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dCollection?

§ A nationwide digital distribution system established to provide academic information services for the general public

§ Submitting a thesis to dCollection → Accessible to anyone through university libraries, dCollection, and RISS
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1. Online Submission Guidelines

§ Participants : Master's and doctoral degree recipients for the 2025 Spring Semester

(Graduation in Feburary 2026)

§ Contents: Master's or doctoral theses, including field case study reports

(e.g., practice-based reports and capstone project reports submitted under the alternative master's degree 

program)

§ Submission Website: Access https://dcoll.jbnu.ac.kr

- Use the same ID/PW as your JBNU website or OASIS account

§ Online submission deadlines may differ from the hard copy submission deadlines

§ If you need to revise your thesis after the submission deadline, an official request must 

be sent

- For general graduate schools: Contact the Graduate School Policy Team, Graduate 

School Innovation Division (☎ 063-270-2117)

- For specialized graduate schools: Inquire at the administrative office of your respective 

graduate school or department office 5
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2. Submission Schedule by Graduate School
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3. Submission Process
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1. dCollection Access

§ Click on "ENG" in the top right corner to change the language

§ Click on "Submitting Thesis" on the library website (https://dl.jbnu.ac.kr)
9

Ⅱ. Submission
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§ After checking the information, click on the submission website link

Ⅱ. Submission

1. dCollection Access
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§ Click on "KOR" in the top right corner

to change the language to "ENG"

§ Log in using your student number

§ If your password contains a question mark(?),

equal sign(=), colon(:), or ampersand(&),

login will be restricted.

→ Change your password on OASIS and then log in

Ⅱ. Submission

1. dCollection Access
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2. Thesis Submission

§ If there is no option to select, 

contact the Q&A board

§ For temporarily saved theses,

click on the thesis title in the 

"Submission list" to continue

Ⅱ. Submission
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2. Submit Thesis

§ Select the submit object available

Ⅱ. Submission
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3. My Information

§ Make sure to double-check your contact number and email 

address

Ⅱ. Submission

§ Write your name in Korean
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§ Select the correct department

(distinguish between general and specialized graduate schools)

§ If difficulty in selecting a department, inquire at the department office

3. My Information

Ⅱ. Submission
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4. Registration – File upload

§ Remove blank pages, unlock the password, and disable the notes and bookmarks

§ For theses, B5 size is the standard (for case study reports, A4 size)

§ Files can be divided in the order of cover page, table of contents, and main text

Ⅱ. Submission
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4. Registration – Thesis Info Registration

§ Title(Korean): Enter exactly as the Korean title of the thesis (must be in Korean)

§ Sub-title(Korean): Enter the subtitle in smaller text than the title

§ Alternative: Enter an alternative title of the same level as the main title

§ Translated(English): Enter the title in English

§ Subject: Enter keywords or the main subject of the thesis as in the abstract

§ KDC / DDC: No input required

Ⅱ. Submission



18

4. Registration – Thesis Info Registration

Ⅱ. Submission

§ Abstract: Enter the abstract matching the language selected at the top

- Even for a 'Case Study Report' without an abstract, enter a brief summary

§ Table of contents: Copy and paste the table of contents from the thesis

(It will be modified later in the bookmark settings)

§ Adviser(Korean): Enter only the professor’s name in Korean (e.g., 홍길동 (O), 홍길동 교수님 (X), Gil-dong Hong (X))

§ Specialty: Enter the specific major if applicable

(e.g., Marketing in the Department of Business Administration - enter Marketing)
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4. Registration – Thesis Info Registration

Ⅱ. Submission

§ Page: Enter the last page number in Roman numerals and the last page 

number in Arabic numerals
(if there are no Roman numeral pages, enter only the Arabic numeral page)

§ Language: Select the language of the thesis text

§ References: Enter the page number where the references are located

§ Be sure to click "Temporary storage" frequently to save your progress

…

(e.g.)

§ Page: ii, 75 p.

§ References: p. 73-75
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4. Registration – Bookmark(Optional)

§ Since it will be modified later, paste the earlier table of contents or leave it blank

Ⅱ. Submission
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4. Registration – Copyright

§ Agreeing to copyright will make the full text available on the Library and RISS

§ Setting a publication date after agreement is considered conditional agreement

§ Non-consent or conditional consent is allowed only with a valid reason

* Provided as a time-limited PDF file with DRM (Digital Rights Management) applied

Ⅱ. Submission



4. Registration – Agree

22

§ Proceed with the default 

settings

Ⅱ. Submission
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4. Registration – Conditional Agree

Ⅱ. Submission

§ Thesis viewing and copy requests unavailable during the set period

§ The copyright setting will automatically change to agreement after the set period

§ Clear reasons required: personal information, military secrets, journal publication, 

patent application
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4. Registration – Not Agree(disagree)

Ⅱ. Submission

§ Accessible only to on-campus users via the Central Library website (no saving and printing)

§ Not accessible on external platforms like RISS, the National Library of Korea, or the National Assembly Library

§ Up to 50% can be provided for copy requests from other institutions

(choose conditional agreement if you wish to opt out)

§ Clear reasons required: personal information, military secrets, journal publication, patent application

§ Possible to set the in-school service start date
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5. Final Confirmation

§ Check the entered thesis information, file 

information, and copyright

§ Open the uploaded file to ensure it is the 

final revised version

§ The table of contents and bookmarks should be edited

Ⅱ. Submission
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5. Final Confirmation – Bookmark

Ⅱ. Submission

§ Do not enter the cover page, Roman numeral page numbers(table of contents, 

abstract, etc.) in the bookmark

§ After entering, check "목차정보 변경(Change table of contents information)" to 

modify thesis details(recommended)

§ Click "자동정렬(Auto-align)" to automatically remove spaces and adjust indentation

§ Copy and paste the table of contents from the thesis
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§ Classify items by hierarchy using indentation (based on number of spaces)

§ Page numbers must be entered for the bookmark (hyperlink) function to work

§ When using Roman numerals in the table of contents, type them directly 

instead of using special characters (e.g.: I, VIII.(O), Ⅰ., Ⅷ.(X))

5. Final Confirmation – Bookmark

Ⅱ. Submission
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5. Final Confirmation – First Page Setup

(e.g.)

§ Enter the actual page number of the arabic numerals starting the main body.

§ In the example, since the introduction, which is the first page of the main 

body, starts on page 9, you should set the starting page to 9.

Cover 
page

1 p.

Inside
Cover 
page

2 p.

Submissi
on page

3 p.

Introducti
on

- 1 -

9 p.

Table

- ii -

6 p.

Contents

- i -

5 p.

Approval 
page

4 p.

Abstract

- iv -

8 p.

Figure

- iii -

7 p.

Ⅱ. Submission
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5. Final Confirmation – Edit Submission

§ Click the thesis title to review and modify before "제출완료(Submit)"

§ Check if the copyright page has been added to the PDF file generated from the "conversion 

original" in "File information" and verify if the bookmarks are correctly linked

§ The Author Permission Agreement and submission confirmation can be printed after "제출완료

(Submit)"

Ⅱ. Submission
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5. Final Confirmation – Converted File Check

§ After uploading, check the PDF in "conversion original" (1 min)

§ Check the alignment of tables and images, page positioning, and bookmark links

§ If correct, click on “제출완료(Submit)"

Ⅱ. Submission
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6. Complete Submission

Ⅱ. Submission



ManagementⅢ 1. Submission Document 

Printing

2. Returned Submission Check

3. Q&A board
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1. Submission Document Printing

§ Submit these documents and printed thesis copies

Ⅲ. Management

§ Copyright Consent Form

§ Submission Confirmation 

Letter
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2. Returned Submission Check

Ⅲ. Management
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3. Q&A board

§ For corrections after submission, write a return reason and request a return

§ Use the Q&A board for errors or inquiries, as phone support may be 

unavailable during the submission season

Ⅲ. Management



NotesⅣ
1. Thesis Format

2. Additional Information
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§ Thesis format: Follow the guidelines provided by the graduate school and academic 

affairs office

§ Thesis template: Check the graduate school, library, and dCollection websites

- Submit the thesis in both Hangul and Word files (English)

- For field-based reports and capstone projects, contact the department office

§ Remove spine and blank pages (preliminary pages) before uploading

§ Include the cover page, inside cover page, submission page, and approval page

§ Check graduation date, submission date, and approval date

§ Include the name  of professor who approved the thesis

(signatures or seals not required for upload)

37

1. Thesis Format

Ⅳ. Notes



§ Enter the correct thesis formatting standards for each graduate school (varies by 

cover page)

§ Page Numbers: No page numbers from cover page to approval page

Use lowercase Roman numerals (i) for table of contents to abstract

Use Arabic numerals (1) for the body of the thesis

§ Abstract: If the main text is in Korean, English abstract is required

If in foreign language, Korean abstract is required

§ No changes allowed after file approval

- Check for typos and the linkage between the table of contents and the text

§ The author is responsible for errors in thesis format, content, and typos

38
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§ The file upload date and thesis copy submission date are different

§ Submissions are possible on weekends and holidays

(phone inquiries available on weekdays from 9 AM to 6 PM)

§ The full-text will be made available as an ezPDF file for viewing only

(no saving, printing, or editing)

§ Store your final thesis file and the original thesis with the professor’s 

signed approval page

§ Before submitting, check for unnecessary personal information (e.g., 

phone numbers) in appendices or surveys
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2. Additional Information
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Thank you

This PPT file (QR code scan)

https://bit.ly/jbnudc2


