
Guide to

Thesis File
Submission

Procedure



Log in to the Central Library website 01

Access to the Central Library website Central Librarywebsite Link

https://library.ajou.ac.kr/en/
You must access through Chrome, Explorer can be accessed from version 8, but it can cause errors

Login Login to the Ajou University Portal site

1

2

ID

PW

https://library.ajou.ac.kr/en/
https://library.ajou.ac.kr/en/
https://library.ajou.ac.kr/en/
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RESEARCH Thesis Submission

Access to the dCollection

1



03

Be sure to read the instructions

Press each of the four tabs to check the information > 

Click the thesis submission system direct link on the first tab 

2

Access to the dCollection

…
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Check the login

There is no other way but to connect via this Central Library website link.

3

Access to the dCollection

security
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click the Submit dissertation4

Access to the dCollection



Submit

Do not refer to the manual on the screen

5

06Access to the dCollection



07precautions

★Mandatory inspection prior to submission★
Verify that the thesis file is correctly configured and formatted

Because you don’t check this out and get a lot of returns

go to check!click!

https://library.ajou.ac.kr/en/#/education/dcollection-check
https://library.ajou.ac.kr/en/#/education/dcollection-check
https://library.ajou.ac.kr/en/#/education/dcollection-check
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Please agree to all terms  check your phone number, e-mail

My Information

This information is registered in the library and may differ from portal information.
Please enter the contact you are currently using, as all notices related to the submission of the thesis
go to the entered contact number.
Department Name : name of graduate school you belong

1

security security



Only PDF files can be approval1

Delete existing files when re-registering
professor name and professor signature or stamp Essential

09File Upload



10File Upload

Only PDF files can be registered2

Delete existing files when re-registering
You Should upload thesis with ON state.



11Thesis Info Registration

The contents of the thesis are automatically extracted and entered

After confirming the content, click Check mark to change it to orange

1

2



12Thesis Info Registration

Subject(keywords) : Subjects are some kind of access point except the title 

DDC : Do not enter

1

2

Advisor : you can just enter his or her name only, If there are more than one, it is okay to enter all of their names3



13Table of content

Table of contents: Enter the table of contents of the paper

Caution: Ensure only Arabic numerals pages are entered except for abstract, table of contents, etc

1

2

Number 1 page, the page from which the introduction starts, should be at the top of the table of contents3

https://www.ajou.ac.kr/kr/admission/list02.do
https://www.ajou.ac.kr/kr/admission/list02.do


14Abstract

Abstract : Set the language and enter the Abstract

We recommend you copying the abstract of the paper

If you have a abstract of another language, press the Add button at the bottom to enter.

1



-To proceed to the next step, click the next button
-To save the entered information, click the Temporary storage button 

Save is recommended because there is a lot of information entered

1

Temporary Storage Click blue button in the confirmation window at the top of the screen2

Check the saved thesis in the submit history 3

If you click Submit, you will see the first step of the thesis.
The contents you entered before are still there, so please press the next button to continue

15Temporary Storage



CCL: a license that allows the author to freely use his work for others under certain conditions1

Apply CCL to fit the format of the thesis you submit

If CCL is not apply, it can be used by others for profit purposes

16Copyright Setting



Agreement -Others can view the content of the thesis online and offline

Conditional Agreement

-Private for a period of time (online, offline)

-You can set the period for up to 3 years from the day you set up now

-Thesis searchable

Disagreement
-Permanent Private (online, offline)

-Thesis unsearchable

Conditional Agreement,

Disagreement explanation

-You can't set it without a reasonable reason

- reasonable reason : Journal publication, patent etc.

Copyright Agreement1

Check the Agree Set Original publication when Thesis info is disclosed Next

C
o
p
y
r
I
g
h
t

17Copyright Setting



Copyright Conditional Agreement2

Check the agree Separate settings Set the Publication date
You can choose including abstracts Enter the reasonable reason Next

18Copyright Setting

Statement download!

Author Permission Disagreement/Conditional Agreement Explanation and 
Copyrights Agreement will be submitted in Google form later at PDF
(links to be emailed later) 

https://library.ajou.ac.kr/en/#/education/dcollection-down
https://library.ajou.ac.kr/en/#/education/dcollection-down
https://library.ajou.ac.kr/en/#/education/dcollection-down


Copyright Disagreement3

Check the Not agree Enter the reasonable reason Next

Statement download!

19Copyright Setting

Author Permission Disagreement/
Conditional Agreement Explanation and 
Copyrights Agreement will be submitted 
in Google form later at PDF
(links to be emailed later) 

https://library.ajou.ac.kr/en/#/education/dcollection-down
https://library.ajou.ac.kr/en/#/education/dcollection-down
https://library.ajou.ac.kr/en/#/education/dcollection-down


20Bookmark

Bookmarks are generated as table of contents information entered in metadata1

The Set up the first page means the introduction, that is, the actual number of pages starting the preface
an exemplary thesis sample _ actual number of pages from the outer cover to introduction

2



Bookmarks are generated as table of contents information entered in metadata2

The Set up the first page means the introduction, that is, the actual number of pages starting the preface
an exemplary thesis sample _ actual number of pages from the outer cover to introduction

3

개인정보

개인정보

8

1 2 3 4

5 6 7

21Bookmark

[outer cover] [inside cover] [approval page] [abstract]

[table of contents] [introduction][table of contents] [table of contents]



Abstract   ⅰ

Chapter 1    2

1.1 Introduction 1

Chapter 2 7

1.2 Research 4

2.1 Theory7

2.1.1 Theory Time …………………  7

2.1.2 Help       9

Separate out each subsection precisely
  (high section, lowest section)

Chapter 1     1

  1.1 Introduction 1

  1.2 Research 4

Chapter 2 7

  2.1 Theory 7

   2.1.1 Theory Time   7

   2.1.2 Help       9

YES !! NO !!

blank between the title
and pages

exact starting
page for each title

The first part is
the introduction

correct page The first part is not
the introduction

Roman numerals cannot follow
the title Because we start with
Arabic numerals in the
introduction.

Wrong page number

No blank between
the title and pages

Enter a dotted line
between the title and pages

The table of contents
is in the wrong order

★Meta information of Table of contents is very important★
Most of the reasons why the thesis is returned are because of the Table of contents

8 enter blank between the title and pages
(number of blank does not matter)

22Meta Information

Enter the exact starting page for each title enter only from the introduction to conclusion
(or you can enter all the table of contents)

Indent for lower 
chapter



Check the bookmark6

Next Click blue button in the confirmation window at the top of the screen Submit List
Click the thesis

23Meta Information



6

Click the conversion original file Click on the bookmark in the upper-left of the opened thesis and 
verify one by one that the correct page opens for each table of contents

If the conversion original file is still missing, please check other information and complete the submission
Please check carefully since it won’t be modified after the submission is completed

※ The conversion original file is only used online, so please bind only uploaded file ※

24Meta Information

Check the bookmark

*제출완료 = complete the submission



If the thesis is returned, receive text messages from registered contacts 1

Access dCollection > Check the pop up messages > Submit History > Check the thesis >
Check the reason for the return is displayed at the top of the screen
> Please correct it by pressing the buttons in each area
   (Edit Meta button, Update Files button, Update License button)

2

25Thesis Return



Please complete the re-submit by pressing the "제출완료(Submit)" button at the bottom of the page3

It will take a day or two days to complete the thesis verification after the submission of the thesis
Please note that the thesis submitted after 4 p.m. on Friday will be processed next Monday morning in turn

26Thesis Return

Check if the thesis is in Re-submit status4

security



If the thesis is verification(submit complete), receive text messages from registered contacts 1

Access dCollection > Submit History > Checking the thesis > click 저작권동의서(Print License Agreement)
and print it out 

2

License Agreement must be submitted in the original, and you have to sign

27License Agreement



Thesis binding is possible only verification files in dCollection

Cannot bind before verification. In the event of a violation, the responsibility lies with the individual 

verification files in dCollction and hard copies must be same

Where : Central Library 1F (playground side office)

When : 10 a.m. ~ 4 p.m. on weekdays (12-13 except for lunch)

           ※ It will takes twenty minute : check thesis ※

Required Documents

: Three hafdbound copies of your thesis

It can be submitted by proxy

Onsite Submission Notice

Onsite SubmissionNotice Link

thesis should be binding in size B5
Never remove the thesis cover when making hard copies.

If you have any questions, contact tkdtn85@ajou.ac.kr

https://library.ajou.ac.kr/#/education/dcollection
https://library.ajou.ac.kr/en/#/education/dcollection
https://library.ajou.ac.kr/en/#/education/dcollection
https://library.ajou.ac.kr/en/#/education/dcollection


Thank You!

You are not allowed to share materials with persons or organizations unrelated to the course, such as reproduction or  distribution,
duplication, recording, without the approval of the copyright owner of the work.

ⓒ2023. AJOU UNIVERSITY CENTRAL LIBRARY ALL RIGHTS RESERVED.
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