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How to upload your thesis to the Theseus database: 
 
 

Enter your thesis to the Theseus database after it is ready and approved. You have to 
enter your thesis before your graduation date, because the period of validity of your Tube 
portal username and password stops immediately after that date. No changes can be done after 
that date. 
 
1. Convert your thesis into a single pdf file. For further information, see: Converting your 

thesis into a pdf file. 
 

2. Go to the Theseus-database (link: http://www.theseus.fi/ -> in English) -> Save the thesis -> 
choose: Metropolia University of Applied Sciences. 
 

3. With the license chooser, you can choose to reserve all rights to your thesis (recommended) or 
you can choose a license to it. 
Add your email in order to receive the license information and a link to the permanent URL for 
your thesis. Press the Jatka button. 
 

4. Continue by clicking the link below the text: Submit your finalized thesis to Theseus. The 
authentication form opens. Choose: Helsinki Metropolia University of Applied Sciences and 
Press the Select button. Metropolia Single Sign-on Service login form opens. Login with your 
Metropolia Tube portal username and password and press the Login button. The input 
form opens. 
 

5. Accept the service agreement at the bottom of the form and press the Continue button. 
The submit form opens. Now you can start filling the metadata fields and upload the thesis 
itself (the single pdf-file) into the Theseus database. Do dot use syllabification on the 
abstract field. 
 

Accepting the terms of Theseus service agreement contract is a permission to publish 
your thesis. You can also refuse to publish your thesis, but Metropolia University of 
Applied Sciences is seriously committed to follow the recommendations for the 
promotion of open access to scientific and scholarly publications in Finland made by 
the Ministry of Education. It is therefore highly recommended to publish your thesis in 
the Theseus database.  

 
In case of several authors, each of them should give permission for the publishing, but only 
one of the authors enters the thesis into the Theseus database. 

 
6. You will receive e-mail, which confirms that your thesis is successfully uploaded to the Theseus 

database. Library staff will check the metadata of your thesis before the final publishing 
procedure. If you have any questions about this process, please ask the library staff for 
assistance. 
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For checking your keywords, please use:  
 
LCSH (Library of Congress Subject Headings)  
http://authorities.loc.gov/cgi-bin/Pwebrecon.cgi?DB=local&PAGE=First 
or 
MeSH (Medical Subject Headings)  
http://www.nlm.nih.gov/mesh/MBrowser.html  
 

Converting your thesis into a pdf file: 
 
The thesis should consist of a single pdf file. It is easiest to convert your thesis into a pdf file, if 
it is one complete text file including the whole content, report etc. The thesis should conform to 
the rules of your own field of study.   
 
Creating a pdf-file: 
 
Inside Metropolia network a text file can be converted to a pdf-file using a PDF-XChange 4.0 -tool. 
Follow the instructions: 
 
1. Open your document in Word 
2. Choose File -> Print 
3. Choose printer (PDF-XChange 4.0) 
4. Click Print  
5. Save the file and give it a name with 8 characters starting from the beginning of your thesis 

name (scandinavian characters or other special characters are not allowed). Don’t use pdf file 
protection. 
 

It is possible to load a free CutePDF Writer -program to your own personal computer. If you are 
using Word 2007 (or later version), you can save your word document as pdf file:  
File -> Save as -> choose the folder in which you want to save the document, give the document 
a name with 8 characters starting from the beginning of your thesis name (scandinavian 
characters or other special characters are not allowed) and choose save as type: PDF 

Combining several pdf-files into one:  
 
With the PDF-Tools 4 -program it is possible combine several pdf files into one. There are also 
other programs, like Online PDF Converter or Adobe PDF Online.  
 
Combining pdf files using PDF-Tools 4: 
 
1. First convert every single file to a pdf file as described above. 
2. Open PDF-Tools 4 -program: Start -> write to the search window below: PDF-Tools 4 (or 

simply PDF) and choose PDF-Tools 4. 
3. Choose: Split/Merge. 
4. Add each separate pdf file to the desktop (choose Add). It is recommended to add the files in 

the same order as they are in your thesis. Click Next. 
5. Select Method to Group pages in Target file choosing the default settings and click Next. 
6. At Preview and Edit the Documents List -page you may edit the target document by moving, 

copying, removing or re-ordering pages using drag&drop. Accept the target document by 
clicking Next.  
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7. At Setup PDF -page you may do some other modifications, but do not use PDF Security. 
When finished click Next. 

8. At save Setup -page specify the destination folder, where you can save your complete pdf file 
and give the destination file name with 8 characters starting from the beginning of your thesis. 
When finished click Process. 

9. Complete the task by clicking Finish.  
 
The program will combine the files and then opens the thesis with Acrobat Reader -program.  

 
You will need also a Acrobat Reader -program to read the pdf files. 
 
For further information, please contact the library: 
http://www.metropolia.fi/en/services/library/opening-hours-and-contact-information/ 
 
Links: 
 
Theseus search: https://publications.theseus.fi/?locale=len&author  
 


