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Electronic Thesis and Dissertation (ETD) Submission using ProQuest 
Background: 

Electronic archiving of original research serves to both preserve and facilitate its dissemination. The Division of 
Graduate Studies of the University of Oregon uses ProQuest to administer the submission process that results in 
the archiving of data and publications in the UO institutional repository, Scholars’ Bank. 

These instructions will guide you through the ProQuest submission process. While you can complete all of the 
steps required by the University for ETD submission at no cost, you should be aware that ProQuest offers 
optional features that will incur costs. See instructions below for details, as well as for any options that may 
affect the licensing and accessibility of your work. If you have any questions about the archiving process in 
either ProQuest or Scholars bank, please contact Institutional Repository Manager, Cathy Flynn-Purvis. 

In order to complete the submission process, you will need to have the following prepared: 

• A single PDF file of your thesis or dissertation 
o ProQuest FAQs about PDFs 

• Your abstract 
• Supplemental material, including data sets. (***Note, you can directly upload your supplemental 

materials to Scholars’ Bank for free. See Step 16 for more information.) 
• Thesis Approval forms (for Masters level only) 
• Subject Category (see Step 7 below) 
• Your ORCiD ID. From ORCID website: “ORCID provides a persistent digital identifier that 

distinguishes you from every other researcher and, through integration in key research workflows such 
as manuscript and grant submission, supports automated linkages between you and your professional 
activities ensuring that your work is recognized.” If you do not have an ORCiD ID yet, you can create 
one here. 

• If supplementary materials—such as audio, video, and spreadsheets—are an integral part of your ETD, 
you can submit them as supplementary files. Add a description of each supplementary file to your 
abstract and list them at the end of your ETD Table of Contents. 

https://scholarsbank.uoregon.edu/xmlui/
mailto:cflynn@uoregon.edu
http://www.etdadmin.com/cgi-bin/main/faq?siteId=263%23pdf
http://orcid.org/
https://orcid.org/register
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Step 1: Go to ProQuest: http://www.etdadmin.com/ 
 
 
 

 
 
Step 2: Select “Sign Up” to create and account with ProQuest (if you have not already) 

 

http://www.etdadmin.com/
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Step 3: Select Country: United States 

This will narrow results to only universities within the U.S. 
 

 
 
Step 4: Select “University of Oregon” 
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Step 5: Create a Personal Account 
 

Step 6: Reply to Confirmation Email 
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Step 7: Return to ProQuest by the email link above or http://www.etdadmin.com 

At this stage, ProQuest provides a list of items to have ready to complete the submission process. In order to 
proceed, please ensure you have the following ready: 

• A single PDF file of your thesis or dissertation 
• Your abstract 
• Supplemental material, including data sets 
• Thesis/Dissertation Submission and Document Approval forms 
• Your ORCiD ID 
• Subject Category: Use the link provided (see arrow) to select 1-3 appropriate subject area descriptions. 

 

http://www.etdadmin.com/
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Step 8: Select Publishing Options 

1. ProQuest provides two publishing options: Traditional Publishing and Open Access Publishing PLUS. 
We recommend choosing Traditional Publishing in order to retain the greatest level of control of the 
dissertation or thesis. Regardless of the option you choose, open access of the ETD would still be 
available through UO’s institutional repository called Scholars’ Bank. 

a. Traditional Publishing: Traditional Publishing is free to UO students. You enter into an 
agreement granting ProQuest a non-exclusive license to publish your abstract and to duplicate 
and distribute your ETD. ProQuest pays you a royalty on sales of your work. 

b. Open Access publishing through ProQuest PLUS: This publishing option requires you to pay a 
$95 fee. You enter into an agreement granting ProQuest a non-exclusive license to publish your 
work on the ProQuest Dissertations and Theses Open Database and make it available for free 
download. You do not receive royalties with this option. All ETDs are part of the UO’s 
institutional repository called Scholars’ Bank. Scholars’ Bank automatically provides open 
access to dissertations/theses without charge. 

2. You may select to embargo your ETD for 6 months, 1 year or 2 years. An embargo is a delayed release 
and/or restriction of the dissemination of the ETD. 

 

https://scholarsbank.uoregon.edu/
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Step 9: Confirm Traditional Publishing or Open Access publishing through ProQuest PLUS Agreement 
 

Step 10: Determine Institutional Repository (Scholars’ Bank) Publishing Options 

Select the immediacy with which you would like your work released in Scholars’ Bank. If you select to delay 
access, the second screenshot below describes the information you will need to provide. 

Selecting “Open Access” here means anyone with web access will be able to view or download the material 
from Scholars’ Bank. The “University of Oregon only” access option means that only people with a current 
DuckID and password, or accessing Scholars’ Bank from a select IP range on campus can access your materials 
via a web connection. 
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If you choose to delay release: 
 

Step 11: Read and Agree to the University’s Non-exclusive Distribution Agreement 
 



10  

Step 12: Select or Decline Creative Commons Licensing Option 

As the author, you own the copyright as soon as your dissertation or thesis is “fixed in a tangible medium.” 
Copyright automatically provides five exclusive rights commonly labeled as “all rights reserved.” Creative 
Commons (CC) licenses allow you to assign “some rights reserved” for your work. By choosing a CC license 
you are not giving up the copyright of your ETD, but are selecting what rights you would like to protect and 
what uses by others you would like to permit without requiring your permission. Visit 
https://creativecommons.org/ to learn more about the six Creative Commons licensing options available. 
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Step 13: Enter Contact Information 

Much of this information is from the information you provided in your initial registration. Be sure to verify that 
the information provided is correct and provide additional information as needed. 

 

Step 14: Enter Thesis/ Dissertation Information 

In addition to the mandatory information, such as title and abstract, you will have the opportunity to select up to 
three categories (subject areas) and six key words that describe your ETD. This information will make it easier 
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for others to find your work when searching the web. 
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Step 15: Upload the PDF of your Thesis/Dissertation 

Make sure that you have met the format specifications for uploading PDFs into ProQuest. These are outlined in 
the PDF Help Menu on the right side of the screen. Note: these cover the PDF attributes, such as properly 
embedded fonts. You must also ensure that your manuscript meets the formatting specification of the Division of 
Graduate Studies Thesis and Dissertation Style Manual, which can be found here: 
https://graduatestudies.uoregon.edu/2016-2021-style-manual 

In the PDF upload screen, you will see an option to upload copyright permission documents. If you are 
including material in your ETD that you do not hold the copyright for, you must receive permission from the 
original copyright holder. The permission you receive is uploaded here along with the PDF of your 
dissertation/thesis. 

This article from ProQuest covers copyright permissions that may be required with your ETD as well as some 
useful information on copyright for you as an author: 
http://media2.proquest.com/documents/copyright_dissthesis_ownership.pdf 

 
 
 

https://graduatestudies.uoregon.edu/2016-2021-style-manual
http://media2.proquest.com/documents/copyright_dissthesis_ownership.pdf
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Step 16: Supplemental Files 

You have two options for uploading supplemental works. These can be put directly into Scholars’ Bank for free 
at any time, even prior to Pro Quest submission. For assistance with this process, contact Cathy Flynn-Purvis. 

You may also upload your supplemental materials here on ProQuest, but please note that it is optional and all 
submitted materials will be subject to the same Traditional Publishing Agreement as your thesis or dissertation. 

mailto:cflynn@uoregon.edu
http://media2.proquest.com/documents/agreement_traditionalpub.pdf
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Step 17: Submit ETD Approval Form (Masters only) 

Complete the Thesis Approval Form and have it signed by your Chair (and Advisor if separate). You can either 
scan the signed copy and upload it here as an Administrative Document, or deliver the hardcopy to the Division 
of Graduate Studies before the deadline. You can find the Thesis Submission Approval form here. 

Approval of the document for doctoral students is included in your committee and Chair’s final approval of your 
successful dissertation defense via GradWeb. No additional form is required. 

 
 

Note: Consider uploading your ETD in Word format as an Administrative Document so that you always have a 
editable copy in a safe place. 

 

https://graduatestudies.uoregon.edu/academics/thesis-dissertation/etd-submission
https://graduatestudies.uoregon.edu/sites/default/files/mastersthesisapproval.pdf


16  

Step 18: Notes 

Include additional instructions here, such as describing/listing relevant supplementary files that will be uploaded 
to Scholars' Bank, or if there is a short message you would like to send to the Division of Graduate Studies to 
assist with reviewing your ETD. 

 

Step 19: Register for Copyright 

You can complete this process through ProQuest for a fee of $75, or you can complete the process 
independently through the U.S. Copyright Office (a slightly reduced fee is available if you file electronically at 
https://eco.copyright.gov). NOTE: Your work is copyrighted the moment you complete it. This process is only 
for registering a copyright which is a step necessary before proceeding with legal action against someone 
infringing on your work, but need not be completed ahead of time. By registering the copyright of your ETD, 
you will be able to sue for statutory damages or actual damages/profits; if you do not register your copyright, 
you can collect only actual damages/profit. Statutory damages are easier to collect and do not require proof of 
losses incurred or an expert witness to argue on your behalf. 
This article from ProQuest outlines information on copyright for ETDs: 
http://media2.proquest.com/documents/copyright_dissthesis_ownership.pdf 

https://eco.copyright.gov/
http://media2.proquest.com/documents/copyright_dissthesis_ownership.pdf
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Step 20: Order Copies 

If you would like to order copies you can do so through ProQuest here (see arrow). You may also order copies 
on your own through other outlets such asTrappist Abbey Bookbindery in Carlton, Oregon or Thesis on 
Demand, an online service, located at http://www.thesisondemand.com/. You are responsible for investigating 
cost and qualitity of vendor services. The University does not recommend or endorse any specific printing 
sevices. 

 

http://www.thesisondemand.com/
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Step 21: Review and Submit 

Make sure that all of the information is entered correctly and that you have uploaded the final version of your 
PDF. Once you submit, you will no longer be able to make changes to your thesis or dissertation, except 
for formatting corrections requested by the Division of Graduate Studies. We will notify you within 1-3 
weeks as to whether or not any corrections are required. 

 

 
 
Additional Resources: 

ProQuest Resources and Guidelines: http://www.etdadmin.com/cgi-bin/main/resources 

Scholars’ Bank: https://scholarsbank.uoregon.edu/xmlui/ 

UO Division of Graduate Studies Thesis/Dissertation resources: 
https://graduatestudies.uoregon.edu/academics/thesis-dissertation 

UO Libraries’ Digital Scholarship Services: https://library.uoregon.edu/digital-

http://www.etdadmin.com/cgi-bin/main/resources
https://scholarsbank.uoregon.edu/xmlui/
https://graduatestudies.uoregon.edu/academics/thesis-dissertation
https://library.uoregon.edu/digital-scholarship-services
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scholarship-services 

UO Libraries Research Data Management: https://researchguides.uoregon.edu/data-

management/services 

https://library.uoregon.edu/digital-scholarship-services
https://researchguides.uoregon.edu/data-management/services
https://researchguides.uoregon.edu/data-management/services
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