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Create your account with ProQuest. If you used ProQuest to submit a thesis at a prior institution, 
you will need to use that login or create a new account. 
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Select Country and University 

 

  



Guide for Submission of Theses and Dissertations in ProQuest ETD Administrator 

3 
 

From the welcome screen, you can review instructions and navigate through the screens with the 
“Continue” button or go through the steps on the checklist (left sidebar).  
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Select Publishing Options 
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Select appropriate access option – available immediately in W&M Publish or embargo required. 

 

 

View Institutional Repository agreement, download, sign and scan for later submission.  
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Select the Creative Commons use option you wish to have associated with your work: 
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Fill in your personal information and your dissertation/thesis details. 

 

Note on Subject Categories: There is no “Marine Science” to choose from in subject category 
dropdown list. Refer to the list of ProQuest Subject Categories in the appendix (also available for 
download on the ProQuest welcome page). Select the most appropriate primary category for your 
research and any additional subject categories if applicable.  

Add up to six keywords 

Add the abstract. 
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Upload a PDF file of your thesis or dissertation. 

REMINDER: Make sure that your PDF file properties include your thesis/dissertation title and your 
name as the author. To do this prior to upload, open your PDF and then click on File  Properties. 
When the Document Properties box pops up, go to the Description tab and fill in Title and Author. 
Save PDF file before uploading document to ProQuest. 
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Add any supplemental files if you have any. 
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Upload Administrative documents: IR agreement, SMS Thesis or Dissertation Final Acceptance 
Form, SMS Graduate Survey form and for PhD candidates, the Survey of Earned Doctorates 
Certification of Completion. 
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Add any notes to the Registrar, if needed. 

 

Register US Copyright (If you choose to do so.) 
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Order print copies through ProQuest if you wish. 
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Verify what you have inputted and your publishing options. 

Click Submit Button 
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You are finished!! 

 

 

 

 


