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First stage: Check your school email account to see if you
have received the account activation verification email.

After applying for the degree examination, the library will assist in granting
access to Thesis/Dissertation system. You will subsequently receive a system
verification email from the Thesis/Dissertation system, notifying you that you
must use your THU-NID credentials (i.e., the login credentials for the student

information system) to access the system for archiving.
1. Received the verification email for enabling file creation permissions.
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Click the link provided in the email to access the Thesis/Dissertation system

and complete the relevant procedures.
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2. Click on “Submission”
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Use your THU-NID credentials to access the system for archiving.
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3.After logging into the system, you will be able to begin setting up the basic
information for your thesis.
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4. Enter the System's Startup Screen
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(1) Verify whether the basic information established by the library contains
any errors. If the department name is incorrect, please immediately notify
the library.

(2) Any changes during the thesis archiving process will trigger system
notifications to prevent important emails from being missed. The system
defaults to using your university Tmail account. If you do not regularly
check your Tmail, please ensure you provide a frequently used email
address.

(3) Verify the accuracy of the startup page image content and supplement any

missing data. If the information is confirmed to be correct, please press the

EfEAE
button at the bottom of the screen.



(4) Clicking “

As shown below:
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Second stage: The Process for Preparing a
thesis/dissertation

The contents of the thesis archive include the following items:

Basic Information — Abstract in Chinese and English —
Table of Contents — References

1. Key in basic information of your thesis/dissertation,such as abstract, table of
contents and reference. Notice that every blank field should be filled or you

cannot go on to step 2 upload.”

2. Go to “step 2 upload,” upload full text archive (should be pdf file) and set

Copyright License Agreement (the time your thesis opens to public.)
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After completing step 2, you can
proceed to step 3.

3. If you have uploaded full text archive, you can go to “step 3 print out &

upload authorization letter” and print the ”Dissertation and Thesis

Authorization Form to Post Digital Copy Online”. Click on “print” and then

click on “Print Preview”. There will be a pop-up window, click the print
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button. Please print two copies of ”Dissertation and Thesis Authorization

Form to Post Digital Copy Online.”

B

Sign on your authorization letter. Please don’t use electronic signature.

on

Please scan the two authorization letters (one is for Tunghai University, the
other is for National Central Library), then submit them to “Upload

authorization letters”.
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proceed to step 4.

6.Go to “step 4 submit”, submit your thesis/dissertation information and
wait for validation. After your department staff review your application, you
will receive the notification email.
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7. After submitting your thesis/dissertation for validation, you can’t modify
any information in the system again. Thus, if you would like to change any
information, you can use “cancel submit” function in “step 4 Submit” to
cancel submission and modify the information.

When you finish your work, don’t forget to click “submit” again.

8. If you get the validation, you will receive an e-mail notification.
Congratulations!
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External email: Do not click links or open attachments unless you recognize the sender and know the content is safe.
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9.1f not, because your thesis/dissertation will be reviewed by faculty of each

student's department. Students can check review status with your department

faculty.
ANBEZARBLERMHNE (BYAEEEE)
h BN IeTHRME SRR <nditd@ncledutw> B S a¥Em v
e The letter will list the reasons for

rejection. If you have questions, you

.. may consult the teaching assistant.
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10.After passing the validation, you can start processing for “Procedure for
Graduation.”
(1) Submit two print copies of your thesis/dissertation and
two copies of” Dissertation and Thesis Authorization Form
to Post Digital Copy Online” (One is called Tunghai University
Authorized Agreement for Thesis/Dissertation, the other is
National Central Library Authorized Agreement for
Thesis/Dissertation) to the main library 1F circulation desk.
You don’t need to add Authorization Form into copies of
thesis/dissertation.
(2) Return books, instruments and properties to relevant units.
(3) Upon completing the above steps, you have finished the library
checkout process. To verify completion of other checkout

procedures, please check the Student Information System.
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® Please pay close attention to the homepage of a Thesis/Dissertation
system , as well as the latest updates.
® The left-hand function bar contains documentation and a download

section with watermarks. For any issues with thesis archiving, please

refer to these resources. °
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In addition to the TURNITIN, thesis/dissertation system also provides
writeaid similarity scanner service. The comparison sources across

different systems can complement each other.
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For any inquiries, please contact Ms. Lin

at Public Services Division of Office Library and Information Services.

Extension 28761
EMAIL: jinglin@thu.edu.tw
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