
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  
1) Enter your Student ID and Password(date of birth/YYMMDD) to log 

in. (if you were born in 13th April 1993, write 930413)  

 

2) After log in, select the menu of dissertation submission menu.  

 

 

Manual  

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
1) This screen shows the description of dissertation submission and how 

to submit dissertation.  

 

2) If you select "Submit dissertation" button, then the screen to submit 

dissertation will appear.  

 

 

클릭! 



 

 

 

Write number of pages before the introduction 

 

 
1) In this stage, the basic information (ID, name, school, status) and 

contact information (phone, mobile phone, e-mail) of the submitter will be 

confirmed  

 

2) If the contact information has been changed, revise the information.  

※ This information will be used by the library administrator only for 

matters in regards to the dissertation you have submitted.  

 

3) If you click the next stage button, meta information enter screen will 



appear. 

 

1) In this stage, bibliography information about dissertation will be entered  

2) Since * is required field, you have to fill it out.  

 

3) mark allows you to enter multiple items.  

mark is selected, then items will be added for additional entries. If you want to 

delete the additions, then select mark. For the box named ‘subject’, do write the 

keywords for your thesis. 

 

4) When entering abstract/summary, be sure to select language. Generally you can copy 

and paste the abstract/summary of the dissertation.  

 

Graduate School of International 

Studies 

English Check! 

2017 

2018.2 

English Check! 

Please follow the instruction here.  

It should be 2017 and 2018.2 each. 

For this part, do refer to the attached 

file named ‘how to select your 

major’. 

Copy and paste from your thesis. 

Your name 

Your thesis advisor 



5) Enter the contents of the dissertation.  
Generally, you can copy and paste the contents of the dissertation. 

 

 

1) In this stage, select whether you agree to the license of the dissertation you have 

submitted in the license agreement stage.  

 

*Select ‘Agree’ for this part. 



2-1) If you agree, the dissertation will be converted into PDF file and provided to public 

users. 

 

2-2) If you don't agree, the dissertation will not be provided to public users. However, 

you have to explain the reason of disagreement.  

 

3) Set up display of author, non-profit, prohibition of change and allowance of change on 

same condition in the scope of license (scope of use) set-up.  

 

@ Attribution: This means the right of paternity (Article 12 Paragraph 1 of the License 

Law) is exercised. As one of author's moral right, the right is to display the real name or 

nickname when publishing the copy of original or writings. Therefore, users must display 

the author to use the writings.  

@ Non-Commercial: This means that you do not use the writings for commercial purpose. 

Of course, although the writer sets this non-profit condition, the writer may conduct 

profitable activities by using this writing. Therefore, if any user wants to use the writing 

for commercial purpose, it may be allowed with consideration by separate agreement.  

@ No derivative: This means that simple change including substance and format of 

writings which are not considered as new writing as well as the 2nd writing based on this 

writing is prohibited  

@ Share alike: Although the 2nd writing by using this writing is allowed, the 2nd writing 

should be applied by same license like the original. 

 



 

 

 

 

 

1) This is a file uploading screen.  

 

2) First of all, select the type of File. (※ The type of file may be different according to the 

value which the administrator selected.)  

@ PDF : In case the dissertation is PDF file (However, in case of PDF file, only one file can 

be registered.)  

@ Separate submission: Use this option when the volume of file is too big to be 

submitted through online (more than 100MB) 

 

Do match the number of pages written here 

and the page numbers inscribed in the table 

of contents of your thesis file. 

 Do make an indentation for each 

category under every chapter.  

Read instruction carefully. 

It means the number of pages before the 

introduction. 



3) In the case of that general document, multiple files can be registered. When 

registering multiple files, they have to be registered in the order of the documents.  

 

4) The start page should be actual physical page where the body begins (page with the 

numerical number) excluding cover and contents, etc.  

 

 

 

5) The contents (bookmark) are basically same as the contents of meta information 

entering stage.  

However, the dots between each item and the page number must be deleted.  

ex) 1.1ˇStudy backgroundˇㆍㆍㆍˇ2 ⇒ 1.1ˇStudy backgroundˇ2  

And if it is hierarchical structure, it has to be indented one by one as it goes down to 

sub class.  

 

6) If you select next stage, then the preview of the contents (bookmark) will be popped 

up.  

 

7) If 'confirm' is selected from the preview window of contents (bookmark), the pop-up 

window will be closed and the file will be uploaded.  

 

8) After the file is uploaded, it goes to 'confirm submission' stage.  



 

Click! 



 

1) Check out whether the dissertation information (meta information, license agreement, 

original information) are properly registered in the 'confirm submittal' stage.  

 

2) It allows not only check-out, but also revision of each dissertation information.  

 

3) If the dissertation information is confirmed and successfully revised, then be sure to 

select "Final submittal" button.  

 

4) If you select "Cancel" button, then all information submitted (entered) will be deleted.  

 



 

 

1) If "Final submittal" is selected, a screen showing that the dissertation is successfully 

submitted will appear.  

 

2) The submittal of dissertation is completed only after this stage is finished.  

 

 



 

1) The lookup submittal allows to check out the substances of the dissertation, revise 

detailed information in the submitted dissertation and check out the status made by the 

administrator.  

 

2) Approval status  

Not approved : The dissertation is not approved by the administrator. Approved : The 

dissertation is approved by the administrator.  

In case the administrator approves, the approval notice mail will be sent to the submitter.  

The submitter can check out the approval notice mail at 'Private notice," and print the 

license agreement and confirmation of submittal from the detailed screen of the approval 

notice. 

 

3) The status of dissertation  

Submittal completed : The submittal is completed, and the administrator is waiting to 

process the submittal  

Not completed : If you do not select "Final submittal" at the last stage, it is not completed. 

(The dissertation information can be revised by the submitter)  

If you select the name of dissertation, go to detailed information of the dissertation, and 

select "Final submittal", then the submittal is completed.  

저장 후 인쇄할 것 

책갈피 기능 추가된 

PDF 파일 형태 

Click! 



Return : Since there are problems with the submitted dissertation, the administrator 

returns the dissertation to the submitter.  

(The dissertation information can be revised by the submitter)  

The submitter can check out the matters related to the return from the "lookup submittal" 

or "private notice."  

Submit the dissertation again after solving the problems.  

Verification : The submitted dissertation is being processed by the administrator. (The 

submitter cannot revise the dissertation information)  

In service : The process on the submitted dissertation is completed, and it is now in 

service for users. (The submitter cannot revise the dissertation information)  

 

 

 

1) Notice mail sent from the administrator can be read in the private notice.  

2) Approval notice: If the submitted dissertation is approved by the administrator, the 

approval notice mail will be sent to the submitter.  

"License agreement" and "confirmation of submittal" can be printed on the 

approval notice details screen.  

3) Return notice: If administrator returns the dissertation due to problems in the 

submitted dissertation, the return notice mail will be sent to the submitter.  

The submitter should check out the matters related to the return from "Lookup 

submittal" or "Private notice," and submit it again after solving the problem. 

Click! 


