
SUBMITTING TO PROQUEST



Submitting Your Thesis/Dissertation to 
ProQuest

https://www.etdadmin.com/main/resources?siteId=130#sectionmaterials

All students submit their ETD (electronic thesis or dissertation) to the ProQuest ETD 
Administrator system for publication

______________________

ETD Administrator: a web-based tool that streamlines the submission and administration  
process for students and graduate schools

______________________

ProQuest resources and guidelines: 
https://www.etdadmin.com/main/resources?siteId=130#sectionmaterials

https://www.etdadmin.com/main/resources?siteId=130#sectionmaterials


PDF Requirements

https://support.proquest.com/s/article/How-do-I-embed-my-fonts?language=en_US

https://support.proquest.com/s/article/ETD-Administrator-FAQ-How-can-I-view-or-change-the-security-settings-of-

my-PDF-in-Adobe-Acrobat-Acrobat-Reader?language=en_US

• All papers must be submitted as PDFs

• Fonts must be embedded

• https://support.proquest.com/s/article/How-do-I-embed-my-fonts?language=en_US)

• PDFs

• Word

• Adobe Acrobat

• LaTeX

• Security Method must be No Security in PDF file

• https://support.proquest.com/s/article/ETD-Administrator-FAQ-How-can-I-view-or-change-the-security-settings-of-
my-PDF-in-Adobe-Acrobat-Acrobat-Reader?language=en_US)

• NO compression; NO password protection; NO digital Signature

https://support.proquest.com/s/article/How-do-I-embed-my-fonts?language=en_US
https://support.proquest.com/s/article/ETD-Administrator-FAQ-How-can-I-view-or-change-the-security-settings-of-my-PDF-in-Adobe-Acrobat-Acrobat-Reader?language=en_US
https://support.proquest.com/s/article/ETD-Administrator-FAQ-How-can-I-view-or-change-the-security-settings-of-my-PDF-in-Adobe-Acrobat-Acrobat-Reader?language=en_US


Supplemental Files (optional)

• If supplementary materials—such as audio, video, images, raw data sets, 
questionnaire, oversized figures, spreadsheets, etc.—are part of your 
dissertation or thesis, you can submit them as supplementary files.

• Upload supplementary materials as part of the submission process.

• Do not embed media files in your PDF.

• Mention files in your abstract. 

• List and describe files in an appendix/ces or a List of Works (goes after Lists of 
Tables and Figures).



Create an Account
& Log In

https://www.etdadmin.com/tntech/

• Tennessee Tech ETD Administrator 
portal: 
https://www.etdadmin.com/tntech/

https://www.etdadmin.com/tntech/


Navigating ProQuest: 
Create New Submission

Recommendation:

• Create your account and start a 
new submission before the 
deadline so there are no 
surprises

• You can return to complete the 
submission later



Navigating ProQuest: Create Submission 
Steps

Click here for help



Paid Services are Optional

Paying for open access publishing, ProQuest’s copyright 
registration services, or a printed copy of your thesis/dissertation 
is completely optional



Select 
Publishing 
Type



Delaying Release (embargo)

disspub@proquest.com

You can select a 
publishing delay option 

(embargo) when 
submitting your paper to 

ProQuest. 

Your abstract and citation 
will be available in the 

ProQuest database, but 
the paper will not be 

publicly available until 
the embargo ends. 

To change embargo dates 
after your paper has been 

submitted to ProQuest 
(after graduation), email 

ProQuest at 
disspub@proquest.com.

mailto:disspub@proquest.com


Navigating ProQuest: Access & Delay 
Options



Opt Out of Search Engine Discovery

Option to Opt Out of Search Engine Discovery

If you do NOT want your paper to be discoverable, you must click on the Show More
Option under Search Engine Discovery to select the “opt out” option.



Navigating ProQuest: About My 
Dissertation/Thesis

Abstract
Degree Awarded
Department (select your major)
Primary Subject Category (select 1-3)
Additional Subject Categories
Keywords

ProQuest allows up to 6 
keywords for the abstract

ProQuest says: 

“Although it's not obligatory, we recommend including keywords. If you choose 
not to provide your own keywords, our editorial team will create them based on 
your paper's title and abstract.”



Caution!
Recommendation: When pasting the abstract, use the “Paste as Text” option.

When copying an abstract from a Word or PDF file into the 
submission form, some fonts and special characters may not 
transfer correctly. After pasting your abstract, please review it 
carefully, especially for incorrect quotation marks, special 
symbols, and incorrect conversion (e.g. "ff", "fl", or "fi" might 
disappear causing a word like "difficult" to change to "di cult").



Navigating ProQuest: Upload PDF



Navigating ProQuest: Supplemental 
Files



Navigating ProQuest: Notes to 
Administrator

• Add a note that you used APA style, LaTeX, or manuscript-style
• Include any other details that your reviewer should know



Navigating ProQuest: Copyright 
Registration Option



General Copyright Information

https://pq-static-

content.proquest.com/collateral/media2/documents/copyright_dissthesis_ownership.pdf

https://about.proquest.com/globalassets/proquest/files/pdf-

files/whycopyright.pdf

https://about.proquest.com/globalassets/proquest/files/pdf-

files/copyrightlaws_world.pdf

• Copyright Ownership PDF 
(https://pq-static-
content.proquest.com/collateral/media2/documents/copyright_dissthesis_ownership.pdf)

• Why Copyright PDF (https://about.proquest.com/globalassets/proquest/files/pdf-
files/whycopyright.pdf)

• Copyright Laws Around the World PDF 
(https://about.proquest.com/globalassets/proquest/files/pdf-
files/copyrightlaws_world.pdf)

https://pq-static-content.proquest.com/collateral/media2/documents/copyright_dissthesis_ownership.pdf
https://pq-static-content.proquest.com/collateral/media2/documents/copyright_dissthesis_ownership.pdf
https://about.proquest.com/globalassets/proquest/files/pdf-files/whycopyright.pdf
https://about.proquest.com/globalassets/proquest/files/pdf-files/whycopyright.pdf
https://about.proquest.com/globalassets/proquest/files/pdf-files/copyrightlaws_world.pdf
https://about.proquest.com/globalassets/proquest/files/pdf-files/copyrightlaws_world.pdf


ProQuest – General 
Information and 
FAQs

https://support.proquest.com/s/product/dissertations-etd?language=en_US

ProQuest Resources & Help: 
https://support.proquest.com/s/product/dissertations-etd?language=en_US

https://support.proquest.com/s/article/ETD-Administrator-Frequently-Asked-

Questions?language=en_US

ETD Administrator: Frequently Asked Questions:
https://support.proquest.com/s/article/ETD-Administrator-Frequently-Asked-
Questions?language=en_US

https://support.proquest.com/s/article/ETD-Administrator-Frequently-Asked-

Questions?language=en_US

ProQuest FAQ – General, Submission and Technical 
Support, and PDF Questions:
https://support.proquest.com/s/article/ETD-Administrator-Frequently-Asked-
Questions?language=en_US

https://about.proquest.com/en/dissertations/proquest-dissertations-frequently-asked-

questions/proquest-dissertations-authors-frequently-asked-questions/#aPQpub

Author FAQ - Submission and Discoverability, Publication 
and Embargoes, and Publishing Rights Questions: 
https://about.proquest.com/en/dissertations/proquest-dissertations-frequently-asked-
questions/proquest-dissertations-authors-frequently-asked-questions/#aPQpub

https://support.proquest.com/s/product/dissertations-etd?language=en_US
https://support.proquest.com/s/article/ETD-Administrator-Frequently-Asked-Questions?language=en_US
https://support.proquest.com/s/article/ETD-Administrator-Frequently-Asked-Questions?language=en_US
https://support.proquest.com/s/article/ETD-Administrator-Frequently-Asked-Questions?language=en_US
https://support.proquest.com/s/article/ETD-Administrator-Frequently-Asked-Questions?language=en_US
https://about.proquest.com/en/dissertations/proquest-dissertations-frequently-asked-questions/proquest-dissertations-authors-frequently-asked-questions/
https://about.proquest.com/en/dissertations/proquest-dissertations-frequently-asked-questions/proquest-dissertations-authors-frequently-asked-questions/


Navigating ProQuest: Order Printed 
Copies



Navigating ProQuest: Steps to 
Complete

You can only submit after all steps are complete. 



Example of ProQuest Email: 
Submission Received



Navigating ProQuest: View Decisions

gradstudies@tntech.edu

Expect one or more revision requests

You’ll receive an email from ProQuest when we request 
revisions

Please contact your reviewer, me, or gradstudies@tntech.edu 
if you can’t read our comments or if you have any questions

When we accept your paper for publication, you will receive 
an email from ProQuest

Decisions & Revisions

mailto:gradstudies@tntech.edu


Navigating ProQuest Email: My 
Dissertations/Theses List

After your paper is submitted, you’ll 
find it in the 

My Dissertations/Theses List 
under the My ETDs tab

To upload a revised copy of your paper, you can 
select the Revise button here, or select the View 
button then Revise My ETD from the top menu 

(see next slide)



Navigating ProQuest Email: Submitting 
Revisions



Navigating ProQuest: Submitting 
Revisions, Cont.

Upload your revised 
PDF here – do not 
create a new 
submission



Navigating ProQuest: View Revision 
History



disspub@proquest.com

ProQuest
disspub@proquest.com 

gradstudies@tntech.edu

College of Graduate 
Studies
gradstudies@tntech.edu 

Questions?

mailto:disspub@proquest.com
mailto:gradstudies@tntech.edu
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