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Create a New Student Account
Start Here to Create your 
account

or Here to Create your 
account
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Create a New Student Account
cont.

Create your account
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Create a New Student Account
cont.
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Welcome Login Page
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ProQuest Thesis and Dissertation 
Process
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Submission Process
New Submissions

The following screens show how to submit a new document through the Delaware State 
University site.  The submission site is available to use anytime from any where.
Please be mindful of the Delaware State University’s policies regarding submission 
deadlines and delayed releases.
You will find useful information about publishing and Delaware State University’s policies 
under the Resources and Guidelines  and more on back on the  home page tab in the tool.
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ProQuest Publishing Options
On this screen you select publishing options.  There are no fees for Traditional 
Publishing.  The Open Access option has a $95.00 fee.  (Please consult the 
Publishing Guides under Resources and Guidelines for more information 
regarding the differences between the to two  options.) You may also want  
your research to be accessible on search engines.
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Review Publishing Agreement
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Review Publishing Agreement 
Cont.
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Input the Correct Contact 
Information
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Input the Correct Contact 
Information
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Input Dissertation/Thesis 
Details Choose your degree from the drop down list. All degrees are listed. If you’re

not sure what the exact title of your degree is, contact your academic advisor.  
Choose your department. All  departments are listed. If you’re not sure what 
to choose, contact your academic advisor.
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Input Dissertation/Thesis 
Details cont.

In this section, type your committee chairperson’s 
name. Below that, enter the names of your committee 
members.  Committee member’s names are required 
by Delaware State University .
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Input Dissertation/Thesis Details 
cont. Choose your Primary Subject Category. If you do not see what 

your document is specifically about, choose what you think is the 
closest category in relation to it.  You can contact ProQuest for 
assistance.  They have subject-matter experts on staff. 

Choose some 
keywords about your 
subject matter, then 
copy/paste your 
abstract section into 
the box. Click “Save & 
Continue”.
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Upload Your Thesis or 
Dissertation

If you do not have your own 
method to convert your 
document into a PDF, you may 
use the converter provided. 
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Word Document Conversion
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Converted Document
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Upload Any Supplemental 
Documents

You may add supplemental files using this screen. These files can be in 
a variety of formats such as movie or music clips, extra graphs, maps, 
etc. that you want people to view but that you don’t want in your 
main document. If you do not have any files, click “Save & Continue”.

19



Add Notes to the Administrator

You may add any comments about anything you 
want to tell the staff reviewing your manuscript on 
this screen. 
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Register U.S. Copyright
You can opt to have ProQuest file for copyright on your behalf. The fee for this 
is $55.  The ProQuest publishing agreement is a non-exclusive agreement and 
as such, authors retain complete control  over their copyright.  ProQuest is 
providing the convenience of registering with the US Copyright Office. 

21



Register Copyright cont.
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Order Copies
If you would like to order personal copies of your thesis or dissertation, 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 and your document uploaded to 
ProQuest
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Order Copies cont.

Please note:  You are required to purchase a copy for the library 
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This is your order



Calculate Subtotal and Continue 
with Order

You will be given the opportunity to make changes to 
your submission right up through placing an order 
for copies.  This includes dissertation details, advisor, 
publishing options. All of these items can be changed 
in previous pages.  This is a summary of your order 
for your review.
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Shipping Address of Order
We will send this order to the name and address you indicate below. There is 
no shipping charge.  Please ensure that the address is correct.
•Copies are shipped approximately 8 to 12 weeks after we receive your
manuscript for publication.
•If your order includes U.S. Copyright Registration, you will receive a letter
from the U.S. Copyright Office to confirm your registration.
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Pay For Your Order
Your work is ready for submission to your institution for 
review. 
1.Verify the details of your work as shown below.
2.If necessary, use the Change links to update
corresponding details.
3.Click Continue.
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Pay For Your Order Cont.
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Pay For Your Order
This is a summary of your order for your 
review.
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Pay For Your Order: 
Enter Your Credit Card Information

Please ensure that the information is correct. 
If the information is not correct, you will get an
error message.
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Order Submission Summary
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For Your Information

• For any questions or concerns that you may have regarding
your thesis or dissertation submission, please contact:

Cheryl Still

Graduate Student Support Specialist

Delaware State University

Graduate Studies and Research

302-857-6800 (x6800)

cstill@desu.edu
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