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What is an Electronic Thesis or 

Dissertation (ETD)? 

It is the digital (electronic) representation of your thesis or 

dissertation. It is the same as its paper counterpart in 

content and organization and follows the directives set forth 

by The Graduate School.  
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Who is Proquest? 

 

 ProQuest is a private company that has acted for more than 60 years 

as the publisher and distributor for the majority of theses and 

dissertations written in the United States (they are a reputable 

company). 

 

 They list and make available published theses and dissertations in 

the ProQuest Dissertations and Theses (PQDT) database (you may 

have used them as a resource in the research of your thesis or 

dissertation). 

 

3 



North Carolina  

Agricultural and Technical State University 

Advantages of an ETD 

 Saves money on printing copies 

 

 

 Additional information (i.e. data or multimedia files) that could not 

be part of a paper submission can now be uploaded digitally 

 

 

 Much faster publishing than paper to a much wider audience 
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Prior to ETD Submission 

 

Prior to submitting your dissertation/thesis electronically to The Graduate 

School, you must be registered, validated, and have successfully 

defended your thesis/dissertation (oral defense form submitted to The 

Graduate School by your department.  

 

Additionally, you must have applied for graduation in the semester you 

plan to submit your thesis/dissertation.  
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Websites You Will Use 

 

 The Graduate School (http://www.ncat.edu/academics/schools-

colleges1/grad/continuing-students/thesis/index.html)  

 Contains tutorials, forms, link to ProQuest, other informational  

 items 

 

 

 ProQuest ETD (www.etdadmin.com/ncat)  

 Functional website you will use to submit your ETD, register for 

 Library of Congress copyright (optional), order bound copies 

 (optional) 
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The Graduate School Forms and 

Information 
 

You can access the following forms and guidelines from The Graduate 

School’s Thesis/Dissertation website:  

 

 Declaration of Academic Honesty  

 Thesis and Dissertation Checklist  

 Thesis and Dissertation Digital Handbook  

 Thesis/Dissertation Template  

 Electronic Thesis and Dissertation Submission Guide 

 Several web-based walkthroughs/guides of the writing and submission 

process. 
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Before Uploading to UMI/ProQuest 

You must submit a few items before uploading your thesis/dissertation. The 

following items are due to Gibbs Hall 120 on or before the final date indicated 

on the University’s academic calendar: 

 Thesis and Dissertation Checklist 

 Declaration of Academic Honesty 

 Letter from Donna Eaton Regarding IRB Protocol 

 Electronic Copy of Dissertation/Thesis (on a CD with your advisor’s 

signature on the front OR submitted to Dr. Bigsby directly by advisor) 

 Completed Signature Page (due after final approval) 

Upon receiving and reviewing the items, you will receive a receipt from The 

Graduate School giving approval to upload into UMI/ProQuest. You have 24 

hours from the date of receiving notification to upload your document. 
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Explore. Discover. Become. 

Submission Process 

The following slides show how to submit and revise your 

document through the ETD site. 
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Submitting Your ETD 

This is the homepage located at www.etdadmin.com/ncat. The link to begin the submission 

process is available under the “Ready to Begin?” section. If you are submitting a new ETD 

click “Submit.” If you are revising an existing ETD click “Revise.” 
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Setting Up a New Account 

 
After clicking “Submit” on the homepage, you will need to set up a new account if you have 

not already done so. If you have already created an account, enter your Username and 

Password as indicated. 
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Creating Your Account 

Fill in the required information. Be sure to pick a username and password that you will be 

able to remember. 
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Creating Your Account  

An email will be sent to the address you entered requesting that you to activate your 

account. 
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Confirming Your Account 

After account confirmation, this screen reviews some account options. 

UMI/ProQuest mentions the PDF Conversion tool. You may use your 

own conversion tool or may use the converter provided by the site. Click 

“Continue” after you’ve read the information. 
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Publishing Options Part I 

Please read carefully and make your selection. Consult your Major 

Professor if you have questions about publishing options.  
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Publishing Options Part II  

Continuation of the Publishing Options page. 
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Publishing Agreement 

This screen explains the Publishing Agreement. The agreement is 

between the author and ProQuest. Click “Accept” at the bottom of 

the page and the University Agreement on the next page.  
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Contact Information  
Enter your information as requested. Click “Save and Continue” at the 

bottom of the screen. 
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Dissertation/Thesis Details 
On the next screen, fill in the details for your document and 

committee. 
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Dissertation/Thesis Details II 

Choose keywords about your subject matter. Then copy/paste or 

retype the abstract from your document to the Abstract box.  
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PDF Conversion Instructions 

If you do not have your own method to convert your document into a PDF, you 

may use the converter provided. If you are not using the ProQuest PDF 

converter, please advance to slide 28. 
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PDF Conversion Instructions II 

Select “Browse” to locate the document on your computer.  
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PDF Conversion Instructions III 

There are also help files and an FAQ page if you need assistance or 

have questions. 

23 



North Carolina  

Agricultural and Technical State University 

PDF Conversion Instructions IV 

After entering a file for conversion, confirmation of conversion will appear. 
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PDF Conversion Instructions V 

When the conversion to PDF is complete, you will receive an email that looks like 

the one below. 

Note that receiving this email only means your document was converted to a PDF. If does 

NOT mean your document was submitted to the Graduate School. You must still submit 

the document via the ETD site. 
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PDF Conversion Instructions VI 

Once you’re saved your document on your computer, you must click the 

“Submit my ETD” text to send your document to the Graduate School 
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PDF Conversion Instructions VII 

Click “Continue” on this review screen. (Note: You may have to scroll through the 

Publishing Options, Publishing Agreements, Contact Information and 

Dissertation/Thesis Details Screens however the fields will be populated). 
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New Submissions 

You must upload your document to submit it. Enter the file or click “Browse” to 

find it on your computer. Once it’s in the box, click “Save & Continue.” 
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New Submissions II 

The next page discusses Supplemental Files. These are files that are media 

such as movie or music clips, extra graphs, maps, etc. not included in your main 

document. Simply click “Save and Continue” as supplemental files are not a part 

of the NC A&T submission process.  
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New Submissions III 

You may add any comments you want to tell the Graduate School on this screen. 
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New Submissions IV 

You may opt to have ProQuest file for copyright on your behalf. The fee is 

$55 and is purely optional.  
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New Submissions V 
If you would like to order personal copies of your document you may do so on this 

screen. Your copies will be shipped to you AFTER your degree has been conferred at 

the end of the semester. The Graduate School does not require a bound copy of your 

thesis/dissertation, but your department chairperson and/or major professor may ask you 

to purchase bound copies. Check with your department on the policy. Note that the 

signed version of the Signature Page is NOT included in bound copies ordered from 

UMI/ProQuest. You will receive a digital copy of that document  
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New Submissions VI 

When you’re ready to submit your document, click the “Submit 

Dissertation/Thesis” button. 
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New Submissions VII 

When submitted properly, the following information will be displayed. Click 

“Done.” Your dissertation/thesis will be sent to The Graduate School and an 

email will be sent once it has been reviewed. 
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Submission Complete Details 

This is what you will see when finished.  
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Submission Complete Details II 

This is the confirmation email that you will receive upon completion. If 

you do not receive this message within a few hours of submitting, your 

document was not properly processed and you need to resubmit.  
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Review Process 

Once the Graduate School receives and reviews the document, you may 

receive an email indicating that corrections need to be made. Corrections 

must be made by the deadline specified in the email. Make the changes 

listed and convert the revised document to a PDF. When you’re ready to 

resubmit your PDF, you can click the “View ETD” link shown at the bottom of 

the email. 
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Revised Submissions 

Sign in to revise your document. 
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Revised Submissions II 

Read the instructions and click “Submit revisions” in the bottom left 

corner to submit your new PDF for another check. 
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Revised Submissions III 

You can revise several aspects of your account from this page.  
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Revised Submissions IV 

After you choose “Change” on the PDF line, you enter your updated PDF file information. 

Enter the file in the “PDF” box or click “Browse” to find it on your computer. Click “Save 

Changes.” 
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Revised Submissions V 

Enter the information and click “I’m done – submit my changes.” 
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Revised Submissions VI 

The revisions screen comes up again. Click “Submit Revisions”. 
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Revised Submissions VII 

You will then see the following confirmation screen. Click “Done”. Note that you 

will NOT receive an e-mail confirmation after this point. The screen below 

provides confirmation that your revisions have been submitted properly to the 

Graduate School. 
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Revision Submitted 
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Final Approval from the Graduate 

School 
When your revised document is approved, you will receive an approval 

email from The Graduate School. This approval email will detail the final 

steps. 

 

The email will ask you to save the PDF of your document to a full labeled CD 

with Major Professor’s signature. Bring the CD along with a hard copy of your 

Signature Page (complete with signatures from your Major Advisor, committee 

members, and Dept. Chairperson) to The Graduate School.  
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Unsuccessful Revisions  

Keep in mind that there are cases where a student does not 

satisfactorily revised the document as required. When the problems 

cannot be reconciled, the student will need to  there are corrections 

that still must be made, you will receive the following email from The 

Graduate School. 
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After Acceptance 

After your document has been accepted, your submission will be locked 

by the Graduate School administrator.  

 

 

No more changes can be made to your document. In case of an 

extenuating circumstance, contact Dr. Shea Bigsby (sbigsby@ncat.edu)  

or Ayanna Boyd-Williams (ayannabw@ncat.edu) and ask that your 

account be unlocked. Be prepared to explain why the document needs to 

be unlocked. 
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Final Uploading 

After your degree has been conferred The Graduate School will 

electronically submit the thesis/dissertation to ProQuest and Bluford 

Library.  

 

The conferral process takes approximately 6 weeks. If you ordered 

personal copies or want to see your document in the Bluford Library 

database, remember that it will take time to be available after graduation. 
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ETD Site Questions 

If you have any questions regarding the ETD site, please use this help 

on the Support and Training section of the ETD site.  
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