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Precautions before uploading the thesis
1. Please confirm that the content of the thesis is the final version approved by your advisor.

2. Please prepare three files.

A. Electronic full-text PDF file  For uploading full-text file.

B. Oral Defense Committee Signature Form  For uploading full-text file.

C. The Word file of the thesis  For the purpose of ETDS file creation.

3. The review results will be notified via email. Please make sure to enter the correct email address.

4. For the [Abstract] and [Table of Contents] fields in the ETDS, please copy the content from the 
Word file instead of the PDF file to avoid line break issues.

5. For the [References] fields in the ETDS, please copy the bibliography from the Word file to Notepad 
first, and then copy and paste it from Notepad into the fields to avoid issues with line breaks.
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5 Steps
1. Convert Word file to a single PDF file

Please upload the PDF file converted from Office Word, or the NCCU watermark may fail to be added.

2. Create Thesis Dissertation Profile、Upload Full-text File & Make Authorization
Login to ETDS(http://thesis.lib.nccu.edu.tw), Finish Step1. Create Thesis Dissertation Profile, Step2. Upload
Full-text File, Step3. Make Authorization, then submit.

3. Reprint the Authorization Form and download watermarked PDF file
After receiving the National Chengchi University Electronic Thesis/Dissertation Security Setting Notice (the
day after the approval date), log in to ETDS to reprint the Authorization Form and download the watermarked
full-text PDF.

4. Thesis binding
The Oral Defense Committee Signature Form and Authorization Form should be bound after the title page,
and the inner pages must have the NCCU watermark. Either a hardcover or a paperback is acceptable, but the
paperback edition must have a spine and a glossy cover. You should then make two copies.

5. Complete graduation and departure procedures
Submit two copies of the thesis, the approval notification, and the graduation clearance procedure form to
any library circulation desk to complete the school-leaving procedures.
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The key to thesis approval
1. Be sure to upload the 'Oral Defense Committee Signature Form’.

2. The thesis title in the full-text PDF should be the same as the title on the 'Oral Defense Committee Signature
Form’.

3. The department name on the title (cover) page of the full-text PDF should be the same as the department name
on the 'Oral Examination Committee Signature Form'.

4. The date at the bottom of the title (cover) page should be the same as the date of oral examination approval.

5. The graduation academic year and semester should be determined according to the date of oral examination
approval.

6. The keywords in the ETDS must match those in your full-text PDF.

7. The chapter page numbers in the table of contents of the full-text PDF must match those in the main text.

8. The page numbers of the table of contents in the ETDS must match those in your full-text PDF.

9. The reference fields in the ETDS must match the bibliography in your PDF.
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Contents of Full-text PDF
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Title page (necessary)
The dissertation written in a language other than Chinese must have a Chinese title.(According to the fourth rule of 
graduate degree examination rules of Chengchi University)

Acknowledgments

Abstract with keywords (necessary)
The dissertation written in a language other than Chinese must have a Chinese abstract. (According to the fourth 
rule of graduate degree examination rules of Chengchi University)

Table of contents (necessary)

Body of the text (necessary)

References (necessary)

Appendix 

1. Convert Word file to a single PDF file
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Method 1.
Open the Word can save file as PDF. Please select :
File → Save as → Save as type → PDF

1
2 3
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1. Convert Word file to a single PDF file



Method 2. 
Open the Word can save file as PDF directly. Please select :
File Save as Adobe PDF Save
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1. Convert Word file to a single PDF file



Log in to ETDS
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2. Create Thesis Dissertation Profile、Upload Full-text File & Make Authorization

1

2

4
Password: Library password
If the login failed, please dial 
(02)29393091ext.63222 to verify the
Student ID barcode and the password.



Step.1 Create Thesis Dissertation Profile-Information 

2. Create Thesis Dissertation Profile、Upload Full-text File & Make Authorization

Please fill in the correct email address to receive 
the Notification Letter from the NCCU Library.

Please fill in the correct 
department name.

Please fill in your Chinese name 
and English name.

Note:
1. Please enter the basic 

information of your 
thesis/dissertation.

2. Please ensure that all 
information matches 
the full-text PDF file.



Step.1 Create Thesis Dissertation Profile-Profile

Graduate year: According to the date of oral 
examination approval: (For those who graduate before 
Aug. 1, fill in the previous year of the 'Republic Era'; for 
those who graduate on or after Aug. 1, fill in the current 
year of the 'Republic Era’).

Semester : From Aug. 1 to Jan. 31, fill in the first; 
and from Feb. 1 to July 31, fill in the second.

2. Create Thesis Dissertation Profile、Upload Full-text File & Make Authorization

Please fill in the correct degree.
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The dissertation written in a language other than 
Chinese must have a Chinese title.(According to the 
fourth rule of graduate degree examination rules of 
Chengchi University)



Step.1 Create Thesis Dissertation Profile-Profile 

The keywords must match 
those in your full-text PDF.

The dissertation written in a language 
other than Chinese must have a Chinese 
abstract.(According to the fourth rule of 
graduate degree examination rules of Chengchi
University)

2. Create Thesis Dissertation Profile、Upload Full-text File & Make Authorization
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Click to add fields.



Step.1 Create Thesis Dissertation Profile-Advisor 

If the space provided is not enough, please 
click '+Add Advisor' to add new fields.
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2. Create Thesis Dissertation Profile、Upload Full-text File & Make Authorization



Step.1 Create Thesis Dissertation Profile-Abstract 

The dissertation written in a language other than 
Chinese must have a Chinese abstract. (According 
to the fourth rule of graduate degree examination 
rules of Chengchi University)

Please enter the English abstract 
if the PDF file includes it.
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2. Create Thesis Dissertation Profile、Upload Full-text File & Make Authorization



Step.1 Create Thesis Dissertation Profile-Table of Contents 

Table of contents : please enter the chapter’s and the page numbers. 

1. The chapter page numbers in the table of 
contents must match those in the full-text PDF.
2. The chapter page numbers in the table of 
contents of the PDF file must match those in 
the main text.
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2. Create Thesis Dissertation Profile、Upload Full-text File & Make Authorization



Step.1 Create Thesis Dissertation Profile-References 
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2. Create Thesis Dissertation Profile、Upload Full-text File & Make Authorization

1. The bibliographies should match those in the 
full-text PDF.
2. Please copy the content from the Word file to 
Notepad first, and then copy and paste it from 
Notepad into this field to avoid line-break issues.



Step.2 Upload Full-text File 01Full-text PDF file

2. Click Browse and select the right file

2. Create Thesis Dissertation Profile、Upload Full-text File & Make Authorization
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3. Click Save

1. Click Upload

Fulltext File 01

4. Click Submit and upload Oral 
Defense Committee Signature Form



Step.2 Upload Full-text File 02Oral Defense Committee Signature Form

2. Click Browse and select the right file

2. Create Thesis Dissertation Profile、Upload Full-text File & Make Authorization
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11. Click Upload

4.Click Submit and 
proceed to the next step33. Click Save

Fulltext File 02



Update upload file steps :
 Please click the "Upload", and enter the “Update file” to select new file then “save”. 
 Please do not click “Delete Uploaded file”.

1 2

3

5

2. Create Thesis Dissertation Profile、Upload Full-text File & Make Authorization
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4.Click Browse and select 
the right file



Step.3 Make Authorization-1 
The date of National Central Library public access must be after the release date of NCCU public access.

2. Create Thesis Dissertation Profile、Upload Full-text File & Make Authorization
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If you agree, please 
choose the release date.



Step.3 Make Authorization-2 
If you do not need it, please skip 
and proceed to Step 4.

2. Create Thesis Dissertation Profile、Upload Full-text File & Make Authorization
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Step.4 Print out Authorization Form 

2. Create Thesis Dissertation Profile、Upload Full-text File & Make Authorization
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It is recommended to print the Authorization Form after the review is approved. You 
may first check whether the information in the Authorization Form is correct. If there 
are any errors, please go back to Step 1 to modify the data.



Step.5 Submit

Please confirm that all steps completed, 
and click “Submit my thesis for review“.

The library will review it within 1 to 3 working days (Monday to Friday) and notify you
of the result via email.

2. Create Thesis Dissertation Profile、Upload Full-text File & Make Authorization
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http://thesis.lib.nccu.edu.tw/cgi-bin/gs32/gsweb.cgi/ccd=ovwdko/thesisdispatch?act=graduate&step=5


Note: 
Once you have completed the upload, you cannot change any information that you have submitted. 
If you want to edit entries or re-upload your full-text PDF, click 'Cancel submit' to make changes. 
When you finish, don't forget to click 'Submit my thesis for review' again.
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2. Create Thesis Dissertation Profile、Upload Full-text File & Make Authorization
e & Make Authorization



Unapproved Notification
2. Create Thesis Dissertation Profile、Upload Full-text File & Make Authorization
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If you fail to pass the review, please revise the errors listed in the letter and then resubmit it.

Inconsistency error. Numbers in both "Table of Contents" field of the webpage and PDF file are inconsistent. Please 
confirm your chapter numbers of webpage are consistent with chapter numbers within full-text PDF file.



Approval Notification
2. Create Thesis Dissertation Profile、Upload Full-text File & Make Authorization
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1. After receiving the 'Approval Notification' letter, you will receive another email
tomorrow.
2. When completing the clearance procedures, please present this notice or print out
the email.

https://nccu.edu.tw/cgi-bin/msg_read?cmd=mail_header&m=63360195&mbox=@.02&msgid=11_a7q4ifndsl&type=1


 【Security setting notice 】Letter

3. Print the Authorization Form and download watermarked PDF file
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• After receiving the 'Approval Notification' letter, you will receive another email 
tomorrow. Once you receive the 'National Chengchi University Electronic 
Thesis/Dissertation Security Setting Notice' letter, you may log in to ETDS to download 
your watermarked and encrypted PDF file.



3. Print the Authorization Form and download watermarked PDF file
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• Log in to ETDS to print the authorization form and download your watermarked PDF file.

1
2

https://mountain.flysheet.com.tw/cgi-bin/gs32/gsweb.cgi/ccd=btsal8/thesislogin?
https://mountain.flysheet.com.tw/cgi-bin/gs32/gsweb.cgi/ccd=ib1mlb/cdrdb_prtlicense?init=1#xxxx


1. The authorization form should be printed on a single page and bound after the title page of the printed thesis.
2. The authorization letter must be signed personally in block letters.

3. Print the Authorization Form and download watermarked PDF file
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Print out the Authorization Form and sign here.
XXX

XX XX XXXX



3. Print the Authorization Form and download your watermarked PDF file
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Reminder:
The downloaded file will 
have NCCU watermark, 
please use this PDF file 
to make two hardcover 
or softcover copies.



Thesis Binding 

 The cover must include your department, the full title of your thesis, the advisor’s name, your full name, and 
the oral test year and month.

 On the spine, there should be your department, thesis title, name, and the oral test year and month.

 Binding order :
Cover -> Title Page -> Authorization Form -> Oral Defense Committee Signature Form -> Abstract -> Table of 

Contents -> Body of the Text -> References -> Appendix
(The cover page contains the same information as the title page, but the title page has a watermark, while the cover 

page does not.)

 The inner pages must have the NCCU watermark.

 Two hardcover or softcover copies (the cover needs to be glued).

4. Thesis binding 
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Cover page 
4. Thesis binding 
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Oral examination 
approval year and month

Spine of thesis

Reminder:
1. The cover page 

does not have a 
watermark.

2. The paperback 
must have a spine 
and a glossy cover.



Departure procedures 

1. Print the 'Application Form for Graduation'.
2. Print or present the 'Approval Notification' letter.
3. Two hardcover or softcover copies (the cover needs to be glued).
4. Local：

1.）Main Library Circulation Desk 
2.）Commerce Library
3.）Social Sciences Library
4.）Communication Library
5. )  DH Library

5. Library Hours: Please note the library's opening hours when handling the leaving process.

Submit two hardcover or softcover copies, along with the email 
confirmation and the “Application Form for Graduation” from the 
Graduation Checklist System, to the Library.

5. Complete graduation and departure procedures

32



33

If any questions, please contact 

NCCU Library Knowledge Organization Section

TEL：2939-3091 # 62616

E-Mail：thesis@nccu.edu.tw
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