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Overview of 
Graduation 
Process

01
the first Semester of 113 Academic Year =
113-1 = 2024 Fall
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Graduation Process for 113-1 Graduate Graduation 

Thesis 
Proposal 
Approved

Oral Defense 
Approved

Complete all 
leaving school 

procedures
Get Diploma 

Deadline: Jan 31, 
2025 (Fri)

*Application
deadline subject to
departmental
regulations.

Deadline: March 
3, 2025 (Mon)

Starting from March 
10, 2025 (Mon)

01 02 03 04

*Library Graduation Procedures - 3 Steps with
Individual Deadlines:
1. Thesis Format Review: Due by Feb 17, 2025 (Mon)
2. Uploading the thesis: Due by Feb 24, 2025 (Mon)
3. Complete Departure Procedures: Due by March 3,

2025 (Mon)

Deadline per 
departmental 
regulations.
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Important Dates for 113-1 Graduate Graduation
Late submissions will not be accepted

Steps and Windows Deadline

Complete Thesis Oral Defense 
(each department)

Before January 31, 2025 (Friday)

Thesis Format review (Library) Before February 17, 2025 (Monday)

Uploading the thesis (Library) Before February 24, 2025 (Monday)

Complete leaving school procedure
(each unit)

Before March 3, 2025 (Monday)

Get Diploma (Office of Academic affairs) Starting from March 10, 2025 (Monday)

• Recommend completing all procedures in advance to avoid last-minute issues.
• Operations will be paused during the winter break from January 25, 2025

(Saturday), to February 9, 2025 (Sunday).
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Departure Completion & Certificate Pickup

Checking Departure Procedure Progress

• After passing the oral defense, start the departure process. Only 
the department office and library require the bound thesis; other 
units can be completed first. 

• Once all steps are done, collect your graduation certificate as 
scheduled.

• Use MCUT App or Campus Portal and follow this path: "Application 
Systems" → "Student Information Inquiry System" → “General 
enquiry” → “System for the process of leaving school” to check 
status.

• Complete all listed items in any order.

Graduate Departure Procedures Inquiry 
and Handling
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柯文琪 (Ke, Wen-Chi)

Responsibilities

02-2908-9899 ext.2282
hawkeye@mail.mcut.edu.tw
Office located on the 4th floor of the Book and 
Information Building

• Thesis format review
• Reviewing theses for National Library upload
• Managing thesis hard copy submission
• Handling embargo applications
• Consultation on thesis-related matters
• Assistance with Turnitin account setup and usage

Thesis Submission Administrator
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Webpage Description

Continuously updated
• Location: MCUT Library →

"Research Support" →
"Graduate Students Graduation 
Area"

• Link: [LINK]
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Departure Schedule FAQs
Q A

Library process duration? It takes 3 weeks (1 week per step)

Isn't 3 weeks too long?
It takes 3 weeks to allow for review and potential 
revisions

I'm in a hurry, can you review mine 
first?

To protect others' rights, we review in submission 
order. No skipping. Please submit early.

Thesis submission peak period Mid-February

Do the thesis format review and 
thesis upload need approval on the 
deadline day?

No. Both should be submitted before the deadline, 
and submissions by 11:59 PM on the deadline day 
are accepted.

What if I can't meet the deadline?
Please contact library in advance to discuss 
possible solutions.
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Departure Schedule FAQs
Q A

Why only one round for departure?
There is one round for the first semester, and three 
rounds for the second semester.

Can someone collect or mail my 
diploma?

Fill ACA "Proxy/Postal Authorization Form"

Can I receive my diploma early?

• After completing the departure procedures, you can apply for 
a “Temporary Graduation Certificate” by contacting the 
Office of Academic Affairs (ACA).

• For visa-related inquiries, please contact the International 
Affairs Office.

When can I submit my thesis if I extend 
graduation for one semester? When can I 
receive my diploma? 

• Submit thesis per ACA [LINK].
• Usually, submissions start in mid-April, with diploma 

collection in end-July.

Do I need to register if I extend my 
graduation?

Yes, follow ACA's extended registration rules.
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Similarity 
Report02
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Purpose
• Submit to the department office to apply for the oral defense.
• No need to submit to the library.
• Refer to rules from the Office of Academic Affairs [LINK]

Similarity Report

Process
1. Apply for a Turnitin account from the library [LINK]
2. Generate the Similarity Report
3. Complete the " Academic Ethics Statement “ form [Download form]
4. Submit the " Academic Ethics Statement " and the Similarity Report 

to your advisor for review
5. Submit the " Academic Ethics Statement " and the Similarity Report 

to the department office for oral examination application
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How to Download the Similarity Report
● Click on the "Funnel" icon to view "Filters and Settings." 
● Confirm the settings as shown in the diagram. These are the default system values.
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How to Download the Similarity Report
● Click on "Download" and select "Current View" to download the PDF file of the Similarity 

Report.
● In the PDF file, your thesis is presented in the front pages, while the numerical analysis is 

found in the last few pages.
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Filling out the Academic Ethics Statement
● Check the last page of the Originality Report for "Exclude Quotes," "Exclude Bibliography," 

and "Exclude Matches."
● If all three sections are marked as "Closed," select "No Exclusions Needed" on the 

Academic Ethics Statement.

Similarity 
Report

Academic 
Ethics 
Statement

● Reminder: If not all three sections are "Closed," adjust the "Filter Criteria and Settings" in 
the system.
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Filling out the Academic Ethics Statement

Similarity 
Report

Academic 
Ethics 
Statement

23 √
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Turnitin FAQ
Ｑ Ａ

How can I apply for a Turnitin 
account?

1. Please fill out the application form [LINK]
2. The library will add you to the course
3. Check your school email for a notification to register your 

account
4. Check your school email for a second notification to set your 

password.
5. The course will be active until the end of the academic year

What should I do if I can't see 
my course on Turnitin after it 
expires?

1. Please fill out the application form [LINK]
2. The library will add you to the course
3. Log in to Turnitin using your existing account
4. You will automatically see your new course without the need 

to enter a class ID or enrollment password

More information @Turnitin [LINK]
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Academic Ethics Statement FAQ
Ｑ Ａ

Similarity detected in citations and 
references.

This is normal as long as there is no violation 
of academic ethics.

Is low similarity equal to not violating 
academic ethics?

No. 

Maximum similarity index for defense 
application?

Below 30% per Academic Affairs (or 
department guidelines if stricter)

How to name the similarity report? Print 
entire similarity report for department office?

Check department requirements.

Delete references to lower similarity score? No, upload complete thesis.

Can I use the "Exclude Bibliography" feature 
in Turnitin to reduce the similarity score?

Consult advisor and department office for 
guidance.

Do I need to run a similarity check after 
finalizing the thesis?

It's not required, but recommended for your 
record.
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The core is to follow Academic 
Ethics in research and writing. The 

similarity check system is just a 
supportive tool.
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Thesis 
Formatting 
Guidelines03
library conducts the "Library Graduation 
Steps 1 of 3: Thesis Format Review" 
according to the thesis format guidelines.
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Writing Guidelines
Writing Guidelines

Ming Chi University of Technology Thesis 
(Professional Practice Report) Format Guidelines

Last Revision April 2022 Revision

Guidelines Download [LINK]

Guidelines Content
Binding Order, Instructions for Each Section, 
Templates, Application Form

Includes 5 templates
Front Cover, Spine, Recommendation Letter from the 
Thesis Advisor, Thesis Oral Defense Committee 
Certification, Table of Contents

Includes 1 application form Application for Embargo of Thesis

Additional Documents
Official unit names [LINK]
Explanation for Thesis Embargo Application [LINK]
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Thesis Information Relevant Documents
• Title
• Advisor
• Defense Date
• Other details

• Oral exam application  (Notify department office 
immediately of any changes to ensure accurate 
transcripts)

• Transcript
• Thesis Format Review

• Front cover, Spine, Inside cover, etc
• Recommendation Letter (optional document)
• Thesis Oral Defense Committee Certification 

(Critical for library review)

• Thesis Upload: Thesis filing and full-text PDF

Consistent Thesis Information
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Order Binding Item Required/
Optional

Template Notes

1 Cover (including spine) Required [See Appendix B, C]

2 Inside Cover Required [See Appendix B]

From the 

inside 

cover to 

the last 

page is 

considered 

the "Thesis 

Full 

Document"

3
Recommendation Letter from 

the Thesis Advisor Optional [See Appendix D]

4
Thesis Oral Defense 

Committee Certification Required [See Appendix E]

5 Preface or Acknowledgments Optional

6 Chinese abstract Optional*

7 Abstract Required

8 Table of Contents Required [See Appendix F]

9 List of Figures Required

10 List of Tables Required

11 Main text of the thesis Required

12 References Required

13 Appendix Required

14 Back Cover Required

Thesis
Order

*Please note that 
the "Chinese 
Abstract" is 
listed as optional 
since it is not 
required for 
English-written 
theses.
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Front Cover (Appendix B) and Example
Field

MCUT LOGO

Unit Name

Thesis Type

English Title

Graduate 
Student

Advisor

Year and 
Month
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Cover Guidelines ＆ Common Mistakes
Field Guidelines Common Mistakes

MCUT LOGO Use bilingual version→ Use Chinese version→

Unit Name Official unit names [LINK] Use non-standard unit name

Thesis Type

Choose one: 
Option 1: Master Thesis
Option 2: Doctoral Dissertation
Option 3: Professional Practice Report

English Title Must match Oral Defense Certification Title mismatch

Graduate 
Student

Advisor
Please include your advisor's 
degree/title (e.g., Ph.D., Professor)

Year and 
Month

• Match oral defense date
• Example format: January 2025

Date mismatch
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Spine (Appendix C) and Example

Field

School 
Name

Unit Name

Thesis Type

English Title

Graduate 
Student

Year and 
Month
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Spine Guidelines ＆ Common Mistakes
Field Guidelines Common Mistakes

School 
Name

Use official Chinese name
Ming Chi University of Technology (明志科技大學)

Forgotten or incorrect school 
name

Unit Name Use official Chinese name [LINK] Use non-standard unit name

Thesis Type

Please select one of the following options and 
write in Chinese:
Option 1: Master Thesis (碩士論文)
Option 2: Doctoral Dissertation (博士論文)
Option 3: Professional Practice Report (專業實務報告)

Not specifying thesis type

English Title Must match Oral Defense Certification Title mismatch

Graduate 
Student

Year and 
Month

• Must match the defense date
• Use ROC year (2025 = year 114 in ROC)
• No leading zeros for months
• e.g., 114.1. →

• Date mismatch
• adding leading zeros
• missing the dot in the 

year/month format
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Inside Cover (Appendix B)

• Both Front Cover and Inside Cover should adhere to the 
guidelines provided in Attachment 2.

• Ensure that the format of both the Front Cover and Inside Cover 
is consistent.

• Pay attention to common errors in both the Front Cover and 
Inside Cover.

Note: It is important to maintain consistency in the information 
presented on the Front Cover and Inside Cover.
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Recommendation Letter from the Thesis Advisor
(Appendix D) Guidelines ＆ Common Mistakes

Field Guidelines Common Mistakes

Unit Name

Graduate 
Student

Title

Advisor
• Advisor's signature required
• Consistency with front 

cover and inside cover

Missing advisor's 
signature

Date
Please indicate the date of 
the oral defense

On or after the 
defense date

Remarks

• Recommendation Letter is not required.
• If needed, submit the advisor's recommendation 

letter and the "Academic Ethics Statement" for 
signature before applying for the oral defense.
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Thesis Oral Defense Committee Certification
(Appendix E) Guidelines ＆ Common Mistakes

Field Guidelines Common Mistakes

Unit Name

Graduate Student

Title
Title does not match the 
one provided for Oral 
exam application  

Convener and 
Committee 
members

Signature required No signature

Department Chair Signature required No signature

Date
Match oral defense 
date

Date mismatch

Remarks
Library review requires Oral Defense Committee 
Certification; failure to attach it will result in 
rejection.

30/89



If there are errors in signed 
documents, please reprint and 

re-sign.
• Please do not alter signed documents after signing (includes both physical 

and digital forms)
• Signed documents include Recommendation Letter, Thesis Oral Defense 

Committee Certification, Copyright License Agreement, Supporting 
documents and Application for Embargo of Thesis
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Example of Chinese and English Abstracts

*Please note that the 
"Chinese Abstract" is 
listed as optional 
since it is not required 
for English-written 
theses.

Field

Abstract

keywords
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Additional Explanation for Chinese and English Abstracts

Q A

Can the abstract exceed one 
page?

Yes, it is possible. The library's guideline 
states that "within one page" is the principle

Field Guidelines Common Mistakes

Abstract

keywords

• Consistent quantity of 
keywords in both Chinese 
and English.

• Consistent order of keywords.
• 3 to 7 keywords in total.

• Mismatched keyword 
quantities.

• Mismatched keyword order.
• Insufficient keywords.

FAQ
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Table of Contents (Appendix F) Guidelines

Requirement Description

Excluded Front Cover, Spine, Inside Cover

Included

• Recommendation Letter from the Thesis Advisor
(Optional, listed if included)

• Thesis Oral Defense Committee Certification
• Preface (Optional, listed if included)
• Chinese abstract (Optional, listed if included)
• Abstract
• Table of Contents
• List of Figures
• List of Tables
• Main text of the thesis

Page 
Numbering

• Pre-main text: Lowercase Roman numerals 
starting from "i" 

• Main text: Arabic numerals starting from "1"
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Common Mistakes
1. "Recommendation Letter from the Thesis Advisor" mistakenly 

written as “Ming Chi University of Technology Recommendation 
Letter from the Thesis Advisor“.

2. "Thesis Oral Defense Committee Certification" mistakenly written 
as “Ming Chi University of Technology Thesis Oral Defense 
Committee Certification “.

3. Missing “Table of Contents”.
4. Missing “List of Figures”.
5. Missing “List of Tables”.
6. Incorrect page numbering using uppercase Roman numerals 

before the main text.

Additional Explanation for Table of Contents
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Examples of List of Figures and List of Tables
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Additional Explanation for  List of Figures and 
List of Tables

Item Guidelines Common Mistakes

Page Layout

• Separate pages for the list 
of figures.

• Separate pages for the list 
of tables.

Lack of separate pages for the 
list of figures or tables.

Order
The order should be list of 
figures → list of tables.

Incorrect placement of the list 
of figures and tables.
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Printing Guidelines Common Questions

• Paper used for the thesis printing: A4, white, 
80GSM paper (front and back covers excluded)

• Color for the hard bound cover: dark red, hot foil 
stamping.

• Margins
• Please left-bind the thesis.
• Left: -3.5cm, Right: -2.5cm, Top: -2.5cm, Bottom: -

2.75cm

• Printing: Double-sided printing is preferred, but if 
the page count is below 80 or if there are color 
charts/tables, single-sided printing is allowed.

Q: Can I print more than 80 pages 
single-sided?
A: Yes, although double-sided 
printing is preferred.

Q: Do I need a hardcover for a 
report with only a few pages?
A: Yes, it is required.

Printing Guidelines and Common Questions

*Font type, font size, line spacing, margins, and 
other formatting settings are not within the library's 
review scope.
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Font Guidelines Page Numbering Guidelines
• Use "Kaiti (DFKai-SB)" for Chinese 

characters and "Times New Roman" for 
English text.

• Unless otherwise specified, use black font 
color.

• Title fonts should be 18pt in size.
• Body text should be 13pt or 14pt in size.
• Line spacing should be set to 1.5.

*Font type, font size, line spacing, margins, 
and other formatting settings are not within 
the library's review scope.

• From "Recommendation Letter" to "List of 
Tables" (including these sections):Use 
lowercase Roman numerals for page 
numbering, starting from a new page for 
each section.

• From "Main text" to "Appendix" (including 
these sections):Use Arabic numerals for 
page numbering.

• Page number should be centrally placed at 
the bottom of each page.

Font and Page Numbering Guidelines
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Library Format 
Review

04
Library Graduation Steps 1 of 3:
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Check Item OK Notice

Thesis Format
Items and order comply 
with formatting guidelines

Final Version
Passed oral defense and 
approved by advisor

Personal Data Removed or concealed

Graduating 
this Semester

Graduating this semester
Students who are unable to graduate this semester may 
proceed with the thesis format review, but please state 
in your letter that you will not graduate this semester. 

Data 
Consistency

Thesis information 
consistent across all 
documents

Common Mistakes: Inconsistencies in thesis information 
(title, etc.) across various documents (Front cover, inside 
cover, Oral Defense Certification, departmental 
documents, etc.)

Thesis Open 
Access

Immediate or Embargo 
Application Ready [LINK]

Please confirm with the advisor. Papers may need to be 
embargoed from open access if: 1. A patent application 
is pending, or 2. There's an industry-academic 
collaboration with a signed confidentiality agreement.

Self-Assessment Checklist Pre-Submission Review
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Attached File 1: 
Front Cover and Spine
For printed thesis cover only.

Sending Thesis for Format Review

Attached File 2: 
Full Thesis Document
Complete document from 
inside cover to last page.

Recipient
• Original: 柯文琪 (Ke, Wen-Chi) 

hawkeye@mail.mcut.edu.tw
• CC: Advisor

Email content
• Personal information: name, 

department, student ID, e-mail
• Thesis information: Oral Defense Year 

Month Date
• Text Description: Advisor has agreed 

on the final version of the thesis.

Attachment Format
Word, ODT, and PDF are all 
acceptable, with PDF being 
preferred.

Students who are unable to graduate this semester may 
proceed with the thesis format review, but please state 
in your letter that you will not graduate this semester.
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Turnaround Time
2 working days

Library Format Review

Review Guidelines
Follow "Ming Chi University of Technology Thesis (Professional 
Practice Report) Formatting Guidelines"

Key Areas of Review
1. Inclusion: Check for required components.
2. Formatting: Verify adherence to guidelines.
3. Consistency: Ensure accurate and consistent information.
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Document 
Verification

Library verifies the "unit name" on the front 
cover, spine, and inside cover letter by letter. 
Other parts are not verified letter by letter.

Beyond the 
Review Scope

Font type, font size, line spacing, margins, 
and other formatting settings are not within 
the library's review scope.

Author's 
Responsibility

Library reviews the format, while authors are 
responsible for the content.
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Format Review Results

Approval
• Received email notification of format 

approval from the library
• Received Account Activation Email ↓
• Reminder to proceed with thesis binding 

and thesis uploading process

Not Approved
• Received email notification of format 

disapproval from the library
• Please revise the document based on 

the provided feedback and resubmit

[Your Name] Hello ! Your Thesis Submission Account is Activated
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Format Review FAQ
Ｑ Ａ

Does the library check for 
spelling errors?

Library verifies the "unit name" on the front cover, spine, and inside 
cover letter by letter. Other parts are not verified letter by letter.

Must the thesis be bound only 
after completing the "thesis 
upload"?

Binding can be done upon receiving the "Format Review 
Approved" notification.

Thesis binding duration? About 1 week.

Number of hardcover copies?
5 copies. 2 copies to library, 1 copy to department office, 1 
copy to advisor (depending on the situation), and 1 copy 
for personal retention.

Copyshop on campus? Yes, on 1st floor of Book and Information Building.
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Uploading 
the Thesis

05
Library Graduation Steps 2 of 3:
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Two Access Methods, One System
Login method 1: NDLTD in Taiwan [LINK]

Switch to English interface by clicking “English”.↓
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Two Access Methods, One System
Login method 2: MCUT Thesis System [LINK]

Switch to English interface by clicking “English”.↓
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Please use the system's 
English interface

• Please be aware that Google Translate can generate inaccurate 
translations within the national library system, including misspelling the 
school name on the authorization letter. This may result in the rejection 
of your thesis during the review process. 

• Please use the system's English interface instead of relying on Google 
Translate to ensure accurate and error-free operations.
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Invitation to Try National Library's "Similarity Scanner"

● This will not be used in any graduation procedures at our university.
● Trial use will be available starting December 2024.
● Only upload the thesis that you have authored. ; please do not upload any published 

work.
● Please perform a similarity check with the Similarity Scanner before clicking “Step 4: 

Submit,” as “Approval” will be considered as publication.
● For more information, [LINK].
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Step1 Key in
Click "Step 1: Key in" and select “Add Dissertation/T".
Complete all 4 tabs: Basic , Abstract, Table of Content, Reference.
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Step1 Key in -Basic
Field Guidelines Common Mistakes

thesis type

Chinese Name Optional

Foreign Name

Chinese Title
Fill in if the Oral Defense Certification title 
includes both Chinese and English, 
otherwise leave blank

Title mismatch

Foreign Title Must match Oral Defense Certification Title mismatch

Advisor: Chinese • One column per advisor, click "Add" for 
multiple advisors.

• Enter Foreign names in the format of 
Last Name, First Name, in capital letters.

• Refer to the department website for 
accurate names.

• Not matching information on Inside 
Cover.

• One column for multiple advisors.
• Not following the required format for 

the Foreign name.
• Creating a custom name for the 

advisor.

Advisor: Foreign
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Step1 Key in -Basic
Field Guidelines Common Mistakes

E-mail of Advisor
If there are more than two E-mail, please 
use comma(,) to separate them

Advisory 
Committee: 

Chinese
• One column per committee member, 

click "Add" for more than two members.
• Enter Foreign names in the format of 

Last Name, First Name, in capital letters.
• Include your advisor's name as they are 

also a committee member.
• If unsure about committee members, 

please contact department office.
• Refer to the department website for 

accurate names.

• Not matching the information on Oral 
Defense Certification.

• One column for multiple committee 
members.

• Not following the required format for  
Foreign name.

• Omit name of the advisor.
• Creating a custom name for  

committee members.

Library checks full-text, specifically  Oral 
Defense Certification page, to confirm 
number of committee members entered 
by student.

Advisory 
Committee: 

Foreign
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Step1 Key in -Basic
Field Guidelines Common Mistakes

Date of Defense Must match Oral Defense Certification Date mismatch

Degree

School Name Automatically generated by the system

Department 

Name
Automatically generated by the system

Contact MCUT library if the 

department is set incorrectly

Academic Year
• Same as graduation certificate, 

• set as "113 Academic Year" for you, 

please do not change

Contact MCUT library if you do 

not want to receive the 

graduation certificate for the 

113 Academic Year

Publish Year Must match Oral Defense Certification Date mismatch
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Step1 Key in -Basic

Field Guidelines Common Mistakes

Student ID

Language

Page Count
Enter the page number of the last page of 
your thesis.

Enter total number of pages 
in the PDF
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Step1 Key in -Basic
Field Guidelines Common Mistakes

Chinese Keyword

• If there is no Chinese abstract in the 
full thesis, leave it blank

• One column per keyword, click "Add" 
for more than two keywords

• One column for multiple keywords.

Foreign Keyword
One column per keyword, click "Add" for 
more than two keywords

• One column for multiple keywords.
Library checks full-text, specifically  
Abstract page, to confirm number of 
keywords entered by student.

數位影音資料
• Optional
• "數位影音資料" means "Digital 

Audiovisual Materials" in English.

E-mail

last four fields Optional
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Note
• If there is no Chinese abstract in the full thesis, leave it blank.
• The English abstract is required. Please fill it in.
• Please copy and paste the content from your Word/ODT file, 

avoiding copying directly from a PDF.

Step1 Key in -Abstracts

Common Mistakes
Copying from a PDF may cause line breaks and include footer page 
numbers.
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Note
• Please copy and paste the content from your Word/ODT file, 

avoiding copying directly from a PDF.
• include body of the table of contents, list of figures and list of tables.

Step1 Key in – Table of Content

Common Mistakes
• Copying from a PDF may cause line breaks and include footer page 

numbers.
• Forgot to include list of figures, list of tables, page numbers

It's optional to include or exclude the ellipsis (...)

OK! Oral Defense Committee Certification…..i

OK! Oral Defense Committee Certification i
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Note
Please copy and paste the content from your Word/ODT file, 
avoiding copying directly from a PDF.

Step1 Key in – Reference

Common Mistakes
Copying from a PDF may cause line breaks and include footer page 
numbers.
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Step2 Upload
Click "Step 2: upload" and select “Upload or delete full text". 
To proceed to Step 2, you must complete Step 1 by key in thesis file and clicking "Save"
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Step2 Upload – upload Full Text
Upload the "Full Text of the 
Thesis" in PDF format.
● The file should include all pages 

from the inside cover to the last 
page of the thesis.

● No watermark is required.
● No document protection settings 

are needed.

Reminder
If re-uploading, remember to delete 
the old file. Choose File

Upload Confirmation
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Step2 Upload – Copyright License Agreement
63/89



Step2 Upload – Copyright License Agreement

Notice
● Discuss the agreement with your advisor before selecting.
● Different dates can be set for on-campus and public access.
● Choose one of the first three options for public availability within 5 years. 

No reasons or documents required.

Q&A

Q A

Proportion of “Public within 5 years” (including immediate 

public access)?
100% for 112 academic year

Proportion of "Other" 0% for 112 academic year
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Step3 print out & upload authorization letter 
Click "Step 3: print out & upload authorization letter"
1. Click on "Print" to print the authorization letter and sign it. Scan the signed letter (refer to 

the next slide).
2. Return to this page and click on "Upload authorization letter".
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Step3 print out & upload authorization letter -Print
• After previewing the print, you will find two authorization forms:

• First page for "National Central Library “

• Second page for “my school library"

• Both forms contain the same content.
• Review and print the forms again if there are any changes in the provided 

information.
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Step3 print out & upload authorization letter -Print
Printing Settings: Do not print 
"Document Print Date"
● Chrome:

○ Click "More settings"

○ Uncheck "Headers and footers"
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Step3 print out & upload authorization letter 

–Print and Sign
• Print both forms.
• Sign both forms in block letters (legible handwriting) and include the date.

• Who Signs: graduate student and the advisor

• Print Signature: Clearly write your name as this is an authorization document 

and needs identifiable letters

• Handwritten Signature: Sign your name by hand
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If there are errors in signed 
documents, please reprint and 

re-sign.
• Please do not alter signed documents after signing (includes both 

physical and digital forms)
• Signed documents include Recommendation Letter, Thesis Oral Defense 

Committee Certification, Copyright License Agreement, Supporting 
documents and Application for Embargo of Thesis
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Step3 print out & upload authorization letter 
– Upload authorization

● Upload the signed Authorization form.
● Keep the two signed copies of the Authorization form for your departure 

procedures. Do not discard them.

Choose File
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Step3 print out & upload authorization letter 
– Common Mistakes

● Thesis Information
○ Inaccurate thesis title compared to the Oral Defense Certification.

○ Advisor's name mismatch with the inside cover.

○ Authorization form’s access date mismatch with System-displayed 

access date

● Signatures:
○ Missing signatures.

○ Signatures not in block letters by student or teacher.

○ Student lacks a handwritten signature

● Alterations or post-processing (Please do not alter signed 
documents after signing)
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Step3 print out & upload authorization letter FAQ
Ｑ Ａ

File format for uploading PDF or JPG

Photo capture Allowed. Please ensure proper orientation.

Can I upload both authorization forms? Yes.

Can I sign and scan the forms, then print 
them and submit to the library?

No. Please submit the physically signed forms.

Signature style
Use block letters and provide a genuine 
signature.

Two advisors Both advisors must sign the forms.

Should student and advisor sign on the 
same day?

Same day preferred, but not required.

The printed authorization form has the date 
and URL at the top.

Reprint and uncheck "Headers and footers."
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Step3 print out & upload authorization letter FAQ
Ｑ Ａ

What if my advisor is 
abroad?

Students must provide a handwritten signature, while advisors 
can use an "electronic signature" instead. 

Here's the process:
1. Download the form and send it as a PDF to your advisor.
2. Your advisor can use an electronic signature in Adobe 

Acrobat Reader and send the signed form back to you.
3. Print the form and add your handwritten signature.

Please follow this sequence to ensure a genuine handwritten 
signature.
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Step4 Submit
● Click "Step 4: Submit" and select “Submitted". 
● Be sure to click "Submitted" for library to proceed with the review.
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Administrator
Reviewed by Ming Chi library

Reviewed by MCUT Library

Turnaround Time
2 working days

Key Areas of Review
1. Inclusion: Check for required components.
2. Consistency: Ensure accurate and consistent 

information.
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Document 
Verification

Library verifies the "unit name" on the inside 
cover letter by letter. Other parts are not 
verified letter by letter.

Beyond the 
Review Scope

Spell check is not within the library's review 
scope

Author's 
Responsibility

Library reviews the field verification, while 
authors are responsible for the content.
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Review Results

Approval
• After receiving the approval email, 

proceed with Departure Procedures 
at the library. 

• No need to print.

Not Approved
• Receive an email notification of 

returned submission.
• Revise as instructed and click 

"Submitted" for review.
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Leaving School 
Procedure

05
Library Graduation Steps 3 of 3:

78/89



Location
• MCUT Library's 4th-floor counter Show 'approval' notification from 

thesis system on your phone

Departure Procedures at the Library

Required Documents
• 2 Hardcover Theses 1 Copy for MCUT Library, 1 Copy for National Library.

• 2 Thesis Authorization Forms 1 Copy for MCUT Library, 1 Copy for 
National Library.

• Borrow books Return borrowed books and settle fines.

Simplified Process
• No Need for CDs, Upload Full Text to National Library system Instead.
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Supplement 07
Applying for Embargo of Thesis
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School statistics

110 academic 
year

94% Immediate release
6% embargo (11 individuals)

111 academic 
year

99.5% Immediate release
0.5% embargo (1 individuals)

112 academic 
year

99.6% Immediate release
0.4% embargo (1 individuals)

5% 0.5% 0.4%
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Principles

Related laws
Article 15 of the Copyright Act
In the following circumstances the author shall be presumed to have consented to the public 
release of the work: 3.Where the work is a Masters thesis or doctoral dissertation written under the 
"Degree Conferral Act" and the author has obtained a degree.

Article 16 of the Degree Conferral Act
If, however, the content involves confidential information, patent matters, or is not permitted 
to be provided on statutory grounds and this has been confirmed by the university, the 
person is permitted to not provide a copy or public access to the material in question will be 
placed under embargo for a certain period.

• Thesis immediate release is the norm, with embargo as an exception.
• Theses governed by laws are in physical copy, not electronic format.
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Prepare Required Documents

How to Apply for Thesis Embargo

Submitting Application and Documents

1. Electronic Copy: Upload scanned files during "Thesis Upload."
2. Physical Copy: Submit printed copies during "Departure Procedures".

1. Ensure eligibility criteria are met (confidentiality, patent-related matters, 
or legal restrictions)

2. Complete Both MCUT and National Central Library application form and 
gather supporting documents.[LINK] Make sure to ask the library how to fill 
it out first.

3. Submit to the departmental meeting for review. Show the prepared 
documents to the library first.
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If there are errors in signed 
documents, please reprint and 

re-sign.
• Please do not alter signed documents after signing (includes both 

physical and digital forms)
• Signed documents include Recommendation Letter, Thesis Oral Defense 

Committee Certification, Copyright License Agreement, Supporting 
documents and Application for Embargo of Thesis
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Step2 Upload Applying for Embargo of Thesis ver.

Additional Step Required for Upload: Uploading “Application for Embargo of 
Thesis/Dissertation” (certified documents required)

Choose File
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Location
• MCUT Library's 4th-floor counter Show 'approval' notification from 

thesis system on your phone

Departure Procedures at the Library
Applying for Embargo of Thesis ver.

Required Documents
• 2 Hardcover Theses 1 Copy for MCUT Library, 1 Copy for National Library.

• 2 Thesis Authorization Forms 1 Copy for MCUT Library, 1 Copy for 
National Library.

• Borrow books Return borrowed books and settle fines.
• Supporting documents and MCUT Application for Embargo of Thesis
• Supporting documents and National Central Library Application for Embargo 

of Thesis

Simplified Process
• No Need for CDs, Upload Full Text to National Library system Instead.
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Applying for Embargo of Thesis FAQ
Ｑ Ａ

Should I fill out the "Application for 
Embargo of Thesis" if my advisor has 
instructed me to delay the publication of 
my thesis?

Please confirm with your advisor. If the 
instruction is only for delaying the 
publication of the thesis PDF, and not the 
printed copy, no application is required.

How many students requested an 
embargo on thesis?

Non international student requested an 
embargo in the 111 and 112 academic 
year.

More details on the thesis embargo 
application?

Refer to Explanation for Thesis Embargo 
Application [LINK]
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吳鄭重(2016)。《研究研究論論文》。台北：遠流。頁213。

Your PhD thesis is not only your ticket into
academia but also a key piece of evidence that could
be uncovered in the internet age. If you don’t want
to struggle to hide your thesis after becoming
successful, the best approach is to make it as perfect
as possible before it’s completed.
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Slidesgo

Flaticon Freepik

CREDITS: This presentation template was created by Slidesgo, 
including icons by Flaticon, infographics & images by Freepik

Thanks!
Do you have any questions?

柯文琪 (Ke, Wen-Chi)
hawkeye@mail.mcut.edu.tw

02-2908-9899#2282

Please keep this slide for attribution

Download Lecture Slides
https://pse.is/6pbugy
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