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Senior Thesis Submission Instructions  
from the Princeton University Archives at the Mudd Manuscript Library 
 

Please submit your 2016 senior theses to DataSpace by July 8, 2016.  When you have uploaded all of the theses for your 
department, send an email to Lynn Durgin (ldurgin@princeton.edu).   

Part 1: Senior Thesis Submission with a Single PDF File 
Most senior thesis submissions will only consist of one PDF file.  (For instructions on submitting multiple files see Part 2.) 

Login to DataSpace 
Go to Princeton’s DataSpace site by opening your Web browser and going to the following Web address: 
http://dataspace.princeton.edu   

On the upper right-hand corner of the screen, click “Login.”  

You will be prompted to enter your netid.  

Once you are logged in, click in the upper right-hand corner on your netid and choose “My DataSpace.” 

Begin your submission 
Click on the green button that says “Start New Submission”  

The next page will ask you to choose a collection. Click the drop-down box to choose your department. Please note, the 
date range for your department will end in 2015, e.g.  Anthropology, 1961-2015; even though you are entering theses 
for 2016, you should still choose this as your collection. The date will be updated to 2016 when they have been reviewed 
and are available.  

Click the Next button   

Submit: Describe this Item (page 1) 
There are three options on this page—the only one that applies to senior theses is the third option. Leave the first two 
options blank. 

Check the third box ONLY IF you are submitting a senior thesis that consist of PDF PLUS supporting files, such as a video, 
audio or data file.  (For instructions on submitting multiple files see Part 2.)  If you are submitting only a single PDF file, 
do not check this box.  

 

Click the Next button   

http://dataspace.princeton.edu/jspui/handle/88435/dsp019c67wm88m
mailto:ldurgin@princeton.edu
http://dataspace.princeton.edu/


2 
 

Submit: Describe this Item (page 2) 
To fill out the information on this page, we recommend that you open the PDF file that you are describing so that you 
can copy and paste from it.   

Copy and paste the student’s last and first names from the title page of the PDF (copy by highlighting the text on the PDF 
and hit “Ctrl” and “c”; and paste into the title field by clicking “Ctrl” and “v”). If students are collaborating on a thesis, 
use the “Add more” button to enter additional author’s names.   

List the Advisors 
When entering the advisor’s name, in order to ensure consistency, please use the form of name that you find in the 
Princeton University Directory: http://search.princeton.edu/  

In the following example, in DataSpace you would list “Grafton” in last name field and “Anthony T.” in the first name 
field.  

 

 

If there are multiple primary advisors, use the “Add more” button to enter additional advisors’ names; be sure to use the 
form of name listed in the Princeton University Directory.  

If there is a secondary advisor, be sure to use the form of name listed in the Princeton University Directory. If there are 
multiple secondary advisors, use the “Add more” button to enter additional advisors’ names.  The secondary advisor 
field is not required. 

Choose your Department name from the dropdown menu.  If a student is submitting a thesis for a department and a 
program, follow the instructions on the submission form to capture both departments.  

http://search.princeton.edu/
http://search.princeton.edu/
http://search.princeton.edu/
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For the title field, copy and paste the title from the title page of the PDF into the title field. If the title is in all capital 
letters, it is okay to keep it in this format, although title case is generally preferred.  

For the number of pages field, enter the total number of pages in the PDF.  The number of pages should display at the 
top of the PDF viewer in the title bar or toolbar. Do not enter any additional text such as “pages.” 

 

Date the thesis was created.  For this field, enter the date that is on the title page or use the thesis due date.   

Class Year- this field is preset to 2016. You can edit this field if necessary.   

For the abstract, check the PDF to see if the student has created an abstract.  It will usually be on the second or third 
page if it exists.  If an abstract is present, copy and paste it from the PDF into this field.  This is not a required field. You 
do not have to fix unnatural page breaks in the abstract; the system will take care of it. 

For language, choose the primary language in which the thesis is written. English is the default setting. 
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Click the Next button 

If any required fields are missing (those that have asterisks), you will be prompted to enter the required information. 

 

Submit: Upload a File 
To upload a file, you can either: 

1. Click the text “Select a File or drag & drop files…” in the gray box and navigate through the file browser to the 
folder where your theses are stored; or 

2. Drag the files from the folder where they are saved into the gray area on the webpage. You will need to have the 
“Upload a File” page and the folder containing the theses open simultaneously on your computer to do this. 
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Click the Next button 

On this screen, simply confirm that you uploaded the correct file. You can also change the file from this page if you have 
uploaded the wrong one—just click the red “Change file” button. 

 

Click the Next button 

Submit: Verify Submission 
The verify screen allows you to review all of the data that you entered.  If any data is incorrect, you can hit the 
corresponding “Correct one of these” buttons (as seen below), edit the information, and click the Next button to save 
your work, then click through the pages hitting “next” until you return to the final screen. 
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If all of the information looks fine, click the Click the Next button.   

Your submission is complete! 

From here you can proceed to submit another thesis by hit the green button that says “Submit Another Item to the 
Same Collection” or you can go to “My DataSpace” and see a list of your submissions.  

When you are finished submitting, either temporarily or completely, simply logout in the upper right-hand corner of the 
page where your netid is listed.  
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Part 2, Senior Thesis Submission with Multiple Files  
 This process pertains to a submission in which a student wishes to include a supplementary file such as a video or a data 
set in addition to his or her main PDF file. If you have questions about uploading supplementary files, please contact 
Lynn Durgin (ldurgin@princeton.edu).  

Login to DataSpace as described in Part 1 

Click Start a New Submission 

This page will ask you to choose a collection. Click the drop-down box and choose your department. Please note, the 
date range for your department will end in 2015, e.g.  Anthropology, 1961-2015; though you are entering theses for 
2016, you should still choose this as your collection. The date will be updated to 2016 when they have been reviewed 
and are available.  

Click the Next button   

Submit: Describe this Item (page 1) 
There are three options on this page—the only one that applies to senior theses is the third option. Leave the first two 
options blank. 

Check the third box if you are submitting a senior thesis that consist of a PDF PLUS supporting files, such as a video, 
audio or data file.   

 

By clicking this box, you will be given an option to add one or more additional files when you reach the page: Submit: 
Upload a File. (First you will need to describe the thesis as explained in Part 1.) 

 

Once you have uploaded the files, Click the next button and proceed to complete your submission as described in Part 1.  

mailto:ldurgin@princeton.edu
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