
Submitting Your Thesis or Dissertation to ProQuest/UMI  
Using the ETD Administrator 

 
Choosing to submit your thesis or dissertation to ProQuest/UMI is optional, but doing so 
will make your research accessible to students and scholars around the world. All current 
Metropolitan State students, faculty, and staff will be able to read and download your 
thesis or dissertation, as well as any student or faculty at a college or university that 
subscribes to Digital Dissertations. 
 
Note: ETD is short for “electronic theses and dissertations.” 
 
Submitting your work 

1. You will be submitting the final version of your thesis or dissertation (the one 
that you submitted for the completion of your degree). As such, it should 
already be formatted per the requirements of your graduate program. Contact your 
advisor or the director of your program if you need this information. 

2. Save your thesis or dissertation as a PDF. 
3. You will be asked for several pieces of information as you submit your work. 

Have the following ready: 
• The name of your college (you will choose this from a list) 
• The name of your advisor (and committee members, if you had them) 
• Your degree and the year it was awarded (you will choose this from a list) 
• Title and abstract of your work 
• Descriptive keywords: Think of 1-6 terms that you think best describe the 

topic of thesis or dissertation. 
• Optional supplementary files: Any images, data, or other files that are 

integral to your project, but are not part of the full text of your work, can 
be uploaded separately as a part of the submission process. Have these 
readily available.  

4. Go to http://www.etdadmin.com/ and follow the prompts.  
• Plan to spend about 30 minutes to complete the submission process. 
• ProQuest will notify you by email when your work is “live” and 

accessible.  
 
Congratulations! Your work is now part of the scholarly conversation! If chose not to 
embargo your work (see below), your thesis or dissertation will be available to 
Metropolitan State students and faculty through the Dissertations & Theses @ 
Metropolitan State database within 6-8 weeks. 
 
Copyright 
Your thesis or dissertation is already under copyright. You do NOT need to pay 
ProQuest/UMI to secure it.  
 
You will have a number of options to limit or expand access to your work: 
 

http://www.etdadmin.com/


• Embargo: You can place an embargo on your work, meaning the document will 
be inaccessible for the period of time you specify. You may want to do this if you 
are in the process of publishing part of your work or related research or if your 
work contains proprietary information that should not be immediately released. 
Your advisor may have advice for you in either circumstance. 

o Library recommendation: The library faculty at Metropolitan State 
University recommends that you do not embargo your work in most cases. 
Embargoing your thesis or dissertation will make it more difficult for 
other scholars to learn from your research. 
 

• Open Access: You can optionally pay ProQuest/UMI to make your thesis or 
dissertation “open access.” This expands the accessibility of your research by 
making it freely available to anyone on the Internet. While you will retain your 
copyright, you will forgo any royalties that you might have otherwise earned from 
individuals who would have instead purchased a copy of your thesis or 
dissertation. 

o Library recommendation: The library faculty at Metropolitan State 
University recommends that you consider the open access option. Again, 
doing so will increase access to your work and therefore may increase its 
impact in the scholarly community.   

o Note: The library cannot subsidize open access fees. 
 
Need help? Have questions? 
If you have any questions about your options or you need help submitting your thesis or 
dissertation to ProQuest/UMI, please call the library reference desk at 651-793-1614 or 
email library.services@metrostate.edu. Mention that you are submitting your thesis or 
dissertation to ProQuest/UMI and you would like to talk with your graduate program’s 
library liaison. 
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