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PART 01
Link to Thesis & Dissertation system



Link to Thesis & Dissertation system

 Asia University Library Websitee-Resources
Thesis & Dissertation system 

https://cloud.ncl.edu.tw/asia/


PART 02
Thesis Format 



此处添加标题

Thesis Format 1

 Thesis Format Requirement
1. Related information from Office   

of Academic Affairs

2. Department List of Thesis Format 

*The format is mainly based on the 
department, if there is no regulation by the 
department, the regulations of the 
Academic Affairs Office will be the main 
requirement.



此处添加标题

Related information from Office  of 
Academic Affairs

Thesis Format 2

Front Cover sample
Spine sample



此处添加标题

Thesis Format 3



此处添加标题

Thesis Format 4



添加标题

1. Month & Year of publication
2. Same or later than the month of 

defense committee date

Thesis Format 5



此处添加标题

Thesis Format 6

Your thesis should include the items as followed:
1. Cover
2. Title page
3. Approval letter

*4. Preface/ Acknowledgment (*optional)
5. Abstract
6. Table of Content(including list of table & list of figure)
7. Main Text
8. References

*9.Appendices(*optional)



此处添加标题

1. Full text PDF 
(1) PDF  with  watermark and  scanned 

approval letter of defense attached.
(2) Do not set up security on PDF.
(3) The content of the PDF must be the 

same with the hardcopy.

2. Hardcopy
(1) The hardcopy should be printed   

WITHOUT watermark.
(2) Sample of cover page color
(3) Title page is the same as the 

cover.
(4) Hardcopy must be glue

bound.
(5) Cover needs adhesive film.  
(6) Paperback

Thesis Format 7



PART 03
Thesis Submission & Review 

Procedure



此处添加标题Thesis/Dissertation 
Submission & Review 
Procedure Chart



此处添加标题

 Ask the department assistant for 
the thesis system account & 
password after passing the thesis 
oral examination and finishing the 
thesis.

 Log in  Thesis & Dissertation 
system 

Thesis/Dissertation Submission 1

https://cloud.ncl.edu.tw/asia/


Thesis/Dissertation Submission 2

 You can change your password. 

 Confirm your Academic year & Semester .

 Confirm your E-mail .The result will be 
notified by email.

 If the information is wrong, be sure to 
correct it yourself.

 If “Departmentit column”is wrong, please 
notify the assistant to correct it. 

 If it is correct, press the button below to 
sumbit.

Click here for English version



Thesis/Dissertation Submission 3-Step1：Key in(1)

 Step1 Key inAdd
Dissertation/Thesis



此处添加标题

If you have more than two advisors, 
please click ”Add”button

 Chinese Name : If students don’t have Chinese name, 
please input English name.

 Please follow the type Last name , First name, 
Ex:Wang, Da-Ming ,Wang, Da Ming.

 Input Chinese and English names of defense committee 
members in separate columns (including Advisor).

Date of defense should be the same with the date on 
approval letter

「 * 」 is a required field
1      2 3 4

Thesis/Dissertation Submission 4-Step1：Key in(2)



此处添加标题

Thesis/Dissertation Submission 5-Step1：Key in(3)

Page count (either the Last page number in full text or total PDF pages will be ok.)

” Temporary Save ” is just for saving data 
temporarily, you can log in and continue the process.

If you have more than two keywords, 
please click ”Add” button.
Input Chinese /English Keyword in 
separate columns
If there are no Chinese keywords, input 
English keywords in Chinese keyword 
columns.
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Thesis/Dissertation Submission 6-Step1：Key in(4)

Chinese / English Abstract(No 
keywords required)



此处添加标题

Thesis/Dissertation Submission 7-Step1：Key in(5)

Abstract,achnowledgment,list of 
table…,please use Roman Numerals.

 Page number
 List of table & list of figure included



此处添加标题

Thesis/Dissertation Submission 8-Step1：Key in(6)

” Temporary Save ” is just for saving data 
temporarily, you can log in and continue the process.

When all 
the data is 
completed, 
please 
click ” 
Save” 



Thesis/Dissertation Submission 9-Step2：Upload (1)

Upload your full text PDF.

1

3

4

5

2

Choose file.



Thesis/Dissertation Submission 10-Step2：Upload (2)

Set the thesis/dissertation’s open 
access option.
Choose the first option, unless 
your thesis/dissertation needs 
Delayed disclosure 

Delayed disclosure of 
thesis/dissertationis only 
for 3 reasons allowed:
(1)thesis/ dissertation 
pertaining to the national 
secret, 
(2)applying for patents, 
(3)withheld according to 
the law.
 Postponement 

maximum: 2 years,



此处添加标题
無法顯示圖片。

Thesis/Dissertation Submission 11-Step2：Upload (3)
Download the Application Form from the “Download section “of the 

Thesis System.upload these 2 signed forms & related documents 

to thesis system at the step 2, and set the public datesubmit all 

these original forms & documents to the library when you go for 

review . 

Please skip this step, if you choose “Immediate 

Public Access” 



Thesis/Dissertation Submission 12-Step2：Upload (4)

If applying for patent, all option & Reason for 

Delayed Disclosure in「Asia University Thesis 

Dissertation Delayed Disclosure Application 

Form」& National Central Library

「 Application for Embargo of 

Thesis/Dissertation」should be included, and 

students need to scan and upload these 2 signed 

forms to thesis system at the step 2, and set the 

public date.

Please skip this step, if you choose “Immediate 

Public Access” 

https://ndltdcc.ncl.edu.tw/userfiles/THMU0/files/Asia%20University%20ThesisDissertation%20Delayed%20Disclosure%20Application%20Form%20%20final%201100112.docx
https://ndltdcc.ncl.edu.tw/userfiles/THMU0/files/%E5%9C%8B%E5%AE%B6%E5%9C%96%E6%9B%B8%E9%A4%A8%E5%BB%B6%E5%BE%8C%E5%85%AC%E9%96%8B%E7%94%B3%E8%AB%8B%E6%9B%B8(5).doc


此处添加标题

Thesis/Dissertation Submission 13-Step3：Print out & 
upload authorization letter (1)

2.Take a photo or scan the authorization letter 
into a JPG or PDF file, and upload the file. 

1.Print authorization letter & have both the 
graduate student and advisor signed it.



此处添加标题  The ID preamble of the authorization letter must match the 
academic year. For example, for the 109 academic year, the ID 
should start with ” 109 “.

If there are any changes to the authorization letter , please 
stamp it with fingerprints or seal.

 In compliance with the “Personal Data Protection Act”, 
please do not put  the authorization letter in hardcopy and full 
text PDF.

Thesis/Dissertation Submission 14-Step3：Print out & 
upload authorization letter (2)



Thesis/Dissertation Submission 15- Double check 
“Thesis/Dissertation submission check list”

1

2

3

4

Please follow “Thesis/Dissertation submission check 
list” and double-check your thesis/dissertation before 
submitting it.

Graduate and department 
signatures is required.



 After submitting your thesis, the first stop 
is Department Office. They’ll review the 
submitted materials, including online 
submission through the thesis system , 
hardcopies & full-text PDF format ,original 
authorization letters and 
“Thesis/Dissertation submission check list”.

 After approvaled by the department 
assistant, you can proceed to the library for 
the review.

Thesis/Dissertation Submission 16-Step4：Submit



PART 04
Library Review Procedure



2F Circulation Counter

Confirm :
1.Books have been 
returned. 
2.Overdue fines have 
been paid.

2 3
*Submit (1) 2 hardcopies,  (2) 1 signed 
original authorization letter,  (3) 
1”Thesis/Dissertation submission check list” 
to the library. 
*It will take 3 working days to review, the 
result will be notified by email.
* If applying for postpone, bring  3 original 
doucmets (1)Delayed Disclosure forms,(2) 
certified document,(3)Thesis/ dissertation 
delayed disclosure approval committee 
minutes .

*Deadline for thesis 
submission :Please refer to 
the announcement of the 
Thesis System

1

* Library service hour:
Monday~Friday, 
8:00~12:00 13:10~17:10.

Library Review Procedure



Happy Graduation!
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