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1. General Information

● Server Opening : June 22(Mon) – July 10(Fri)

** Submission Schedule is different by affiliations.**

● THERE IS NO PRINTED(Hard-copy) DISSERTATION SUBMISSION

● Inquiries : 09:00 -17:00 (Break 12:00-13:00)

Seoul: 02-961-0073, 0104, 0069  |  email: khsd3013@khu.ac.kr

Global: 031-201-3221, 3224  |  email: library@khu.ac.kr

● Online submission is available for 24 hours. 

※ (10th July: until 14:00)



2. dCollection Tutorial

How to get to dCollection server
Direct Link for dCollection (Click Here)

Direct Link 
for 

dCollection
(Click Here)

https://khu.dcollection.net/?localeParam=en


2. dCollection Tutorial – log in

How to log in to the server 1. https://khu.dcollection.net/?localeParam=en
2. Click Login

Access Link will be sent 
to the email address

ID= Student ID Number!!!!

https://khu.dcollection.net/?localeParam=en


① Check out the notification 
② Check out the email and click verification URL

①

②

2. dCollection Tutorial – log in



Set your own password and fill out your password again to confirm it.
It should include…

✓ Alphabets
✓ Numbers
✓ Punctuation Marks (such as !,@,#,$...) 

It will be automatically logged in and go back to the main website of the 
dCollection.

ID should be always 
your Student ID 
number. It cannot be 
changed.

2. dCollection Tutorial – log in



Submit your dissertation file to the dCollection system

2. dCollection Tutorial – Submission



2. dCollection Tutorial – Submission Process and My Information



2. dCollection Tutorial – Thesis Registration

Upload your dissertation pdf file here
• On your thesis file, the committee page should 

include only their name, not signatures
• Please delete empty pages

Upload your original dissertation 
committee page pdf (with ALL 
OF THEIR SIGNATURES) here

<General Graduate School>
You can download your document as pdf 

from INFO21 system.



● Check out the metadata

• Metadata will be 
automatically extracted 
from your dissertation 
file.

• If some data did not 
come out, then please 
adjust it.

• You can change the 
metadata by clicking 
the check button and 
typing data on your 
own.

• You have to click the 
check button in order 
to set the data.

2. dCollection Tutorial – Thesis Registration

As you can see, the automatic system is not 
perfect!! Make sure to check your metadata on 
your own!



• Click the ‘Table of 
Contents’ button 
on the top to 
check yours.

• You can change 
the table of 
contents by 
clicking the check 
button and typing 
it on your own.

• You have to click 
the check button
in order to set 
your table of 
contents.

● Check out the list of contents

2. dCollection Tutorial – Thesis Registration



• Click ‘abstract’ 
button on the 
top and check 
yours

• You can change 
the abstract by 
clicking the check 
button and 
typing it on your 
own.

• You have to click 
the check button
in order to set 
your abstract.

● Check out the abstract

2. dCollection Tutorial – Thesis Registration



• Make sure to check out the copyright and choose agree/not agree
• Check out the CCL (Creative Commons License) and apply as you want to.

● Copyright Setting

2. dCollection Tutorial – Thesis Registration

Next semester of your 
graduating semester
(First week of September 2026)

You can choose the publication date on your 
own. (=Embargo) (Only in specific situations)
** Additional document required



• If you choose ‘Not agree’ to the online Copyright, or want to postpone your publication 
date, you have to state the reason why. (+ additional documents required)

● Copyright Setting

3. dCollection Tutorial – Thesis Registration

Embargo Case

“Not Agree to the Copyright” Case



● Finally check everything and click “Complete submit”. 

3. dCollection Tutorial – Final Confirmation

The Kakaotalk
message will 

be sent 
automatically



● You can check out the submission status and can resubmit here if your 
status is ‘Return’.

3. dCollection Tutorial – Checking Status

If the status 
changes, the 
Kakaotalk

message will 
be sent 

automatically



4. Dissertation Policies – Format

Dissertation in English

Cover

Inner Cover

Dissertation Committee Page

List of Contents

Abstract

Introduction…

File name should be…
1. Dissertation Committee Page File (with all of the members’ 

signatures): “Student ID Number(YourName)_committee”
2. Dissertation File : “Student ID Number(YourName)”
❖ Example: 

• 2023123456(KyungheeKim)_committee.pdf
• 2023123456(KyungheeKim).pdf



4. Dissertation Policies – Format

● Return PDF File Policies

Cover & Inner Cover

The Title should be EXACTLY SAME (including alphabets and 
punctuation marks) in…

✓ Cover
✓ Inner Cover
✓ Dissertation Committee Page
✓ Abstract
✓ Metadata of dCollection

• Make sure to check the name of your 
department and graduate school

• Make sure to write the month and year of your 
graduation (NOT THE DATE OF YOUR FINAL DEFENSE OR 
CORRECTION)

• DO NOT mark page numbers from cover. (Please mark 
page numbers from the table of contents)

• For place, the library allows only ‘Seoul, Korea’ or ‘Yongin, 
Korea’.

August, 2026



4. Dissertation Policies – Format

● Return PDF File Policies

Dissertation Committee Page

• In thesis pdf : You have to write down the name of 
committee members. Make sure to mark which one is the 
chairman. (The chairman should go top of the list.)

• You do not have to attach signatures/stamps when you 
upload your dissertation file.

• Make sure to check out the name of your department and 
graduate school here also.

• In your dissertation committee page pdf: You have to 
make a separate pdf file for dissertation committee page 
WITH ALL of member’s signatures & upload it on 
dCollection.

<General Graduate School>
Dissertation Committee Page: E-signatures 
recommended. 
(E-signatures = Date/time of members’ approval)



4. Dissertation Policies – Format

● Return PDF File Policies

List of Contents

• List of Contents & Abstract should include 
page numbers in Roman letters. (i, ii, iii…)

• Please do not count page numbers from the 
cover until dissertation committee page.



4. Dissertation Policies – Format

● Return PDF File Policies

Abstract

• You have to include the abstract of your 
whole dissertation, not for several chapters.

• Page numbers of the abstract should be in 
roman letters

• Make sure not to make your abstract as a 
separate chapter. 



4. Dissertation Policies – Format

● Return PDF File Policies

Main Chapters

• From Introduction (Chapter 1), the page 
number should start with ‘1’ (Arabic 
numerals).

• Even though you have made several 
chapters in different sections, you have to 
make everything as a ‘one dissertation book’. 
Therefore, make sure not to count page 
numbers fresh in every chapters.



4. Dissertation Policies – Format

● Return PDF File Policies

PDF File

• The name of your pdf file should be 
“Student ID number(your name)”.
• Example: 2023111111(yourname)

• Please make sure to convert your 
dissertation file into pdf using ‘save as…’.

• The format of your dissertation should 
be in 19X26cm size, not A4.



• What happens if I ‘not agree’ to the copyright or postpone publication date? 

Setting the Publication Date

- If you postpone the publication date, 
then your dissertation will be unavailable
not only online but offline until the day
that you have set.

- Maximum delay: Until September 2028 
(two years)

- It is only available when you are up to 
make a publication with your thesis or 
apply for patent. 

- You cannot postpone the publication date 
for no reason.

‘Not agree’ means…

- Your dissertation will be available to 
the public only in limited condition. 
(Only available inside the library facility)

- Therefore, the library can give copies of 
your dissertation if someone requests 
DDS(Document Delivery Services).

- We do not really recommend it unless 
you have seriously sensitive issues/facts 
in your study.

Both of them requires extra 
documents to explain your situation. 
(ADVISER’S SIGNATURE REQUIRED)

4. Dissertation Policies – Copyright Setup Guidelines



● Required documents for those adjusted their copyright settings

• Statement of Reasons for Late Release(Embargo) of the Thesis

• Statement of Reasons for Disapproving the Release of the Thesis

** You have to submit it online: https://forms.gle/niSAr1ZAwSKTWafe7

4. Dissertation Policies – Copyright Setup Guidelines

Advisor’s 
and 

Author’s 
Signatures 
Required

https://lib.khu.ac.kr/bbs/content/13_1540
https://lib.khu.ac.kr/bbs/content/13_1541
https://forms.gle/niSAr1ZAwSKTWafe7


Congratulations on Your Graduation!
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