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Formatting of Electronic 
Thesis/Dissertation  (ETD) contents

● ETD File processing

–File converting

–Add the watermark to PDF

–File protection setting

● Process of Submitting ETD
● Types of  Authorizing ETD



The contents and sequence of thesis 
binding are as follows:
The contents include:
1.title page, 
2.National Library Dissertation Postponement of publication application (no application 
can be exempted), 
3.Authorization letter for dissertation/thesis of Tamkang University,
4.Oral examination committee signature sheet,
5.Acknowledgements (exempt if not available),
6-7.Chinese abstract and English abstract, 
8.Table of Contents：including page numbers, list of figure, and list of tables, references 
and appendices), Body text,  
9.References" (reference format customized by each department), 
10.appendix(optional).
Binding order:
All of above shall be bound according to the serial number. Serial numbers 2 and 5 may 
not necessary(exempt if not available), and serial number 2 shall only be bound in the 
original paper (the original refers to the paper bound with the list signed by the oral 
examination committee members)
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• File Converting

• Add the watermark to PDF

• File Protection Setting



•Upload The complete PDF file：Including Title page, Chinese  Abstract, 
English Abstract, Table of  contents, Body text, and  References, etc. (Please 
follow the regulations of theses format)

Conversion：
•-Method One (for thesis/dissertation in several Word files)：
–check the chapter number → convert the Word files into PDF files → combin all 
the  PDFs into a PDF → upload the final PDF.

•-Method Two (for thesis/dissertation in one Word file) ：

–check the chapter number → convert it into PDF file → upload it.
•Tips：After converting all files, make sure there are no missing or repeated 
chapter and page numbers.



convert to PDF 



File conversion instructions 
Merge several PDF files



After file converting is done,  
please check the file again!



Add the Watermark to PDF

Download 
water mark



Add the Watermark to PDF
Electronic thesis: It need to upload to  " Electronic 
Dissertation/Thesis Service System" of TKU in 
accordance with the school regulations.
Notice：
 1.The electronic file must be uploaded as a pdf file. If the 
manuscript is divided into multiple files, it must be merged.
2.Regardless of the writing format, it must be converted to pdf file 
format. At the same time, the electronic file must be embedded with 
the school's watermark and secured with encrypted password 
before it can be uploaded.
3.you can use pdf editing software from Tamkang Software Cloud, 
if you need help, please contact 02-26215656 #2468.
4.you can find watermark from webpage of TKU Library 
Or here 浮水印 word ／pdf



Add the Watermark to PDF



Example: Adobe Acrobat Pro DC 
version
1. Open the PDF file
Tools→Edit 
PDF→Watermark→Add 
Watermark
2.Add file (downloaded 
watermark) → tick off the scale 
relative to the target page → click 
Locaion: Appear behind page → 
the watermark position is centered 
→ page range option (select the 
page from and set the watermark 
to be inserted Page range).
Notice: the size of watermark 
should be around 6.5cm

Add the Watermark to PDF



Add the Watermark to PDF



1. Open PDF
2. Tools→Protect→Advanced 
Options→Encrypt with Password
3. V Restrict editing and printing of 
documents →
Printing allowed: high resolution 
→
Allowed changes: None →
V Enable the text access for 
screen reader device for the 
visually impaired →
Change permissions password 
(you can enter it yourself) →
●Encrypt all document contents

File protection 
settings



File protection settings





Paper 
submission 
and review 
process



Link to ETD Service System 
from library homepage



Hand in dissertation/thesis
Please log in to the Electronic 
Dissertation/Thesis Service System
of Tamkang University



Dissertation/Thesis submission page

If the thesis has 
been submitted, but 
it needs to be 
revised or you like 
to know the 
progress of the 
thesis review
Or, after the thesis 
is reviewed, the 
authorization letter 
needs to be 
reprinted
→ You can log in to 
the system again to 
view or modify the 
information.



Fill in the bibliographic information of 
the Dissertation/Thesis

Enter the bibliographic 
information of the paper:
● Title, name, publication year, 

keywords... etc. (Note: the 
fields marked with red* are 
required fields!)

● Please pay attention to the 
reminder text in each field, 
be sure to follow and fill it in.

Those who graduate this 
semester, choose
First semester of 110 
academic year
Publication year 111

Fill in the usual mailbox



Notice：
You can save it temporarily, and the system will 
keep the information for 30 days. Remember to 
return to the system to continue the thesis 
submission work, otherwise the data will be 
purged automatically!

The "temporary save" button is placed at the bottom of the page



Fields with * are required 
fields：
The system defaults to Three 
oral examination committee 
members.

If there are more than the 
preset number of members, 
you can click on "Add" 
bottom for more.



● Please read things to note carefully when uploading 

● Check whether the theses/dissertations have embedded the 

watermark and encrypted password protection in PDF file

● Click 「選擇檔案」to select the file

● Click 「 upload 」
● Finish the submission

● Please note that the system will rename the file  automatically

● Click 「 Next 」to recheck your PDF file

● Click 「 Next 」to authorize your thesis/dissertation



Please read the precautions on 
the page first.

● Confirm that the paper file 
is a PDF file with watermark 
and preservation settings 
added.

● Click "Browse" to add files, 
and then click "Upload" to 
finish uploading the thesis 
file.

● Don’t worry about the file 
name, because the system 
will automatically change 
the default numbering rule 
name
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Step 1- License to “ National Digital Library 
of Thesis and Dissertation in Taiwan”  



Licensing of printed thesis/dissertation

Note: If you have an application for postponed disclosure within Tamkang University, 
please complete the postponed disclosure procedures during the assistant review period, 
and scan those documents( the postponed disclosure application and supporting 
documents) and mail to Digital Systems Section (dss@mail.tku. edu.tw).



Licensing of electronic thesis/dissertation



Electronic Dissertation / Thesis authorize to Airiti Library of Airiti Inc.



● For E-mail, please fill in the commonly used mailbox to receive notification 
letters.

● If the information is incomplete, wrong, or the change has not been changed, and 
those who have received the notice of collection but have not received it for more 
than one year, the money will be automatically donated for the use of the school 
affairs fund.



1.Final confirmation

2.submit 
immediately for 

review

OR, 3.temporary storage

Notice：Remember to log out, otherwise the 
system will stay in temporary storage



Remember! ! If you choose to save temporarily, please return to the system to 
submit for review within 30 days, otherwise the data will be purged!



Notice!!

You can log in to the system again 
to confirm whether the paper has 
passed the assistant review.



Hello,  

Your departmental assistant has reviewed your thesis/dissertation. 

The new submission workflow is as follows:

1. Please wait for library notification to print your thesis/dissertation and 
authorization form after your departmental assistant has reviewed it. 

2. If you need to delay the public access to your thesis/dissertation, 
please fill in "Application Form for Thesis Publication Postponement" 
and email the electronic copy (scan or photo) of the application form 
with supporting document(s) toௗdss@mail.tku.edu.tw. 
Then wait for the email notice to print your thesis/dissertation 
and authorization form. 

3. Please refer to URL https://www.lib.tku.edu.tw/zh_tw/helps/ETDS_submission 
for the detailed submission workflow. 

※ If you have any inquiries, please contact the Digital Systems Section,  library, Tel: (02)2621-
5656 extension 2487 or E-mail: dss@mail.tku.edu.tw



Please note the due date of  
theses submission  announced 
by departments  and Office 
of Academic  Affairs.

If you have any  questions, 
please call

(02)2621-5656 #2486



TKU Library

Digital information section

02-26215656 #2487

dss@mail.tku.edu.tw

Thank you 
for viewing


