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1. Go to the ETD website: etd.byu.edu and login to the DGA (Department Graduate Administrator) or CGA (College Graduate Administrator)  online software using your RouteY NetID and password. The login page URL will be included in the auto-generated email messages that you receive when each ETD is submitted for your review and approval. You should copy and paste it into the address field of your browser then save it as a favorite /bookmark.
2. Your initial view will be ETDs Awaiting Approval. For DGAs the list will include all ETDs that have been submitted by students in your department but not yet reviewed and approved by you. For CGAs the list will include only those ETDs that have been approved by DGAs in departments of your college.
3. The first row of ETD data has four column headings (Author, College, Department, & Submittal Date), which are also links to a sort routine that allows you to click a heading to sort the ETDs by that column heading. The default sort is by Author; however, you may wish to sort by Submittal Date so that you can review them in the order they were submitted. Or, you may wish to sort by Department to see how many you have to review from each department.
4. The second row of ETD data has three column headings (Title, Metadata & Document). The View link under the Document column allows you to view the PDF document of the ETD. You can also view the ETD document from within the Metadata View, which will be described next.
5. The Review link under the Metadata column allows you to review, and possibly make corrections to, the metadata information. There are four links at the top of the Metadata Review page: View ETD, Edit Metadata, Approve ETD, and Disapprove ETD.

· The View ETD link allows you to view the PDF document for the ETD in a separate window, which you must close when finished viewing the document.
· The Edit Metadata link allows you to edit any of the metadata fields should you wish to do so rather than disapprove the ETD and have the student make the corrections and resubmit the ETD. [See the document “ETD Submission Review and Approval Checklist” for suggestions of when you might wish to do this.] At the bottom of the Update Metadata page you will find a link to Cancel the Edit Metadata function and another link to Update Metadata and save the changes you have made.
· The Approve ETD link allows you to approve the ETD after you have reviewed the metadata and viewed the PDF document. When you click this link you will be required to confirm that you really do want to approve the ETD. After confirming the approval confirmation by clicking OK, the ETD will disappear from your view and will appear in the CGA’s Awaiting Approval page view, or when the CGA completes the review and approval process, in the Library Administration Office view for their processing.
· The Disapprove ETD link allows you to disapprove the ETD for the reasons you will specify in the Enter Reason(s) text box. (Always add your name at the end of the reasons for disapproval so the student knows who to call with questions.) Beneath this text box you can Cancel the disapproval if you inadvertently clicked on the link, or you can enter the reasons in the text box and then click the Disapprove ETD link below the box. The student author will then receive an email message notification that the ETD has been disapproved and that corrections will need to be made before resubmitting.
· To return to the list of ETDs Awaiting Approval, click on that link at the top left of the page.

6. At any time you may click the Disapproved ETDs link on the left side of the page (second link) to view all of the ETDs that you have disapproved.  For DGAs you will always view ETDs that have been disapproved by both you as well as the CGA. However, for CGAs you will only view those ETDs that you have disapproved. You may wish to sort by any one of the same column headings (Author, Department, Submittal Date, & Title). You may also wish to View the Metadata, View the PDF document, View the Reason for the ETD being disapproved, or you have the ability to Delete the ETD submission that has been disapproved for any one of several reasons: The student may have resubmitted the ETD by completing a new ETD submission form without making corrections to the previously submitted metadata form, or they may have changed their mind about submitting the thesis or dissertation as an ETD; however, such a student should have discussed this course of action with you before you would make the Delete action.
7. You may also wish to click the Un-submitted ETDs link on the left side of the page to view all of the ETDs that may be in the process of submission to you. For DGAs this list will include ETDs that students are in the process of preparing for initial submission. For CGAs this list will include ETDs that have been submitted by students but are still awaiting DGA review and approval. This page view has the same column heading links for sorting by a column, as well as links to View the Metadata, View the PDF document, and Delete the un-submitted ETD should you be made aware that the student does not intend to continue with the submission of that particular ETD. This would be an appropriate thing for a DGA to do should an un-submitted ETD remain in this view for an unusually long time. 
8. CGAs should never delete an un-submitted or disapproved ETD!
PAGE  
2

