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Thesis Submission

Graduation Procedures

Frequently Asked Questions



Thesis / Dissertation Submission

File conversion PDF Upload
Print

Hard copies
Graduation
Procedure

✓ According to Format Guide

✓ Add Watermark, DOI, and set 
Protection

✓ Enter the basic information of 
your thesis

✓ Authorization forms

✓ Hard copies

✓ Log into myNTU and apply 
for library inventory

✓ Submit to the library
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The Instruction of Thesis Submission and Graduation Procedures

The homepage of NTU Library＞Services＞Dissertation/Graduation Notices

Format Guide, Submission Guide, 
and further instructions are 
provided here.

https://www.lib.ntu.edu.tw/en/node/1788
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Thesis / Dissertation Format Guide
https://www.lib.ntu.edu.tw/doc/CL/thesissample_en.pdf

Electronic thesis (PDF) Hard copy (paper copy)

1. Cover Page
2. Certificate Letter from Oral Defense 

Committee
3. Acknowledgement or Dedication
4. Chinese Abstract & Keywords
5. English Abstract & Keywords
6. Table of Contents
7. List of Figures / Tables / Illustrations
8. Main Text
9. References
10. Appendices

1. Cover Page with Spine
2. Title page (same as the cover page of 

PDF file; without spine)
3. Certificate Letter from Oral Defense 

Committee
4. Acknowledgement or Dedication
5. Chinese Abstract & Keywords
6. English Abstract & Keywords
7. Table of Contents
8. List of Figures / Tables / Illustrations
9. Main Text
10. References
11. Appendices

Not required

Required (signed)
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Frequently Review Questions
Cover Page(1/2)

Chinese：
School → College → Department / Graduate Institute / 
Program

English：
Department / Graduate Institute / Program → 
College → School

First Name Last Name (Wei-Yu Chen)

Last Name, First Name (Chen, Wei-Yu)

1. The publication date should NOT before the date 
of oral defense

2. Make sure the Chinese corresponds with English

Please refer to
https://www.ntu.edu.tw/english/academics/academics_list.html

Since Fall Semester, 2023

It’s required to write Master’s Thesis
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Please Remove the Spine !!

★The spine is only required in hard copies

Please double check:

1. The cover page does not have page 

number

2. Remove the “Proposal”, “Draft”, etc.
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Frequently Review Questions
Cover Page(1/2)
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The Certificate Letter

• The Certificate Letter is NOT REQUIRED 

in PDF file. If you want to add to PDF file, 

please attach the SIGNED version.

• The Certificate Letter is REQUIRED in 

hard copy. (photocopies are accepted)

If the Certificate Letter is not included, 

please delete the table of contents heading.

Frequently Review Questions
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1.Watermark

About PDF file

2.5 centimeters from Top and Right

2.DOI
1 centimeter from Bottom and Right

3.Protection

➢ Please refer to「Guide for Submitting 
Electronic Theses and dissertations」P.5-16

➢ Setting via Adobe Acrobat Pro 
(You can use the Computer 105~108 at the 
OPAC Area, 1st floor of Main Library)

➢ If you use Foxit PDF Editor, please refer to 
P.23-27 of Guide
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• Checking the protection setting

Press Ctrl+D

Select the Security tab

• DO NOT select the “use password 

to open PDF” option.

The submission will be returned

due to the file being unable to be 

opened.

Set only Printing and content copying

for accessibility to “Allowed”; 

Set all other options to “Not allowed.”

About PDF file
Show Detals

Printing ：High Resolution
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About PDF file

• Checking the file Title and Author

Press Ctrl+D

Select the Description tab

• Title：blank or your thesis title

• Author：blank or your name
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Log into the Submission System

★ Sign on with NTU credential

★ You could get your own DOI

https://submit.tdr.lib.ntu.edu.tw/

★ Download the watermark
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Basic Information

★ This semester is 

Year of Graduation: 114

Semester: 1

★ The publication year should be correspond with

the cover page of PDF file

★ First Name Last Name

★ The DOI should add to your PDF file
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★ Oral Defense Date:

should correspond with Certification Letter

★ Pagination: 

type the final pagination (including appendices)

（optional）

The submission result would send by email. 
Please enter the valid email address.

★ Type one keyword for each field.

Press + to add more field.

Basic Information
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• The Abstract, Table of Content and 
References should correspond to the 
PDF file.

• List of Figure and List of Table are 
optional in Table of Content field.

• Type all reference if they're separated 
in each chapter.

• Please do not make any additional 
line break in your Abstract / Table of 
Content / references. Each entity 
should only have ONE line break at 
the end. 

Basic Information
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Additional Line Break (1/2)

1. Additional line breaks caused by 
formatting issues in the table of 
contents, abstract, or references 
should be deleted before 
entering them into tsubmission
system.

2. It is recommended to copy the 
text from WORD instead of 
directly from PDF.
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Additional Line Break (2/2)

1. Paste the text into Notepad (.txt).

2. The correct format should be as follows:

[Abstract] one paragraph equals one line

[References] one entry equals one lineNotepad

「View」→ Uncheck「Word rap」

with additional line break  
17
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Set Up Committee Members

★ For foreign committee member, type English 

name in "Name (in Chinese)" field is acceptable.

★ Please type advisor in the First field.

★ There are 3 committee members by default.

★ Be aware of the title.

(i.e., if the professor is titled in co-advisor, 

he/she should be listed on the cover page.) 
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Upload File

!!!DOUBLE CHECK !!!
1. Upload the latest version with watermark, DOI and protection
2. The PDF only has 1 cover page without spine
3. Remove the page number, "Proposal/Draft" from the cover
4. Remove the personal information (email, phone number, etc.)

★ Please print the paper copies AFTER receiving approval
19



Authorization

National Taiwan University

→ NTU Theses and Dissertation Repository

Database Providers

→ Airiti Library

National Central Library

→National Digital Library of T&D in Taiwan

You can choose whether to 
authorize to make your thesis 
available online

However, for the delay access of paper copies, please submit additional 
application forms (along with supporting documents and Approval For
m for Delaying Public Access to Theses/Dissertations)

20

https://tdr.lib.ntu.edu.tw/?locale=en
https://www.airitilibrary.com/Home/Index
https://etds.ncl.edu.tw/cgi-bin/gs32/gsweb.cgi/ccd=Pd0neb/webmge?mode=basic


Authorization Forms
NTU Library

Required

National Central Library Database Provider
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Disapproved？

Please be mindful to the email. 

If you receive the disapproval, please 

edit the PDF file or Basic Information 

Webpage according to the reason(s).

Remember to reset the watermark, 

DOI and protection before re-summit.

22



The Format Guide of Paper Copies

Paperback or Hardback are 
fine; color not specified

The title page and 
text should have 

watermark and DOI

Photocopies
Print in color or 
back-and-white, 

it's up to you 

Cover page (with spine) Title page Certificate Letter (signed) Body Text
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Graduation Procedures

Process together !!!

Add Contents Title

Log into the「Graduation Procedures System」to apply for 
graduation

Add Contents Title

Return all library materials and pay any overdue fees

Submit paper copies & 3 authorization forms

★【GENERAL】２copies
★【Department of Mathematics, Chemistry, Physics, Oceanography; 

College of Law and College of Social Sciences】３copies
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Before Submitting Paper Copies
Please log in to「Steps for Application to Leave School」→ Click the「Apply for Inventory」

Step 1 Step 2

myNTU → Students → Graduation → Steps for Application to Leave School

Make sure the 
status is Processing

Apply for Inventory
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Open Hours & Location:

Main Campus

1F Service Counter, 

Main Library

Mon. to Fri.

08:00 - 17:00

Tel：02-3366-2366

Medical Campus

Medical 
Library

Mon. to Fri.
08:00 - 17:00

Tel：02-23123456

# 288158

★ The deadline for 
submitting paper 
copies of this 
semester is 

February 25th, 2026. 

★ The library will 
review for 
submission within
2 working days
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FAQs

→ You can use OPAC 105-108 in the  Main Library 1F Search Bar or Medical Library

Where can I use the Adobe Acrobat Pro software to add watermarks and 
DOI to thesis/dissertation for submission in the library?01

02

03

→ Sure, there would be no need to come to the Library personally. However, 
please remember to apply for library inventory in advance.  

Can I assign others to submit my thesis and authorization forms?

→ Please contact us via email.   ntuetds@ntu.edu.tw

Can I resubmit the thesis? How can I alter my authorization?
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Contact Us!!

02-3366-2366

ntuetds@ntu.edu.tw

Congratulation !
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