
Thesis Online Submission

Central Library  

(02-3277-4614, dcollection@ewha.ac.kr)



Introduction

 Period: June, 19, 2025(Fri.) 00:00~ June, 26, 2025 (Fri.) 23:59

possible to submit for 24 hours during the period

 Library working hours: weekdays 9 AM~ 5 PM (Lunch: 12~13)

Overview will take 1~3 days after submission 

 After approval from Library,  ‘Online submission Confirmation’ and ‘Author Permission 

Agreement’ can be printed.

 Please first check the date you should submit documents to your department office. After 

checking the date, submit thesis online before the date.

 Submit files: 1) thesis full text file in pdf and 2) Approval sheet in pdf

Submit online file only (No bound book)



Contents of thesis

 Cover Page > Title Page > Approval Sheet > Acknowledgements (optional) >  Table of 

Contents > List of Tables/Figures (optional) > Abbreviations (optional) > Thesis Summary 

(or Abstract) > Abstract (second language Abstract) 

> Main Text (Introduction / Body / Conclusion) > References > Appendix          

(optional) 

* Acknowledgements :  Do not number the page

* Thesis Format : refer to  Graduate School homepage

https://graduate.ewha.ac.kr/graduate/info/thesis04.do


Thesis Submission Order

1. Login at library homepage(portal ID/PW)
2. Login at dCollection website (portal ID/PW)

Type in personal 
information

Upload Full text 
and Approval 

Sheet

Check metadata, 
fulltext at final 

page 

Submission
As final 

Type in metadata 
(copy and paste 
from hangul or 

word file)

Copyright 
Agreement 
Information

(Agree, Disagree,  
Conditional agree)

Denial: Submission page- Click thesis title 
Modify the error part and resubmit

Library Review
(Approval or Denial)

Approval : Print out “Online Submission”and “Copyright”
Submit 2 documents to department



1. Page numbering : page drop, duplication, empty page

TOC~ Summary : Roman numbers(i, ii, iii ~)/ Main text~References: Arabian numbers(1,2,3~)

2. Full text missing or file error (encoding, saved as image file, etc.)

(ex) PDF file- preview with one page each, not 2 pages

3. When delete empty page and page number is missing

4. Approval Sheet in full text : Professor’s name missing/ signature existence

5. Separately submitted Approval Sheet: both professors’ name and signature should be existed

6. Title Page, Approval Sheet : page numbering exist 

• If there is some errors on your submission, we may contact you by mobile phone.

Denial Reasons



Copyright information

 Agree
Choose “Agree” on the page of Copyright
Fulltext use: Search, save, print at library homepage and riss.kr

 Conditional Agree
Choose “Agree” and setup the thesis open date 
Reason: If needed to postpone open date ※period: maximum 5 years
※You should discuss about the date postpone and reason with your advisor before 

submission.
Fulltext use: Before the open date, thesis cannot be searchable or use the full text

 Disagree
Choose “Not Agree”
Reason: Type in specific reason of disagree that is discussed with your advisor 
Fulltext use: open at only Ewha libraries (searchable at RISS but cannot open fulltext)
PDF file: Read only , copy, print, save is impossible



Online Submission[1]

1. Use portal ID/PW to login library homepage
2. Collections- dCollectionEWHA

If you have problems to login dCollection directly, please login library homepage and access to dCollection EWHA



Online Submission[2]

Login with portal ID and PW
And Click “Submission dissertation” 

dCollection URL:  https://dcollection.ewha.ac.kr/

https://dcollection.ewha.ac.kr/


1. Select ‘Submit’
2. Check personal information

Online Submission[3]



Online Submission[4]

*  Required mark

Check ‘Agree’ to get information from library 

1.Name: name on thesis cover
2.Name(2nd): name on 2nd abstract page in full text
3.Contact : mobile phone number 



Online Submission[5]

1.Click ‘Department Search’ to find your major

2.Check your department about your graduate school and 

major

3. If you cannot find major, please contact to library 



Please register only files with pdf.

Please register only files with pdf.

Please register only files with pdf.

Online Submission[6]

Submit  color scanned  1 page in pdf approval sheet with Advisor and Committee members’ name and signature on it

Fulltext: whole documents from cover to references 

If file is huge, divide it into 3 files max and upload in order

* Upload pdf only / text in pdf should be possible to copy and paste



Approval Sheet

 Approval Sheet format in full text should be identical with the Approval Sheet uploaded separately
It means font, format, order of professors’ name should be the same in both documents

 Committee members:  
Master degree – 3 professors, 
Doctoral degree – 5 professors



Approval sheet in full text
– Only professors’ name/ no signiture

1 page Approval sheet
– include professors’ name and signiture

Approval Sheet

Ewha Kim



Basic data

• * : mandatory 

• Copy and paste title, abstracts, Table of contents form Word or Hangul file 

• Subject: type in more than 1 keyword with comma about thesis 

• DDC: 3 digit number automatically created/ Don’t change to other text or numbers 

• Abstract 한국어/ 영어: Copy and paste abstract from full text in order 

Use  Word or Hangul file to copy

If you have more than 2 abstracts, click “Add” to fill another abstract

15

Online Submission[7]



1. Table of Contents : Copy and paste of TOC in full text 

1) Check if the title and page is matching

2) Copy and paste from Main text to References (Only Arabian number part)

2. Advisor: name only, if you have more than 2 advisors, type in A , B 

3. Page: the last page number of Roman and Arabian numbers 

- (ex) v, 100 p.

4. Language: Provide full text language as Korea, English, Chinese, etc.

책갈피(Bookmarks):Leave blank / Library will fill this part 

Online Submission[8]



Online Submission[9]- Copyright

1. Select Agree or Not agree

: Not agree: should provide reason of not agree 

2. License (CCL) 

: Not allow to change your writing

: Not allow to use your writing for commercial 

purpose

For CCL please refer to below
https://gongu.copyright.or.kr/gongu/main/contents.do?menuNo=200093

https://gongu.copyright.or.kr/gongu/main/contents.do?menuNo=200093


Online Submission[10]- Copyright

To postpone your thesis online open , 

1. Check Agree and select “original publication date” in calendar 

2. Opening date : delay 5 years maximum from now

3. Reasons for setting up: Discuss the reason with your advisor before submitting thesis

If you postpone the opening date, anyone can search and use full text after the date 

It means no one can search or use full text before the opening date 



Online Submission[11]

At the final stage, please check the data you provide

1. Edit Meta: can change title, abstracts according to thesis full text

2. Update Files: check full text and approval sheet and change them to the final 

version

3. Update License: Check the information you provide 

4. Click “Complete submit” to submit and the process will be done.



Online Submission[12]

After submission, you can check the submission status at “Submission List” 
The status is “Accept complete” and you can print Author Permission Agreement and Online 
submission Confirmation

The overview is done, you will get text message from library.



‘Online submission Confirmation’ and ‘Author Permission Agreement’

After getting approval text message from library 

1. dCollection – Submission list – print Author Permission Agreement and Online submission Confirmation 

2. 2. Print out and autograph on 2 documents and submit them to your graduate office

Autograp
h

Autograph



Re-submit returned thesis

1. Library will send you message for returning thesis

2. Check the file at [dCollection – Submission list – Returned thesis]

3.  Click thesis title to check the reason of return and modify the error 

(ex) Edit Meta -> Modify error -> Edit Meta -> ‘Submission complete’ to resubmit



Q&A

 dCollection Online file submission
Tel: 02-3277-4614
e-mail: dcollection@ewha.ac.kr

 Turnitin program use: 
Tel: 02-3277-3396
e-mail: infoserv@ewha.ac.kr

 Thesis template, Approval sheet, etc : graduate office

mailto:dcollection@ewha.ac.kr
mailto:dcollection@ewha.ac.kr
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