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ProQuest Step-by-Step Administrator Review Guide 
 

Step #1: Log In to your Administrator Account on ProQuest 

 Follow this link to the ProQuest ETD Database. 

 Click the “Login” tab and choose “Administrator.”   

 Then, enter your log in credentials or choose “Forgot your password?” if you need to reset your login credentials.   

https://www.etdadmin.com/main/home?siteId=887
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Step #2: Navigate to Submitted ETD List 

 After loggi
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Step #3: Review of Submissions, continued 

 If you feel items in the ETD Details need to be revised, you can revise them or send them back to the student to revise.  

 To revise for the student, use the navigation bar on the left and choose “Revise details.” Then revise the details as needed.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

You can revise all details, 

including addition or removal 

of relevant keywords 
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Step #5: Register Decision 

 Once the Checklist is complete, click on the “Register decision” tab on the left side navigation bar. 

 In the first section, choose “Accept” as your decision. Then, click the blue “Register decision” button to submit. 
 

 

 

 

 

 

 



P a g e  | 10 

 

 
 

Step #6: Deliver to ProQuest 

 Once the submission is accepted, you will notice on your homepage that the status of the submission is now “Ready for 

Delivery.” 
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