
BEFORE SUBMITTING YOUR PROJECT 

1.  Decide whether your project will be accessible to the public or 

restricted to the Ursinus College community.  Check with your 

mentor!  A signature page or email verification from a faculty 

mentor is required before the Digital Commons administrator 

will do the final step of publishing your materials online. 

 

2. If you don’t have one already, you’ll need to create a Digital 

Commons account in order to upload your materials.  Go to 

https://digitalcommons.ursinus.edu 

 

 
 

3.  Click “My Account” near the top of the page.  This opens the 

login page.  Here you can log in to an existing account, or create 

your account.  If you do not have an account, begin by pressing 

the “Sign up” button at the bottom of the screen. 

https://digitalcommons.ursinus.edu/


 
 

4.  You can now create your account.  Please use your Ursinus 

email address.  After filling in all the fields, press “Create 

Account” at the bottom of the screen. 

 

 
 

5.  Check your Ursinus email and confirm your account. 



SUBMITTING YOUR PROJECT 

1.  Login to your Digital Commons account and then press “Submit Research” 

on the left side of the home page. 

 

 

 

2.  You will see a list of collections organized by academic department.  Find 

the “Student Research” section of the Department related to your project. 

 



3.  Next, locate the Summer Fellows collection.  For example, if your project is 

related to the field of economics, you would press the “Business and 

Economics Summer Fellows” link under the Student Research section in the 

Business and Economics Department. 

 

You may not find an exact match for every academic area.  For instance, “Creative 

Writing” should be uploaded under the “English” department.  “Museum Studies” 

projects can be uploaded under the “Art” department or “History” department, 

depending on the focus of your project.  If you are unsure where to upload your 

project (or have any questions about the upload process), please email Andy 

Prock, Scholarly Communications & Metadata Librarian (aprock@ursinus.edu). 

 

4.  After agreeing to the terms of the submission agreement and pressing 

“Continue”, enter the metadata for your project in a series of fillable fields.  

“Required” fields must be filled in, or your project will not be accepted.  

Please enter as much information as you can, as suggested in the steps 

below. 

 

**PLEASE NOTE**  Metadata will be visible to the public, regardless of whether 

you want open access or restricted access for your project.  Please check with 

your mentor to verify the information you are allowed to share. 

mailto:aprock@ursinus.edu


 

 

 

 

Begin by entering a title for your project. 

 

Your name should already appear in the author field.  If needed, this can be 

modified by pressing the “pencil” icon.  Additional names can be added by 

pressing the green “plus sign” icon. 



 

Enter the date you are submitting the project (Season is not necessary). 

Select the academic department related to your project.  Note that this may be 

different from your chosen major.  Only choose a second department if you have 

faculty mentors in both departments (i.e. your project relates to business in 

Germany and you have mentors from both the Business & Economics department 

and the Modern Languages department). 

 

 



 

If another student significantly contributed to your project (i.e. in a lab setting), 

you may enter the name of additional contributors. 

Enter significant keywords, especially for terms that don’t appear in the project 

description. 

 

 

Subject categories will already be selected.  You may modify these or choose 

more refined disciplines if applicable. 



 

Enter additional information in the Comments field.  Include other places where 

the research has been presented, grants associated with the project, etc. 

 

 

Add a short description of your project in the Project Description field.  This does 

not need to be a full scientific abstract.  Check with your mentor if you are not 

sure how much information to include. 



5.  You are now ready to upload your file. 

 

 

 

 

You will receive a notice that your project was uploaded successfully.  You 

will then have the option to revise your submission, if needed., or go to My 

Account to log out.  

 

Once your project has been reviewed by the administrator, and your 

mentor has confirmed the access choice, you will receive an email message 

with a link to your project indicating that your submission was approved. 


