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PROQUEST INSTRUCTIONS FOR THESIS AND DISSERTATION 
 

The following information should be used to guide you through the ProQuest submission process.  
 

Before you submit: 
 

❒ Document should be in FINAL publishable format; once submitted, changes cannot be made without paying a fee   
❒ Fonts should be embedded on Word document before it is converted into PDF file.  To embed fonts: 

• Go to Office Button, click on “Word Options,”  
• Click “Save” button 
• Check the “embed fonts in the file” box 
• Check the “embed only the characters used in the document (best for reducing file size)” box 
• Uncheck the “do not embed common system fonts” box 
• Click on “Ok” button 

❒ Convert Word document into PDF file  
• If you do not have PDF converter ProQuest offers this service 
• ProQuest will e-mail you a PDF file of your document 
• Takes approximately 24 hours to receive the converted file to your e-mail address 

❒ Have all supplementary materials ready to upload (audio, video, and spreadsheets)  
 

Create an Account with ProQuest to Upload Thesis/Dissertation 
 

❒ Go to ProQuest website: http://www.etdadmin.com/cgi-bin/main/home    
❒ Under “Students,” click on “Submit my dissertation/thesis” 
❒ Select your institution:  University of North Texas Health Science Center at Fort Worth-School of Public Health 
❒ Create an account 
❒ Follow directions  
 

FAQ’s 
 

❒ How many bound copies should I order? 
• It is no longer required to order copies for the university.  Any copies ordered will be the students’ personal copies.  

Students will usually order copies for themselves or as gifts for family, major professor, etc.   
• Anticipate receiving your published document from ProQuest within 12 weeks. 

❒ What bound size and format should I order? 
• There is no specific requirement for the bound size or format, you may choose bound size 8 ½ x 11 or 6 x 9.  You 

may also choose the type of format: Hardbound or Softcover.  
❒ How many signed signature pages should I turn in to the Office of Student and Academic Services? 

• It is only required to turn in one
• Personal copies of Thesis/Dissertation do not contain any signatures.  If you would like signature pages signed by 

your major professor, committee members, department chair and dean, contact the Office of Student and 
Academic Services.   

 signature page with the copy of your Thesis/Dissertation. 

❒ What about Traditional Publishing, Open Access Publishing, Copyright, or Embargoes? 
• For further resources and detailed guidelines about these topics, please visit: http://www.etdadmin.com/cgi-

bin/main/resources.  
•  Contact Jamie Furrh (jfurrh@hsc.unt.edu), Digital Projects Librarian, for detailed Copyright information.  

 

If you have any questions or concerns, please contact the Office of Student and Academic Services.   
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