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ETD Formatting Requirements

 Title Page (Chinese)
 Acknowledgement (optional)
 Chinese Abstract (meet formatting requirements)
 English Abstract (meet formatting requirements)
 Table of  Contents (including page numbers,  list of  

figures and list of  tables)
 Body Text (Every chapter)
 References
 Appendixes

Important documents:
1、教務處→註冊組→法規章程→成績業務相關→

5-56 淡江大學研究生碩博士論文撰寫格式要點.doc

2、教務處→註冊組→表格下載→成績業務相關→

A12-淡江大學研究生中文論文提要ATRX-Q03-001-FM030

A13-淡江大學研究生英文論文提要ATRX-Q03-001-FM031
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http://oa.tku.edu.tw/Law.nsf/8a19663a9342a6a748256e6b00446781/69a4b93d313e70ef4825795000302545/$FILE/5-56%20%E6%B7%A1%E6%B1%9F%E5%A4%A7%E5%AD%B8%E7%A0%94%E7%A9%B6%E7%94%9F%E7%A2%A9%E5%8D%9A%E5%A3%AB%E8%AB%96%E6%96%87%E6%92%B0%E5%AF%AB%E6%A0%BC%E5%BC%8F%E8%A6%81%E9%BB%9E.doc
http://www.acad.tku.edu.tw/RS/download_archive.php?Sn=168&file_num=1
http://www.acad.tku.edu.tw/RS/download_archive.php?Sn=169&file_num=1
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 File Converting
 Add the watermark to PDF
 File Protection Setting

ETD File Processing
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Steps of  Converting Word   to PDF

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)

 -Method One (for thesis/dissertation in several Word files)：
check the chapter number → convert the Word files into PDF files 

→ combine 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, be sure that all chapters and page 
numbers are followed formatting requirement.

The ETD 
Service system 
only accepts 

PDF files
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Save as PDF files
1

2

3

Computers with software installed in library are available to use.
You also can download the trial version from Adobe Acrobat website.

http://www.adobe.com/cfusion/tdrc/index.cfm?product=acrobat_
pro&loc=tw 

1. Click on “file”to open a WORD
2. Click on “save as another file”
3. Enter the file name and click on “存檔類型

(T)”
4. Select PDF and click on “save” or

“confirm” 8



Combine PDF files1
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After file converting is done, please check 
the file again!

Can the file be opened normally？

Are the entire thesis/dissertation  
converted into a PDF file？

Is there any garbled text？

Is the chapter page number same 
as the page number written on the 
table of  contents？
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Add the Watermark to PDF

link to ETD 
Service System
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Add the Watermark to PDF

12

Important! After downloading the 
watermark, please don’t change the 
size and color depth!



Example：
Using Adobe Acrobat Pro software
Open your PDF file
Choose Tools→Pages→Watermark→Add 

watermark
Add the watermark file→Uncheck  “Scale 

relative to target page” → Location：”Appear 
behind page” → Position：from center →
Page Range Options（Choose the page 
number that you want to add a watermark）。

1

2

3

Watch out! Because of  the 
different versions of  Adobe, 
the diameter of  the watermark 
is about 6.5cm.

Add the watermark to PDF

13



Add the Watermark to PDF

Please add the watermark from the 
page of  Chinese abstract.
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1. Open your PDF file
2. SelectTools→Protection→Encrypt→

Encrypt with Password
3. Encrypt all document contents →

Check “Restrict editing and printing of
the document.” →

Change permissions password (Set
whatever you like) →

Printing allowed：High Resolution →
Changes allowed：None →
Check “Enable text access for screen

reader devices for the visually impaired.”

1

2

3

Setting File Protection

Encrypt with Password
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(the original setting)

(set the password that you like)

！Warning！
Please do not check 
“Require a password 

to open the 
document.”

4
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9(original setting)
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Process of  ETD submission
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Link to ETD Service System from library homepage

Link to ETD Service System
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Login to ETD Service System

Login

Login to the system to:
 revise thesis/dissertation
 view the progress of  reviewing 

theses/dissertation
 print out the Copyright License Agreement.
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View and revise your thesis/dissertation

Click on revise
to edit your 

thesis/dissertation
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Basic Elements of  EDT
 Fill in elements of  thesis/dissertation 

such as  
Title、Name of  school、Year of  
publication、Keywords, etc.（Be 
Careful: The fields of  blue words are 
opional fields, others are required.）

 Please note the reminded words in 
every field, follow the instructions, fill 
in fields firmly.

 ETD Service System will save the data 
temporarily for 30 days

 Remember to come back to finish 
submission, or the system will delete 
all the data after 30 days !

Recommend to enter Gmail or 
school email address

This semester 109-2
Year of  publication 110

21



Committee Members

 Fields marked with an asterisk * 
are required.

 System default settings are 
Two committee member fields
Two oral examination committee 
member fields

 Use “Add More Committee 
Members” to create new columns 
if  you need.

22



Click on Save
ETD Service System 
will save the data 
temporarily for 30 days

Click on no file
To load your PDF data 
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Check the thesis/Dissertation Files

You can check your PDF twice

Click Next to recheck your pdf  file

Click Next to authorize  your
thesis/dissertation

Next

Next
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Uploading the theses/Dissertations Files
Please read important things to note when uploading 

carefully
Check whether the theses/dissertations have been added 

the watermark and 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
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 Airiti Library online platform
 Process of  authorizing theses/dissertations

Authorizing your Thesis/Dissertation
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Airiti Library online platform
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https://www.airitilibrary.com/search/aljnlbrowse/?firstid=&secondid=&type=JournalsSubject


Royalty Feedback
• In order to protect the right and interests of  authors, 

Airiti (華藝) will pay the downloading fee to authors.
• If  your thesis get more downloading, you will receive more 

money ！

Authorize to 
get royalty

Donate to TKU

The author gets 
the royalty

Fill in the 
contact 

information

Check the 
booklist 

information

Finish uploading 
the theses
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Question about：
How will TKU deal with the copyrights of 
Theses/Dissertations, if authors authorize the 
theses to TKU?

A1: If  students authorize their theses to TKU, the most important thing
for TKU is to protect the property rights in work of  students and
don’t let the knowledge of  students be abused or copied.

A2: TKU will cooperate with digital content industry. Students’ works can
not only benefit themselves but also have an impact on domestic 
education and academic performance.
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Time for public access in library

Firstly submitting your electronic thesis/dissertation, you may fill up the application and get 
your advisor(s) approval  and submit your application directly to the Digital Systems Section, 
Library ( on 8 Floor, Main Libray).

Digital Systems Section

32



Authorization types and online public access date
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Author gets the royalty by authorizing

 Please provide the frequently used E-mail address in 
order to receive mails easier.

 If  the information is not completed and incorrect, or 
you don’t  check the mails within one year, the 
money will be donated to TKU automatically.
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You can save information of  your 
thesis/dissertation  temporarily

Remember！！
When you click “Temporary save 
my upload”, you need to be back to 
update the information of  your 
thesis/dissertation within 30 
days. If  not, all information will be 
deleted automatically by the system.35



Final checking is done
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Remember to Logout, or the system 
will remain in the temporary save 
condition. 37



Tamkang University provides National Central 
Library(NCL) with both of  bibliographic records and 
electronic full text of  theses/dissertations, but not 
authorizes the electronic full text to NCL.

 If  you are willing to authorize your thesis to NCL, you can 
fill in「國家圖書館博碩士論文電子檔案上網授權書」and 
send it to NCL by yourself  .

Please contact National Central Library at 02-23619132 
ext.528 for more details about authorizing your thesis. 

Things to keep in mind
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http://ndltdcc.ncl.edu.tw/get_thesis_authorize.php


Delaying Public Access to Thesis/Dissertation

 If  content of  your thesis/dissertation involves confidential 
information, patent matters, or is not permitted to be provided 
on statutory grounds, you  can apply to delay or prevent public 
access. Please fill in Application form for Thesis Publication 
Postponement and submit it to TKU library before submitting 
your thesis.

Please bind the document 「博碩士論文延後公開/下架申請書」
(from National Central Library) with the original theses.

Upload ETD 
bibliographic 
information
(temporarily 

save)

Verification

Bring the application 
form for  Thesis 

Publication  
Postponement and 

submit it to the 
Digital System 

Section on the 8th 
floor of  TKU library.

Bind theses
The original thesis 
needs to bind with 

TKU Copyright 
License Agreement,  
the application of  

delaying public 
access From NCL
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https://docs.google.com/viewer?url=https://www.lib.tku.edu.tw/uploads/archive_file_multiple/file/5e9922934eae350427003aab/%E6%B7%A1%E6%B1%9F%E5%A4%A7%E5%AD%B8%E8%A6%BA%E7%94%9F%E7%B4%80%E5%BF%B5%E5%9C%96%E6%9B%B8%E9%A4%A8%E5%AD%B8%E4%BD%8D%E8%AB%96%E6%96%87%E5%BB%B6%E5%BE%8C%E5%85%AC%E9%96%8B%E7%94%B3%E8%AB%8B%E6%9B%B8.doc
http://www.acad.tku.edu.tw/RS/download_archive.php?Sn=624&file_num=1


1. Time and Place for Theses / Dissertations 
Verification

2. Checklists of theses/dissertations (Check 
thesis content by yourself)

3. Presentation of Electronic  theses/dissertations 
Submission

4.Related links
National Central Library
TKU Registration Section

Latest News on the Electronic Theses/Dissertations 
Service

40

http://blog.lib.tku.edu.tw/gallery/2/2-5204.pdf
http://etds.lib.tku.edu.tw/main/news
https://ndltdcc.ncl.edu.tw/get_thesis_authorize.php
http://www.acad.tku.edu.tw/RS/downs3/archive.php?class=306


1.Upload the file to ETDS 
(Temporary file)
2.Depertment Verification
3.Print out Copyright License Agreement
4.Bind printed thesis (Number of  copies is depend on your department.)

5.Library Verification (One original thesis and two copies)
The checklist of  thesis/dissertation

* After library verification, the library will  keep two 
copies and return the original thesis.
6.Go to the Office of  Academic Affairs to start school-
leaving procedure

*The original thesis should be submitted to the 
Registration Section.

Steps of  submitting thesis

41

http://blog.lib.tku.edu.tw/gallery/2/2-5204.pdf


Login to the ETDS, fill in the 
thesis information, and upload 
the file 

Print out Copyright License 
Agreement 

Bring one original thesis and 2 
copies, Copyright License 

Agreement, and School leaving 
form to the library

Go to the Office of  Academic 
Affairs to complete graduation 

procedures 

Verification

failed

Apply for theses publication 
postponement 

No

Yes

Bring the application form for  
Thesis Publication  
Postponement and submit it to 
the Digital System Section on 
the 8th floor of  TKU library

42

Theses / Dissertations 
Submission Flow



Things to keep in mind

Please note the due date 
of  theses submission 
announced by 
departments and Office 
of  Academic Affairs.
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If you have further questions, 
please contact us!
(02)2621-5656 #2487

dss@mail.tku.edu.tw

Thank you for watching
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