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(1) Access to the Central Library website

https://library.ajou.ac.kr/en/ \;\b(a(\l
You must access through Chrome, Explorer can be accessed from version 8, but it can cause errors “&(3\ \;\(\\‘
W

@ Login p» Login to the Ajou University Portal site

O=—

RESEARCH LIBRARY SERVICE LIBRARY GUIDE MY LIBRARY



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

Access to the dCollection I 02

COLLECTION RESEARCH

LIBRARY SERVICE LIBRARY GUIDE

MY LIBRARY

Information Literacy Education

Education Guide

Apply for Programmed Education
Apply for Customized Education
Education Materials

Remote Education Support

Research Support

Research Guide

Journal Guide

References Management RefWorks
Document Delivery Service/ILL
Visit Other Libraries

Plagiarism Prevention System(Turnitin)

TIP >.<

If the material you are looking
for is not in the university,
please usse other institution's
material/copy borrowing

service.
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\f Be sure to read the instructions

2 ' Press each of the four tabs to check the information >

Click the thesis submission system direct link on the first tab

Home = RESEARCH = Thesis submission Enter Search Keywords. Q recautions Before Submission FAQ Downlc
Thesis Submission

Precautions Before Submission Download @ ThESiS SmeiSSion PrOCEdure

& Thesis Submission Procedure

Thesis file submission Thesis hard copy submission Disclosure and Legal deposit of a thesis o060

(online submission) (onsite submission) (Processed in the library after graduation ceremony)

) , & Thesis file submission (online submission)
It will be opened to public

Check the submission notice Disclosure  first on Online of BISS
Thesis file submission Access the dCollection website Login to the Guide to Thesis File — _ —
(online submission) . ) L [a] [Direct link to thesis submission system]
Files verification in the library The library have to send out Central Library website Submission Procedure download
Cannot bind before verification Lega l, one copy '?f thesis to the
deposit Mational Library of Korea by
the law Wait for the verification

... ‘Cannot bind before verification. In the event of a violation, the responsibility lies with the individual.
L Itwill take 2 day or two days to complete the thesis verification after the submission of the thesis.

... Thesis submitted after 4 p.m. on Friday will be processed next Monday morning in turn.
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3 Check the login

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

KOR ENG

Welcome to Log out o

Submit Submit History
A ‘ "

(1 L'

i 1N L ‘.‘ - = .

All Content v Q

FAQ
W L
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iLm 1\ | H
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|

|
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.
J
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\f' Access Error — Case 1. Completed Student
Central Library website p LIBRARY SERVICE p Graduate School Postgraduate Student Usage Registration

RESEARCH LIBRARY SERVICE JLIBRARY GUIDE MY LIBRARY  —
Facility User Guide TIP ><
Id Library Hours Leave of Absence Library is closec
Student Usage on national holidays and school
>tudy Room Registration anniversary, and general
ch Multimedia Zone reading room is open year

Graduate School

Reservation Postgraduate Student round 24 hours.

est Usage Registration

Seminar Room
Graduates Library Card

Mobile Service Issuing Request

Web Print
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student number, name enter p authorization request p e-mail or telephone number approve
» Login to the Ajou University website and access dCollection (refer to p.1)

@ Graduate School Postgraduate Student Usage Registration

Please perform postgraduate student usage registration for library material and facility usage.

Student No. #

Name *

Authorization request

Student No. *

Hel™ &

Name =

HelEHE
Authorization request

Authorize with registered e-mail

Authorize with registered telephone number




;’"

AJOU | CENTRAL LIBRARY

V" Access Error — Case 2. Multiple Identities

Access Ajou University Portal » Login p Click on the name in the upper right

» Click the “CHE M= 274" (red box)

Notice Ajou News Seminar

il 31 7™ =21 = =23 s 1 alir1] ey =)

Campus News

01:59:57

Academic Calenc

Access Error | 07
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Graduate School identity check |»] Save O(\\ac“’zds
owo me‘“\\,e
. . L . . WO ot sP
Login to the Ajou University website and access dCollection (refer to p.1) 340 “%( oe
ne

1
h— —
FH
>
HI
ke
0%

el X2| gL ck,

1

SAVE
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4 1 click the Submit or submission of meterials

) Collection otzcH&ta

welcome [EEEEEY togou

Search Browse Submit Submit History FAQ

i 3 1 A >

Enter search word. All Content v Q Advanced Search
*

- *_ , S : : " ‘ v
! e In | ”* ‘
. : 8 i - . : ’ f .l | : ; ]

7

@ submissionof meterials »
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5 ) Submit

\/ Do not refer to the manual on the screen

Submission guide

In order to submit a thesis, a submitter authentication process is required. ¥¥nUsers who have obtained certification can submit their thesis papers to the

"Collection” specified by administrator.

Manual of Submission
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% Mandatory inspection prior to submissionx
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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»| check your phone number, e-mall

1 Please agree to all terms

\fThis 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.

= My information

ID
= Private policy
Mame
1 joEEe 2 27 = Securlty
7t dCollection2 7HIHEHE Cr20| S22 9| 2{2|FtCt Oraanization
212|5h HQIZ H= C1S0| 220|2]0| BE 2= ALRL|R| L0 0|2 S2{0| MG HO0|l= oI - 5 X330 M2} #To| So|= s 9
= o5t TS 035 o HILICt
D=2 H=2 57| 9J5t 2P U A= =0 Ats 22| 2laH HHOIHEE x2[SHCH D
Lt dCollectionO] FHO1HE HEH 30 =20 M2t E= « 2IPsH= JHOIHHO| 2|24 S CHepl ZHALICEH epartment

A Al a4ian 7RO Ol HHILA nI22 olsL =2 Hy

agree
= My contact information
= Agreement on consignment of personal infermation in dCollection
dCollection 012 7te] HQIHLE UXHoz A30I ABSHA LaLICH L1 ofie] HEojS ofelz B - This is contact information registered at the library user information. If it was changed. please revise It.
- ZERyo| 29| B This information is only used for contact in respect to the item you have submitted.
- 20| S¥F 73 S HUFES 258 H 172 Y H1820] HITFHE B
SR &g BT ARIASE 950 53 A0S AT & B SEE EHYAL BI04 Sof ABHE 22
Hel2 ol M S0ARE 2 SOl AYAT)O| 32| 9j5ie D2MEE 2E3E YN0 TYAzle) Hao) Led HAFRE HBHE B
1 74oIHE Rz e
@ ionS S OB ¢ 5 20| FHOIH =2 9Ersn g - - -
@ dCollection2 Y3 P E HEAHEE 2Tt CHEat 20| FHAF LS| PR E SIET Lct C'i:'rlta':t Y 02-123- -’135-" 010-1234-5672 El-ItE'r"n."‘|th
security

1l deollection BE2HHAl =2 HiEUCEH




)AJOU | CENTRAL LIBRARY Meta Information | 13

This Is the step to enter the overall content of your thesis.

Entry with an asterisk in front is compulsory. Please refer to HELP for instruction.

tem Content HELP

. Enter the title of the thezis. Must
= Tille enter in same language with text
language
Sub-title Enter the sub-title.

Enter the title in the second
Translated anguage. If there is any subtitle,
divide it with [:].
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1) Title : Enter the title of the thesis. Must enter in same language with text language

2 . Sub-title : Enter the sub-title If It exists

3 | Translated : Enter the title in the second language If it exists

4 ) Affiliation : Enter the “Ajou University” + name of graduate school you belong

Automatic generation of Graduate School of International Studies student only

* Title | [Test

Sub-title focus test

Translated | HIZE

\ J

* Author security

Other name

[ x Affiliation ] Ajou University Graduate School of International Studies

Meta Information I 14
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5 ) Subject(keywords) : Subjects are some kind of access point except the title

If you put 'test' as a subject, your thesis will be included in the search results when someone else
searches for 'test’

Please enter subject in simple word form. Separate each keyword with a comma

6. DDC : Do not enter

7 . Abstract : Select the language of abstract.
If the number of abstract is more than two, click to add button and select language

« Subject | [Test, AJOU, thesis

DDC | Do not enter

English V]

= Abstract ]
[
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\f % Table of contents IS very important
Most of the reasons why the thesis is returned are because of the Table of contents

8 | © Separate out each subsection precisely enter blank between the title and pages
(high section, lowest section) (number of blank does not matter)
Enter the exact starting page for each title enter only from the introduction to conclusion
(or you can enter all the table of contents)
YES ! NO !!
: . : Roman numerals cannot follow
/ COlEC PR Theﬂ:‘lrs:t |toar(; 'S tT‘Ot Abstract | “the title Because we start with
The first part is Chapter 1 € INroaucton Arabic numerals in the
the introduction Chapter 1 2 introduction.
1.1 Introduction 1 \
1.1 Introduction 1 “SWrong page number
1.2 Research 4
blank between the title Chapter 2 7
Chapter 2 7 and pages The table of contents[
IS in the wrong order
? 1.2 Research 4

No blank between

exact starting _
the title and pages

page for each title

2.1 Theory 7
[ 2.1 Theory/ €—

2.1.1 Theory Time 7
2.1.1 Theory Time ..................... 7

2.1.2 Help 9

Enter a dotted line
2.1.2 Help 9 between the title and pages
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9 ' Publisher, Issued, Awarded : They would be already entered

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

11' Choose your degree

Chapter 1 1
1.1 Introduction 1
1.2 Research 4

« Table of (Chapter2 7
2.1 Theory 7 m
contents 2.1.1 Theory Time 7
2.1.2 Help 9
Ef Publisher [OF=Cief ]

[* Adviser ] Jane, Jlohn

e D
* |ssued 12021

* Awarded  [2021 8

* Thesis Master W
degree
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Meta Information | 18

12) Major : ‘Enter the department search’ p click on your department

13) Page : Must be the arabic numeral of final page

14 Language : Must be the same as the title language

dCollection CIF|E S=TE SEA|~H - Chrome = O =
& dcoll.ajou.ackr/dcollection/submit/management/popup/deptSear... &
-
* Major
N | Department search
Department Mame
4 N
* Page 10
\ g
Category
4 N
- Lar_,l ua E EﬂgliSh V T U dg s T e L'.JIJ'\.dLIUII'\,-u'——|‘—|—|E_:'_ -
| guag | Graduate School of TransportlTS (EITSCHERY)
Graduate School of International Studies (=4 =)
Graduate School of Clinical Pharmacy and Pharmaceutics (222
. _ I Graduate School of Law School (HEHEHSH) -
Rights  OFRCHEIE =22 Z42HA0] ofs} BawaLc e AL e
Department Mame
HZ2H Fol= il deollection SHEHALOA 22| HR2HL|C, NGO Stugies(NGO=) -
|E'— = = |'_ o = o |- | | = l |-|:' | |- INTERMATIONAL DEVELOPMENT AMND COOPERATION (=7 HEH
INTERMATIONAL Business(=&| 4B =1t
INTERMATIONAL Trade(SH S 4=

Energy Science and Policy (&0 4 A=)
Korean Studies(E==at)

®@Cyrrent department Oall department
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Temporary Storagel 19

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

2 . Temporary Storage p Click blue button in the confirmation window at the top of the screen

3 ) Check the saved thesis in the submit history

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

- . . ' =2.
= Language  English Select it from the list box. deoll.ajou.ackr Ui &:

o| Temporary besn saved.

Rights  [OFFOistl =2 A& H 25 2oL

Jgt
0

HE&HH Fo= S deollection BEA A =] HHELICH

Prev Mext
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Copyright Setting | 20

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

-Private for a period of time (online, offline)
Conditional Agreement -You can set the period for up to 3 years from the day you set up now

-Thesis searchable

-Permanent Private (online, offline)

Disagreement _
-Thesis unsearchable

Conditional Agreement, -You can't set it without a reasonable reason

-~ 5353Q — =< T 0 N

Disagreement explanation - reasonable reason : Journal publication, patent etc.

1. Copyright Agreement
Check the Agree » There is nothing else to set p Next

1. | allow copy and DB building through changes in edition or format on the condition of not changing the contents of the writin
Publication date § @Not applicable § OSet

2. | allow transmission, distribution and reproduction of a part or whole of writings by publishing on the information network inc
academic study.

2 Tha icarna narind far tha wiritinmce chall ha fiva vaare and tha nanad chall ha Fantinocnichs avitandad 1inlace Atharnainca thara ic A

H2221 2ol 311 deollection SHEIAIOIH| 22| HRZLIC

(O Not agree

% You need to agree the copyright to get the manuscript service.

% If a original publicate oo apoonrg8nd embargo are necessary, set them up.

License(CCL : Creative Commons License) () Not applied
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2 . Copyright Conditional Agreement

Copyright Setting | 21

Check the agree p Check the applied p» Check the set p Set the period(for up to 3 years from the day you set up now)
» You can choose including abstracts p Enter the reasonable reason p Next

1. l allow copy and DB building through changes in edition or format on the condition of not changing the contents of the writin

2. l allow transmission, distribution and reproduction of a part or whole of writings by publishing on the information network inc

academic study.

¢ and tha narind chall ha FAantinnianichs aviandad ninlace Atharnanica thara ic n

*% You need to agree the copyright to get the manuscript service.

Q T|"'\D 1HcaMma r'\.-:.rinr'\l 'Fﬂr’ +|"7& ".J\Ir’i"‘iﬁﬁf '.'|"7‘:III hﬂ 'Fi'\.l’ﬂ. VIS

License(CCL : Creative Commons License) (O Not applied

Publication date  (ONot applicable
If & original publication date, a patent SG=—=— 0 ;e necessary, set them up.

Reasons for setting up the original publication date,

If you specify a original service start date, please submit a letter describing the reason for the library.

Those who have set up conditional agreement and disagree

must also submit a disagree statement
when submitting the hardbound copies



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
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3 | Copyright Disagreement

Check the Not agree p Click blue button in the confirmation window at the top of the screen p
Check the Not applicable » Enter the reasonable reason p Next

n, distribution and reproduction of a part or whole of writings by publishing on the information network including internet for the purpose

deoll.ajou.ackr L{E:
Fr tha wrritinac chall ha fiva vaare and tha nariad chall ha ~FAantinnAnichs avtandad 1inlace Aathananca thara ic A avAraccian wathin + ) ) o _ )
Since you do not agree license the original will not be provided.

If you want the original service then agree license.

O Iﬂlgree @ Not agree [ressssssssssssssssssssssssnssnsnsnnnnnnnnnnnnnns

* You need to agree the copyright to get the manuscript service.

ZHHMH|A AHIAIL limit § @Not applicable § OSet
Reason of restriction

Reason of restriction

ot

Those who have set up conditional agreement and disagree
must also submit a disagree statement
when submitting the hardbound copies



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
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T

Only PDF files can be registered

You may register the file by dividing it up to three files
If you register two or more files, please register them in order

File format @ Document

Register document

Submit it in pdf.

SR

click

oY e

TheY M

Upload the Thesis File | 23

Delete existing files when re-registering
( X click = delete )

File format @ Document

Register document

Submit it in pdf.

MeEYEl T

g
£
aj

o L=] =l Test Thesis.pdf (72 K

£
ajo
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2 . Bookmarks are generated as table of contents information entered in metadata

3 . 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

[outer cover] [inside cover] [approval page] [abstract]
Asl| 5% FuEe] FFAT AR A2 9] st apsts] =R AL E 2>
= Bookmark RS INRINSS OER, wAT, 29NE FAow
Setup the firstpage| 8 | Jeasfsensnsnsnsnnnnnas A8 5= FREY AT ARIEA:
o1Fd, B ez
= [ =T = -d éll-l"'l 1
o5 v ) 1T ——
olFdtn FIFANEA a g @ 1 obFdiEta FEAA Y

LERE 4

2 A 4 2020d 2¢

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

<8 #H> <E B24>

Aldava3 R 83

1 4743

16-16> M8 5% 25 AFHETH T s G
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4 If you want to modify the table of contents at this stage, you should check the ‘"SXt7E & B4
Then, the table of contents in the metadata would be modified the same

51 Click ‘At=E 2 (Auto Formatting) to make the contents arranged neatly.

Bookmark | Preview the table of contents(bookmark)

Set up the first page / View structure View input space

before

>
<

e — auto formatting | | <3 chapter 1 |

preVIeW ------------------------------------------------ a 1 1 mtr-oduction 1

1 1|t ducti 1 i 1|2 Research 4
.1 Introduction >

1.2 Research 4 *_j Chapter 2 7

Chapter 2 7 ‘A 2|1 Theory 7

%]l T{hﬁf:lry _7|_ , -3 2|1.1 Theory Time 7
1. eory Time P

2.1.2Help 9 n . o= | %1.2 Help g

fter i :
a .te | Preview the table of contents(bookr | Preview the table of contents(bookmark)
auto formatting
‘ View structure ‘ View input space
View structure View input space
5"3 Chapleﬂ :
£ 1.1 Introduction D Chapter 1
4 1.4 Research #{_] |Chapter 2
=3 Chapfer 2

=3 2.1 Theory
3 P.1.1 Theory Time

. 4 J2.1.2 Help
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6 . Check the bookmark

Upload the Thesis File | 26

Next p Click blue button in the confirmation window at the top of the screen p Submit History

p Click the thesis

[T TTTEUry 1mrme 7

Fa
2.1.2 Help g

H 29l= &1 deollection EYANH 22| sHHLCE

deoll.ajou.ackr L4E:

1w After checking out the information of the submitted dissertation,

be sure to push [Complete submit] button to complete the submittal.

Title

Submit History

License
agreement

Agree
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6 . Check the bookmark

Upload the Thesis File | 27

Click the conversion original file p 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

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

File information

File format

submit original

Document

Test Thesis.pdf (73690 bytes, 2021-06-01 17:16:39)

Start page of body : 8

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

Bookmark

.

conversion original | 000000030967.pdf (247946 byte@ 2021-06-01 17:22:51)

# dcoll.ajou.ackr/dcollection/public_resource/pdf/00000

000000030967_20210601173219.pdf

~ Chapter 1
1.1 Introduction
1.2 Research

> Chapter 2

*MEZ2tZ = complete the submission
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Thesis Return | 28

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

2 . 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)

There are returned articles. Please amend and submit it
again.

l Go to submission list Close

Detail

submit dissertation details information

# This is a returned dissertation. Check out the reason of returning, and correct meta, original texts and bookmark, and be

Returned date 2021-06-03 09:33:05

This is Central Library, Ajou University. Your thesis is returned by following reasons. Please resubmit
returning 1 test
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3 ) Please complete the re-submit by pressing the "Al|= 2 =" button at the bottom of the page
4 ) Check if the thesis Is in Re-submit status

It will take a day or two days to complete the thesis verification after the submission of the thesis

Thesis Return | 29

Please note that the thesis submitted after 4 p.m. on Friday will be processed next Monday morning in turn

Management information

My information E-mail
Mokile phene
Community/Collection
Department

tern information
submitted

nem siaie

.@aigu_auﬂ

ol I:I--
Hers HICHERFRD

22
2021-12-06 14:09:04

Feturn

Heaus | WLst

e

Bl

ion list

Community/Collection

(&

Y B

=

(2t

Submit History
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> you have to sign

License Agreement must be submitted in the original

LicenseAgreementl 30

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

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

Submission list

Total 1

Community/Collection

Title

License
Status
agreement
Agree Submit complete

License Agreement Print Submit Confirmation Print
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Onsite Submission Notice

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)
X It will takes twenty minute : check thesis X

Required Documents

. Three hafdbound copies of your thesis, one copy of Original License Agreement,
Author Permission Disagreement/Conditional Agreement Explanation (only applicable person)

It can be submitted by proxy


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
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