
COPYRIGHT AND AVAILABILITY 

Student Walk-Through 

1) To open ARCS, log into Howdy and select the “My ARCS” icon at the top of the page (see icon below): 
 
 
 
 

 
 
 
 

2) Once inside of ARCS, you will see a list of icons displaying all the milestones required for the completion of your degree (see below): 
 
 

 
NOTE: The milestones may appear differently depending on your degree type. 

 
3) If you have scheduled your final exam (have an approved final exam request), you will be able to submit the Copyright and Availability 

(C&A) form prior to taking the final exam. 

a) To complete the C&A form, click on the Thesis/Dissertation/Record of Study milestone. 



b) If you have passed your final exam, the system will automatically take you to the Thesis/Dissertation/Record of Study milestone. 

NOTE: If you have not passed your final exam or had your Copyright and Availability (C&A) form approved by your Chair, you will NOT be able to 
submit the Thesis/Dissertation/Record of Study Approval Form. 

4) On the Thesis/Dissertation/Record of Study milestone, follow the instructions (see below): 
 



5) Upload the AAUDE Confirmation Email and the SED Certificate to the appropriate links. 
 
 
 

6) After you have uploaded the survey completion documents, begin submitting your Copyright and Availability Form, by selecting “Begin Submission”. 
 
 
 

7) After selecting “Begin Submission”, the following screen should appear: 

 

8) Read through the “TAMU Copyright Agreement”, “Acknowledgement of Content Statement'', and “Student Availability and Copyright 
Agreement” sections. 



a) After reading the information provided, click the required boxes located to the left of the acknowledgement. 
 

9) For the final section, select which availability option you would like for your manuscript (see below): 
 



10) If you need help with the availability options, select “How to choose an availability option” (see below): 
 



11) Select your availability option and then click on “Submit Request” (see below). 
 

a) If you select to place a “Document Only Hold'' or ''Full Record Hold” on your Thesis/Dissertation/Record of Study, a reason is 
required for the hold. 

b) Please consult with your advisor if you are uncertain which option to select or what explanation to provide. 
 



 
 

12) You will be able to track the approval status of your form in the “Copyright Approval Status” section (see below): 
 

 

13) Once you have passed your final exam and receive approval from your Chair for the C&A form, you will be able to submit your 
Thesis/Dissertation/Record of Study Approval Form. Instructions for completing the Thesis/Dissertation/Record of Study Approval Form 
can be found in the Manuscript Guide. 

https://staticfiles.as.tamu.edu/EIS/ARCS/Manuscript_Approval_Student.pdf


NOTE: If you are unable to submit your C&A for approval or do not see anything on the Thesis/Dissertation/Record of Study milestone page, 
please contact the Grad School at GradARCS@tamu.edu. 

mailto:GradARCS@tamu.edu

