
charts, diagrams, graphs, photographs or maps, in my thesis or I have obtained
permission for such material to be made accessible worldwide via the Internet. If

permission has not been obtained, I have removed the third party copyright material from
the digital copy.

Click | agree if you are ready to

I agree - deposit thesis proceed. If you click I disagree you will

receive a link in an email that will
enable you to return to your saved
deposit and agree to the license after

I disagree - save my deposit for later . .
resolving your queries
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What happens next?

The ScholarlyCommons@AUT Administrator will check your deposit to ensure that the necessary information has
been supplied and that the files are readable. If an embargo has been requested, this will be verified against the D18
or PG18 form in the hardcopy thesis.

If no embargo applies, the Administrator will proceed to make your thesis/dissertation/exegesis available on the
Internet, normally within 1-2 working days.

For an embargoed work, the Administrator will copy your file(s) to disk and completely remove your work from
Scholarly Commons. The disk and the hardcopy will be stored securely in the Library Archive until such time as the
embargo is lifted.

When your item has been completely processed by the Administrator, you will receive email notification:

You deposited: The best little thesis in the known universe
To collection: Masters Theses
Your deposit has been accepted and archived in Scholar lyCommons@allT,

and it has been assigned the following identifier
http:/fhdl.handle.net/123456789,/2590

Flease use this identifier when citing your deposit.

Mary thanks!

You should print this email, which is evidence of having deposited your digital copy, and send it to the University
Postgraduate Centre along with your bound copies.

The URL in this email is a persistent link to your work on ScholarlyCommons@AUT. You should use it to direct other
people to your work and/or include it in your CV.

Note: For an embargoed thesis/dissertation/exegesis, you will receive an email from the Administrator confirming
that your work has been deposited and that it has been transferred to the Library Archive for the duration of the
embargo.

Your thesis/dissertation/exegesis will also be included in the AUT Library catalogue with a link to the digital copy on
ScholarlyCommons@AUT. An embargoed thesis will still be recorded in the Library catalogue but without a link to
the digital copy.
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