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How to upload your manuscript to ProQuest 
 
Step 1: Create your account for the ProQuest dissertation and thesis database  
 
Fill out the Create Account screen with your information.  
 

 
 
 
NOTE: Once you submit this form, you will receive an email confirmation that your 
account has been created.  
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https://www.etdadmin.com/createaccount?siteId=64


 
 

 
 
 

Step 2:  Confirm your account by clicking on the link sent to your email. 
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Step 3: Read the instructions on how to submit your manuscript to the ETD 
Administrator and click Continue.  
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Step 4: Select the publishing option that best aligns with how you would 
like your manuscript to be made available online.  
 
If you choose Traditional publishing, your manuscript will be available in ProQuest’s 
subscription-based database. Users with a subscription through their academic 
institution can access the full text of your manuscript online, while non-users can find a 
preview of it (the first 24 pages) and purchase your manuscript in ProQuest’s online 
store if they wish. If someone buys your manuscript from ProQuest, you are eligible for 
royalties from your ProQuest publication. There is no cost to choose traditional 
publishing.  
 

Please note: ProQuest pays royalties to authors based on copy sales and usage 
of dissertations. ProQuest pays royalties of 10% of its net revenue from sales of 
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your dissertation or thesis in all formats, including PDF, hardbound, softbound, 
and microfilm formats. ProQuest also pays royalties for downloads as part of a 
ProQuest Dissertation & Theses Global subscription. 

 
If you choose Open Access publishing, the full text of your manuscript will be available 
freely through ProQuest. Anyone will be able to access the full text online without 
having to pay. With this option, you do not earn royalties from your ProQuest 
publication. There is a one-time fee of $95 to choose open access publishing.  
 
Step 5: Access options (delaying the release of your work) 
If you want your work to be published immediately, click Yes. 
If you want to delay when your work is published, click No. 
 
If you would like the publication of your manuscript to be delayed, you will be given 
several options in the drop-down menu to select a reason for the delay in releasing your 
manuscript. 
 
You can also choose how long to delay the publication: 6 months, 1 year, 2 years, or a 
different amount of time that you specify (Other). 
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Step 6:  Fill out your contact information  
 
Please note: When you complete the Contact Information page, be sure to sign up with 
an email address that you check regularly. You will receive time-sensitive emails from 
ProQuest about your manuscript, and you must respond quickly in order to avoid delays 
in getting your diploma and transcripts. 
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Step 7: Fill out your Dissertation/Thesis Details  
 
Please note: When you complete the Dissertation/Thesis Details page,  
be sure to type in the correct manuscript completion year, degree date, degree 
awarded, and department. This information cannot be changed after you submit it. If 
you make a mistake filling out this page, you will have to resubmit the manuscript to 
correct the information. 
 
In particular, make sure you enter the correct degree type (Master of Arts vs. Master 
of Science vs. Ph.D.). You should enter the name of your department or school, not 
the name of your graduate program. 
 
For example:  
Year Manuscript completed: 2020 
Degree Date: 2020 
Degree Awarded: Master of Arts  
Department: Rhetoric and Writing  
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Step 8: Fill out the names of your committee members. Please 
double-check to ensure their names are spelled correctly. 
 

 
 

Step 9: Upload a PDF of your manuscript.  

Step 10: ProQuest asks if you have any copyright permission documents 
to submit. In most cases, you will click No. 
 

However, if you used a significant portion of someone else’s copyrighted work in your 
thesis, you will need to request permission from the authors and upload the permission 
document with your submission before ProQuest can publish your manuscript. This 
documentation may be in the form of a formal letter (printed or signed) or in the form of 
an email. In this unusual case, click Yes and then upload the permission documents. 
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Step 11 (Optional): Upload any supplemental materials if applicable for 
your manuscript. 
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Step 12 (Optional): Include any notes to the administrator that you think 
are necessary for them to be aware of when reviewing your manuscript. 
This section is optional. 
 

 
 
 
 

Step 13 (Optional): If you choose to register your copyright for your 
manuscript, fill out this screen with your information for copyright 
registration (see the screenshot on the next page)  
 
Please note: UA Little Rock does not require you to register your copyright of your thesis or 
dissertation; all original works are automatically protected, even without registration. However, 
you may not be able to collect damages from someone who infringes on your copyright unless 
you have registered it with the Library of Congress. To register for copyright protection using 
ProQuest, you must pay a $75 fee. 
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Step 14 (Optional): Pre-order Copies (if you would like to order copies 
through ProQuest) 
 

 
 
Binding Options Available 
 
Please note: UA Little Rock does not require you to have your thesis or dissertation bound into a 
printed book format. If you want to have bound copies for your personal use, you are 
responsible for choosing the binding materials and paying for the binding on your own.  
 
You may use any binding service that meets your needs. Below are a few popular options.  
 
Online thesis and dissertation binding services:  
Bachelor Print (3-5 business days; free shipping)  
PHD Book Binding (5-10 business days, depending on paper used and size)  
Wert Bookbinding (4 weeks standard, 1 or 2 week rush shipping available)  
DB Bookbinders (4 weeks, multiple binding options)  
Thesis On Demand (cloth bound copies in 4 weeks, leather bound copies in 6 weeks) 
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https://www.bachelorprint.com/
https://phdbookbinding.com/
https://wertbookbinding.com/thesis-printing-and-binding
https://www.dbbookbinders.com/
https://www.thesisondemand.com/


 
 

Step 15: Submit your manuscript once you have completed the 
upload process.  
 

 
After you have completed all required steps and are ready to submit your manuscript, a 
summary of your selections and applicable fees will display for your review  
 

 
After you have completed all required steps and are ready to submit, you will be able to provide 
your billing information, if needed. 
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