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HOW TO UPLOAD THESIS AND LEAVE CAMPUS 

 

Step 1. Revise, Format Check, and Print Thesis after Final Defense  

 Revise your thesis according to your committee‟s comments. 

 Ensure all your pictures/figures are in .jpeg or .gif picture format (do not use .bmp or other formats) 

 Email your completed thesis in word format – along with your compressed EndNote library – to the Format 

Checking Center for a final format check. 

 Two certificates (one English, one Chinese) from final defense: 

 Get them signed by your advisor(s), committee members, and the chairman. 

 Scan the signed certificates NOTE: ENSURE TITLE ON CERTIFICATES IS SAME AS TITLE ON YOUR THESIS. 

 Insert image into your thesis/combine into one PDF; needs to go after title page (English first) . 

 Take combined PDF to print shop. 

 The book cover style must follow the IIMBA format. Please refer to a senior‟s thesis.  

 Prepare 2 hardcopies and 1 paperback copy (see Step 3 below).  

 To save as PDF you can either use the SaveAsPDF add-on for word 2007, or „print‟ to PDF 

NOTE: SOME STUDENTS HAVE HAD THEIR THESIS REJECTED DUE TO AN ISSUE WITH THEIR WATERMARK 

WHEN TRYING TO UPLOAD IF THEY USED SAVEASPDF ON MACS 

 

Step 2. Upload the final version of the thesis as a PDF soft copy* to 

the library  

2.1 Prepare your Combined PDF Document  

 Check all your course credits and grades with the Office of the Registrar (International students) / Evening 

Education Division (Local students) 

 Ensure you have completed 45 course credits and 6 thesis credits.  

 Make sure your thesis defense score has already been sent from the IIMBA Office to the Registrar.  

 Please consult the library‟s online Guide in English for the regulations and manual for the uploading system 

(http://etds.lib.ncku.edu.tw/files/2009110008.pdf) for extra assistance if necessary. 

 In the (combined) PDF document, hit “Ctrl+d”  

 On Description tab: Copy in your thesis title into the „Title‟ spot.  

 If you wish to protect your PDF document so people cannot copy content, follow these steps: 

 On Security tab select: Security Method „Password Security‟ 

 

 

 

 

 

 

http://etds.lib.ncku.edu.tw/files/2009110008.pdf


 

 

2 

 

 

 

 
 

 

 

 

Step 2.2 Login http://etds.lib.ncku.edu.tw/etdsystem/submit/submitLogin   

 

 Use your NCKU email ID to upload.  
 

(If you have not yet activated your NCKU email account, please go to the Computer and 

Network Center to apply for your NCKU email with your student ID card before uploading 

your thesis; NCKU computer center is located on the 2nd floor across the street from the back 

of our department building, in the same campus as the Main NCKU library – Cheng Kung 

Campus.)  

(Batch 100 and before students: your email ID  is your student ID number less the last digit; 

Batch 100 and after: your email ID is your full student ID) 

 

Select which compatibility you prefer 

Select this 

Do NOT! select this 

Select, and enter password (that you will remember~!) 

Select this 

Select this 

Select this 

Re-enter password after 

clicking „OK‟ above, and 

click „OK‟ 

http://etds.lib.ncku.edu.tw/etdsystem/submit/submitLogin
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After you login, wait for 1 minute. The system will automatically enter the second step. 

 

 

 

1. Example: Student ID is RA6967817 

=> Username: ra696781 

(Omit the last digit of your student ID for 

Batch 100 and before; do not omit it for Batch 

101 and after).  

2. Password: same password as your NCKU email 

password. 

3. Click Enter [登入] 

Thesis title: type the 

same information in 

both 

Select the 6th one (as shown here): College of Mgmt 

(( 

 Select the 1st one (as shown here): IIMBA 

(( 

 

Select your graduation year; semester (Fall =1; Spring 

= 2); and year printed the thesis [note: 98 = 2009] 

(( 

 

Your Chinese name is required 

(( 

 

Your English name: Givenname Familyname 

(( 

 
Enter your email (RA account not required), and whether you 

want your email to be public (ie. if someone wishes to 

contact you regarding content in your thesis): Left selection: 

not public; Right selection: public 
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Not required 

(( 

 

Degree (1st selection): Master 

(( 

 

Language: Middle selection (English) 

(( 

 
Number of pages 

(( 

 

Final defense date: Year, Month, Date 

(( 

 

Copy in keywords from your thesis – 

change commas to semi-colons (;) 

Copy in abstract from your thesis 

Chinese keywords – enter „none‟ 

Chinese abstract – enter „none‟ 
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Step 2.3 Committee member information  

Committee l ist for your reference (you can copy-paste) 

 

English name Chinese name Email 

Jeh-Nan Pan 潘浙楠 jnpan@mail.ncku.edu.tw 

Wann-Yih Wu  吳萬益 wanyi@mail.ncku.edu.tw 

Hsi-An Shih 史習安 hashih@mail.ncku.edu.tw 

Shao-Chi Chang 張紹基 schang@mail.ncku.edu.tw 

Jeng-Chung (Victor) Chen 陳正忠 victor@mail.ncku.edu.tw 

Hsin-Hong Kang 康信鴻 hhkang@mail.ncku.edu.tw 

Chin-Ho Lin 林清河 linn@mail.ncku.edu.tw  

Ann Shawing Yang 楊曉瑩 annsyang@mail.ncku.edu.tw 

Don Jyh-Fu Jeng 鄭至甫 jeng@mail.ncku.edu.tw 

Tsingzai Wu 吳清在 tsingzai@mail.ncku.edu.tw 

Victor B. Kreng 耿伯文 kreng@mail.ncku.edu.tw 

Kevin P. Huang 黃國平 hwangis@mail.ncku.edu.tw 

James Stanworth 王慕容 jamesstanworth@btinternet.com 

Cheng-Chang Lin 林正章 cclin@mail.ncku.edu.tw 

Hsuan-Chu Lin 林軒竹 hsuanchu@mail.ncku.edu.tw 

Jun-Ren Chen 陳俊仁 chenc4@mail.ncku.edu.tw  

Yung-Ming  Shu 蘇永明 yungming@mail.ncku.edu.tw 

Copy in table of contents from your thesis 

(( 

 

Copy in reference list from your thesis 

(( 

 

Not required 

(( 

 Press: Next 

(( 

 

Save (return within 

30 days to continue) 

(( 

 

http://www.stat.ncku.edu.tw/english/06_members/ShowTeacher_English.asp?name=Jeh-Nan%20Pan
http://www.stat.ncku.edu.tw/UserFunc/ProfData/UserShowProfessor.asp?pid=8108164&keepThis=true&TB_iframe=true&height=500&width=800
mailto:jnpan@mail.ncku.edu.tw
http://www.imba.ncku.edu.tw/faculty/WannYihWu/index.htm
http://www.ba.ncku.edu.tw/stuff/teacher/wu/index.htm
mailto:wanyi@mail.ncku.edu.tw
http://www.imba.ncku.edu.tw/aboutus/faculty.htm
http://www.ba.ncku.edu.tw/stuff/vitae/Vitae-%E5%8F%B2%E7%BF%92%E5%AE%89%E6%95%99%E6%8E%88.pdf
mailto:hashih@mail.ncku.edu.tw
http://www.ba.ncku.edu.tw/stuff/teacher/scchang/
http://www.ba.ncku.edu.tw/stuff/teacher/scchang/
mailto:schang@mail.ncku.edu.tw
http://teacher.tcm.ncku.edu.tw/view/eteacher.php?number=42
mailto:victor@mail.ncku.edu.tw
http://www.ba.ncku.edu.tw/stuff/TEACHER/BELIEF/%C2%B7s%C2%BA%C3%B4%C2%AD%C2%B61.HTM
http://www.ba.ncku.edu.tw/stuff/TEACHER/BELIEF/index.htm
http://www.iim.ncku.edu.tw/profiles/professor.php?pid=5&smore=0
mailto:linn@mail.ncku.edu.tw
http://myweb.ncku.edu.tw/~annsyang/
mailto:annsyang@mail.ncku.edu.tw
http://myweb.ncku.edu.tw/~jeng/
mailto:jeng@mail.ncku.edu.tw
http://economics.ncku.edu.tw/professor_01.html
http://www.acc.ncku.edu.tw/faculty/169
mailto:tsingzai@mail.ncku.edu.tw
http://www.iim.ncku.edu.tw/profiles/en-professor.php?pid=9&smore=0
http://www.iim.ncku.edu.tw/profiles/professor.php?pid=9&smore=0
mailto:jamesstanworth@btinternet.com
mailto:cclin@mail.ncku.edu.tw
mailto:hsuanchu@mail.ncku.edu.tw
mailto:chenc4@mail.ncku.edu.tw
mailto:yungming@mail.ncku.edu.tw
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English name Chinese name Email 

Keh-Chin Chang 張克勤 kcchang@mail.ncku.edu.tw 

Bo-Ywe Lee 李伯岳 ywe55@yahoo.com.tw  

Ching-Fu Chen 陳勁甫 cfchen99@mail.ncku.edu.tw 

Oliver Yau 游漢明 mkyau@mail.ncku.edu.tw 

Jrjung Lyu 呂執中 jlyu@mail.ncku.edu.tw 

Shih-Chieh Fang 方士杰 fangsc@mail.ncku.edu.tw  

Shan-His Hsu 徐珊惠 nckustudents@gmail.com 

 

 

Fill  in for each committee member:  

 

 

 

 

 

 

 

 

Advisor 

(( 

 

Joint or Co-Advisor 

(( 

 

Committee Member 

(( 

 

Chinese Name 

(( 

 

English Name: 
Givenname Familyname 
(( 

 
Committee 

Member‟s email 

 

Add another 

committee member 

Next Step 

mailto:kcchang@mail.ncku.edu.tw
mailto:ywe55@yahoo.com.tw
mailto:cfchen99@mail.ncku.edu.tw
mailto:mkyau@mail.ncku.edu.tw
mailto:jlyu@mail.ncku.edu.tw
mailto:fangsc@mail.ncku.edu.tw
mailto:nckustudents@gmail.com
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1. Browse for your PDF file 

2. Click Upload  (上傳) 

 

Ensure it is the correct file; if 

not, select ‘delete’ (刪除) and 

‘back’ (回到上一頁) 

Next Step 

Next Step 

Upload confirmed 
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Step 2.4 Access permissions and royalty fee requests  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Internal NCKU access: 

1. Instant access 

2. After 1 year 

3. After 2 years 

4. After 3 years 

5. After 4 years 

6. After 5 years 

7. After a specific time (year, 

month, date) 

 

Next Step 

Royalty Fee Option: 

The school is authorized to grant 

access to my electronic thesis, and 

1. Royalty fees to be donated to 

the school library as a 

development fund (default) 

2. Royalty fees to be paid to the 

author. If you choose to get the 

royalty fee for yourself, you need to fill 

out the complete contact information in 

the authorization form – see below. 
3. Do not require royalty fees. 

If you do not agree that the school 

can grant access to your e-thesis, 

select 4, and fill out the form when 

clicking „next‟. 
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External access: 

1. Instant access 

2. After 1 year 

3. After 2 years 

4. After 3 years 

5. After 4 years 

6. After 5 years 

7. After a specific time (year, 

month, date) 

 

Next Step 

If you select „2‟ above, enter 

the following info below 

Contact email 

Contact phone numbers 

Contact land address 

If you select 4 above, select 

your reason for never 

granting external access to 

your e-thesis. 

Next 
Back 



 

 

10 

 

 

 

 

 

 

 

 

After you finish, you need to wait 2-3 working days for your thesis to be checked by the E-

Thesis Dissertation System. They will send an email to you when it has been approved. 

 

If after 5 working days you have still not received the email, contact them and let them 

know at mailto:em65773@libmail.lib.ncku.edu.tw 

  

1.  Select top button if you have 

finished uploading your thesis 

2. Click submit (完成) 

 

 

1.  Select 2nd button if you still 

need to edit something 

2. Click submit  (完成) 

 

It requests you to look over your 

submitted information a final 

time. Check the info to make 

sure it‟s correct, and scroll to the 

bottom. 

Hit this if you want to complete 

the uploading process. 

 

Hit the other one if you want to 

save the info and come back later. 

mailto:em65773@libmail.lib.ncku.edu.tw


 

 

11 

Step 3. Leaving Campus  

 Print out Access Authorization form as received in your email from the library after successful upload. 

 Search for your thesis on the E-Thesys system. 

 Click on the title to bring you in to your thesis information. 

 Print the Digital Thesis Display Authorization Form  

 If delayed access to the printed version is requested by your professor, you must print the Printed 

Thesis Display Authorization Form as well 

 Have you and your advisor sign the form(s)  

 Submit to the library staff when you submit the hard copy of your thesis. 

 Download the Leave Application form: http://campus1.ncku.edu.tw/leave/ . 

 Input Student ID & Password (normally the last 4 Digits of birth date/example: date of birth: May 20 

(Password: 0520); OR the same as your course selection password).  

 Save the Acrobat (.pdf) file and print it in order get the proper signatures.  

 

 

If you cannot login here, most likely you have 

something outstanding with the dorm-office or a 

library book that has not been returned. 

 

http://campus1.ncku.edu.tw/leave/
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 The leave application form needs 4 stamps by the following, and for you to submit your thesis copies: 

 IIMBA Office: 1 hardcopy and 1 paperback copy 

 Library: 1 hardcopy 

 OIA 

 Registrar office counter 9 (International Students) / Continuing Education Center (Taiwanese students): 

Leave application form (to get your Diploma). 

 If you did not take and submit a grad photo through the IIMBA office yet (photo of you wearing the 

NCKU Master Graduation gown) you can get them taken at the Fuji Photo store on the corner of 

DaXue Road and ShengLi Road; costs approximately NT$350.  
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If you get the message below, you typed your student 

ID or password incorrectly: 

 


