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Reminders 
Before You Begin

 The peak submission period occurs two weeks prior to the start of each semester. Please plan ahead to avoid 

delays in your graduation process.

 If you have passed your oral defense but are delaying graduation due to exchange programs or internships, you 

may upload your thesis now. However, the printed copy must be submitted during the actual semester of 

graduation.

 For questions regarding degree examinations, thesis formatting, or graduation procedures, please contact the 

Registration Division of the Office of Academic Affairs.

https://registra.site.nthu.edu.tw/p/412-1211-21397.php?Lang=en


Access to Repository System
1. Navigate to the 

Library Homepage
2. Select "Services"

Enter the Repository 
System

Refer to the 
Submission Guide 
before starting



NTHU Dissertations & 
Theses Repository System

Submit theses

Step-by-Step 
Submission 
Guidelines

Modify theses 
after approval



System Login Service
Access: Thesis Submission-User Login

Sign in with 
your library credentials

Your account will be locked after three failed attempts.
Use “Forgot password” function to obtain new password. 



Request for 
Permission
Select「授權/Authorize」for the 
first- time login



Six-Step Submission Process

Step1: Confirm Basic Information

Step2: Enter Thesis Information and Upload Full-Text Thesis

Step3: Select Open Access Option and Submit Embargo Request

Step4: Advisor Review

Step5: Library Review

Step6: Print and Submit Hard Copies



Step1: Confirm Basic Information

The system will import the basic data from the 
"On-line Application System of the Graduate 
Degree Oral Defense." 

Please check for accuracy.

After submitting oral defense data for departmental review, contact the 
Department Office and Division of Registration for any modifications



Step1: Confirm Basic Information

Please confirm the 
following information
1. Author
2. Thesis/Dissertation
3. Advisor
4. Committee



Step1: Confirm Basic Information

Once confirmed correct,
proceed to next step



Step2: Enter Thesis Information and Upload 
Full-Text Thesis
You must personally 
complete all required thesis 
metadata fields

Please provide a valid email 
address for receiving the 
notifications.



Step2: Enter Thesis Information and Upload 
Full-Text Thesis

Upload your 
thesis file

1

Select "Temp Save" 
after uploading

3

Click to preview the file 
and verify the embedded 

watermark

2

• Submit final post-defense PDF version
• Include signed Advisor’s Approval Form 

and Oral Defense Form 
• No watermark or security needed
• Embed all special fonts
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Reopen the file to 
verify watermark 
and security 
settings

Security 
settings 

completed

Watermark properly embedded



Proceed to next step 
when complete

4

Step2: Enter Thesis Information and Upload 
Full-Text Thesis



Step3: Open Access or Embargo Application

Please confirm the open access date 
and any embargo application with 
your advisor  



Discuss with the 
advisor

Set the open access date and 
upload  supporting docs 

by the advisor

Set the open access date 
by graduate student

Open Access Options and E-Signature Uploading

Immediate open access Open access six months later

Specify reasons and
upload supporting docs

Select open access date

Delayed open access (embargo)

Provide 
E-signature of 

student

Provide 
E-signature of 

student

Submit for 
advisor review

Provide 
E-signature of 

student

Submit for 
advisor review

Submit for 
advisor review



Please refer to next page for 
setting by graduate student

My thesis advisor will set the open access date and 
upload the supporting documents on my behalf.

Use an electronic 
signature



I will set the open access date and upload the 
supporting documents. (1/3)

You could sign on line or upload the signature image if 
selecting the first two open access options 

Select for personal 
signature

Select for uploading 
image

Image size (568*200)



I will set the open access 
date and upload the 
supporting documents. (2/3)

Select delay reason 
and provide 
required 
information

1
For delayed open access
Please specify the embargo reason



I will set the open access date and upload the 
supporting documents. (3/3)

Upload electronic signature image 
or use an electronic signature

Set open access date

3

Click "Temp Save" to 
enable the "Submit for 
advisor review" option

4

2



Submit for Advisor Review

Once you click "Submit for advisor review," you cannot return to modify your submission

Your advisor will receive a 
notification email requiring 
their review.



1. The thesis is formatted according to the 

“Regulations Governing the Formats of Graduate 

Thesis/Dissertation at National Tsing Hua 

University.”

2. Contents meet the requirements of the oral 

defense committee.

3. Open access date and application for the delayed 

open access have been correctly completed, or 

submitted on the student’s behalf.

Advisor Key 
Review Items

Step4: Advisor review

https://registra.site.nthu.edu.tw/var/file/211/1211/img/3929/Guidelinesforsubmittingathesis.pdf


Step4: Advisor review

Wait for your 
advisor to 
review



Step4: Advisor review

Your advisor 
approve your 
submission



1. Thesis format
- Advisor’s Approval Form

- Oral Defense Form verified by the Committee

2. Watermark and security settings
3. Embargo application and supporting 
documents (if applicable)

Library Key 
Review Items

If not approved, submission will return to advisor review 
stage.

Step5: Library review graduate students’ 
record submission 



Step5: Library reviews graduate student's 
record submission



Step5: Library reviews graduate student's 
record submission



The Library reviews each submission in 
the order of the latest submission 
timestamp.

Each review typically takes two business 
days, results would be sent via email.

No expedited review service is available



Step6: Download the approved PDF file to 
print copies for library submission

The selected 
authorization option 
will determine which 
documents need to be 
printed



 Upon approval, you will receive a notification email
and then download the approved:
 Full-text PDF
 Authorization form (the Authorization Form has incorporated 

both the University and National Central Library authorization in 
one page)

 Embargo application form (if applicable)
 Supporting documents (if applicable)

 Print and submit 2 hard copies of the watermarked 
PDF approved by the system

Log in to the system and 
print needed documents 
(refer to the left items)

Use the checklist to confirm 
binding items before 

submission

Place the Thesis Authorization 
Form right after the title page

Ensure the Application Form and 
Supporting Docs are signed by 

your department chair

Copy both forms and insert
originals and copies into the 

hard copies

Print and Submit Hard Copies

Submit your thesis at the 
main library



Hard Copy Submission Guidelines (1/2)

 We recommend downloading the "Checklist Before Submitting Printed Thesis" and follow 
the official formatting guidelines.

 Hard copy thesis must be properly bound in paperback with lamination (gloss finish):
Master's thesis - Tan color
 Doctoral dissertation - Light blue color

 The "Thesis Authorization Form" must be bound directly after the title page
 For thesis embargo requests:

 Print the signed application form and supporting documents from the system
 Obtain department chair signature on both items
 Make one copy of both signed documents
 Insert (do not bind) the original and copy separately into the two thesis copies
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Checklist Before 
Submitting Printed 
Thesis



 Printed Thesis Collection at the Library
 Submission Hours: Monday to Friday, 8:00–12:00 and 13:00–17:00
 Location: Main Library, Counters 4 and 5
 Submit 2 printed copies of the approved PDF with watermark

 The 2 copies will be archived by NTHU Library and the National Central Library
 If you need to modify your thesis after approval:

Complete "NTHU Dissertation Modification Request Form" and bring the form and 
updated files to the Acquisition and Cataloging Division on the 4th floor of the Main Library

 For questions about thesis submission, please contact the Reference Desk
 Tel 03-5742995 (Ext. 42995）/ email：ref@my.nthu.edu.tw。

Hard Copy Submission Guidelines (2/2)

mailto:ref@my.nthu.edu.tw


NTHU 
Dissertations & 
Theses 
Repository



Frequently Asked Questions

Please consult the Submission Guide and FAQ first,

or email ref@my.nthu.edu.tw

mailto:ref@my.nthu.edu.tw


Login Issues
Use the "Forgot Password" function to obtain a new password

• Account and password are the same as your 
Library Credentials

• For login and password issues, please contact 
the Circulation Desk (ext. 42996, 42997)

01



• Main campus contacts:
 Ms. Wu，ext. 42235(jpwu@mx.nthu.edu.tw)；
 Ms. Chao，ext. 42992(mcchao@lib.nthu.edu.tw)。

Complete the "NTHU Dissertation Modification Request Form" 
Submit the form along with updated electronic files to the Acquisition 
and Cataloging Division 

Important Notes for
modification after approval

02

mailto:jpwu@mx.nthu.edu.tw
mailto:mcchao@lib.nthu.edu.tw
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