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1. Select the login button.
2. To log in, enter the submitter's ID (library account ID—student number, faculty 
number, or portal ID) and password.
3. First-time users of the dCollection system should click the "Submitter Login 
Authentication" icon on the login page to authenticate themselves. After 
authentication, a URL to set a password will be sent via email. You can log in after 
setting the password.
4. After logging in, submitters can start the submission process by selecting the 
"Submit Material" menu.
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1. Clicking the "Submit Material" button will take you to the screen for entering 
submitter information.
2. You will be directed to the collection selection screen if multiple collections are 
submitted.
3. Refer to the submission manual when submitting materials.
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1. Choose whether to agree to the collection and use of personal information.
2. At the submitter information verification step, confirm the submitter's basic 
information (ID, student/faculty number, name, department name, degree) and 
contact details (phone, mobile number, email address).
※ The English name is only required for institutions where it is mandatory or if the 
administrator has registered it in English.
3. If there are changes to your contact information, please update your submitter's 
contact details.
※ Library administrators will only use this information to contact you regarding your 
submitted thesis.
4. Clicking the "Next Step" button will take you to the thesis registration screen.
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1. The thesis registration step is divided into file registration, thesis information 
registration, and copyright settings. In the file registration step, you register the full 
text of your submitted thesis.
2. First, select the method for submitting the full text.
※ The types of full-text submission options may vary depending on the 
administrator's settings.
 @ Document (PDF): Only PDF files can be submitted
* The file registration document may differ depending on the school's settings
 @ Separate submission: For cases where the full-text file is too large for online 
submission (over 100MB), when you want to submit the full-text file directly (CD or 
diskette), or when submitting in book form
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3. File Registration
 (1) Input method when selecting full-text registration OFF
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- When setting the button next to the full-text registration to OFF and attaching a 
PDF file, directly input basic information (title, subtitle, title (2nd language), subject 
(keywords), advisor, detailed major, etc.).
※ Items marked with * on the input screen are mandatory and must be entered. If 
multiple keywords exist, separate them with a [,] in the input field. After entering the 
basic information, input the table of contents and abstract. If the abstract is in two 
or more languages, click the add button below to enter abstracts in other languages.

 

 (2) Input method when selecting full-text registration ON 
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- When setting the button next to the full-text registration to ON and attaching a 
PDF file, the basic thesis information (title, subtitle, title (2nd language), advisor, 
table of contents, abstract) will be automatically extracted in the thesis information 
registration—basic information section.
If keywords and some required items are not extracted, enter them manually. Check 
the accuracy of the extracted content and mark the circle to confirm.
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4. After confirming the thesis information registration (basic information, table of 
contents, abstract), proceed to copyright settings.

1) In the copyright agreement step, select whether to agree to the copyright for the 
submitted thesis.
 (1) When agreeing to the copyright - Select the CCL license.
If you agree, the submitted thesis will be converted to PDF format and available to 
general users.
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(a) In the license (CCL) settings, set options for non-commercial use, no derivatives, 
and share-alike.

@ Attribution
· This mandatory condition requires clear attribution of the author's name, source, 
etc.
· The author and source must always be cited when copying or posting the work 
elsewhere.
@ Non-Commercial
· The work cannot be used for commercial purposes. Separate agreements are 
needed for commercial use.
@ No Derivatives
· This means modifying the work or creating derivative works is prohibited.
@ Share-Alike
· This allows the creation of derivative works but requires applying the same license 
as the original work to any derivatives.

 (b) You can specify a start date for full-text service for reasons such as patent 
applications.
The full-text service start date must be at least one month.

(2) When not agreeing to the copyright – Enter the reason for not agreeing.
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※ You can select "Save temporarily" when writing to continue later.
 - Cancel: Returns to the first step, excluding temporarily saved content.
 - Next: Proceeds to the submission step.
 - Save Temporarily: Saves the content written so far.

※ You can continue writing temporarily saved content by logging in, selecting 
"Submission History," and then "Submit Material."
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1. Verify that the submitted thesis, full text, copyright agreement, and management 
information have been correctly registered in the final submission confirmation step.
2. To modify the starting page number of the main text in the full-text information > 
bookmarks, select the "Edit Full Text" button.
 * Setting the start page: Enter the actual page number where the main text begins. 
For example, if the main text's page number is 1, but it's page 5, including the title 
and table of contents, enter '5'.
3. Modifications are not possible after submission is complete, as conversion starts 
automatically. If you need to make changes after submission, contact your school's 
dCollection administrator to request a return.

1. In the submission history, you can check the details of submitted theses, modify 
the detailed information of submitted theses, and confirm the status of administrator 
processing.
2. Thesis status
 - Incomplete: The thesis submission was not correctly completed. Move to the 
detailed screen and select "Complete Submission."
 - Thesis Submission Received: The administrator is processing the submitted thesis.
 - Thesis Submission Processed: The submitted thesis has passed administrator 
verification and is in the pre-service stage. You can print the "Copyright Agreement" 
and "Submission Confirmation."
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 - In Service: The submitted thesis is currently in service. You can find the thesis by 
searching.
 - Resubmitted: A returned thesis has been successfully resubmitted.
 - Returned: The thesis has been returned by the administrator for specific reasons.
Check the return reason in personal notices, go to the detailed screen of the 
returned thesis in the submission history, modify the content, and resubmit.

1. In personal notices, you can check notification emails sent by the administrator to 
the submitter.
2. Return notice: If there's an issue with the submitted thesis and the administrator 
returns it, a return notice email is sent to the submitter. The submitter should 
check the return-related information in "Submission History" or "Personal Notices," 
resolve the issues, and resubmit.

3. Copyright information change notice: If the administrator modifies the copyright 
information of a submitted thesis, a change notification email is sent to the 
submitter.
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