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※ Inquiries Regarding Thesis Submission

https://dcollection.snu.ac.kr/bbs/notice/noticeDetail/000000000093

https://dcollection.snu.ac.kr/bbs/notice/noticeDetail/000000000093


1. dCollection Login
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1) Go to the dCollection site (https://dcollection.snu.ac.kr)

2) Click ‘Login’

3) Log in with your mySNU portal ID/PW (If you see the login screen again, please try logging in again)

https://dcollection.snu.ac.kr/


2. Submit online thesis 
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홍길동



2. Submit online thesis 
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홍길동



3. Confirm my information
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3. Confirm my information
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2999-99999

※ Please check your department accurately.

※ If not searched, please select 'All Department' and search.



4. Upload the approval sheet file and thesis file

In thesis file, include approval sheet 
without a signature or stamp

The thesis approval sheet scan file should 
contain the signature or stamp of the judges,
and please upload the file separately.

( O ) ( X )

Example of

“Thesis approval 

sheet form”
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4. Upload the approval sheet file and thesis file

8



- Open File(word)→ Click the picture→ Click ‘Compress Pictures’

- Choose ‘Compression options’ and ‘Resolution’ within the ‘Compress Pictures’ 

pop-up

• If you uncheck ‘Apply only to this picture’, compression will be 

applied to all images in the word file

(If you check, compression will be applied only to the selected image)

• Select the ‘Resolution’ and click ‘OK’

※ When compressing an image, pay attention to deterioration of image quality

※ Example of full image 150ppi compression

※ By default, file size decreases when converting files to pdf. If file size is still a problem after the pdf conversion, try the process.

※ You can compress the file in any other way, such as using other programs that can compress the image capacity.
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4. Upload the approval sheet file and thesis file



- Open File(hwp) → Click the picture → Click the icon      → Click “용량 줄이기

설정 (Capacity reduction settings)”

- Select a reduction option within the pop-up

• Change from “설정한 해상도(dpi)로 변경하기(Change to set resolution 

(dpi))” to the dpi you want to change, then click “확인(OK)”

- Click the icon       again to select “모든 그림에 바로 적용(Apply to all pictures)” 

or “선택한 그림에만 바로 적용(Apply directly to selected pictures)”

※ When compressing an image, pay attention to deterioration of image quality

※ Example of full image 150dpi compression
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※ By default, file size decreases when converting files to pdf. If file size is still a problem after the pdf conversion, try the process.

※ You can compress the file in any other way, such as using other programs that can compress the image capacity.

4. Upload the approval sheet file and thesis file



5. Complete Metadata

→ Editable State
I

→ UnEditable State,
Click the check button
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5. Complete Metadata
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5. Complete Metadata
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※ Check if both Korean and English(or other language) abstracts are included.

‣ Since the system extracts the Korean abstract first, the order of abstracts within 

the thesis and the order in which they are actually extracted may differ.



6. Complete License
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6. Complete License

(If you only see a blank screen, you are not logged in, so log back in with mySNU ID.)

※ In case of non-response, thesis files will be provided to the National Assembly Library
and the National Library of Korea. If you disagree, make sure to respond.

‣ This page is separate from the dCollection and is within the library site. 
To return to the dCollection page, please close this tab or page.

‣ If you accidentally miss the submission or want to modify the consent for submission  
during the submission period, go to the
[Library homepage > USING THE LIBRARIES > Thesis Submission > Agreement For Legal Deposit]
(Additional submission or modification of submission consent is not possible within the dCollection site.)
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https://lib.snu.ac.kr/using/thesis/legal-deposit/?lang=en


7. Final Confirmation
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8. Complete the Submission
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9. Submit Confirmation Print

‣ You should pay the overdue fine before printing.

‣ If there is an error in issuing the Submit confirmation certificate, please send an  

email to library(libit@snu.ac.kr) for further investigation and assistance.

‣ License Agreement does not need to be printed.

‣ Please check your submission after ‘Complete Submission’

‣ Click the title of your thesis, and check the ‘Conversion original’(변환원문).

※ Errors with Tables and pictures etc. can occur during the PDF conversion 

process, so make sure to check the paper after submission.

※ ‘Conversion Original(변환원문)’ is a form which will be finally serviced in online.
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mailto:libit@snu.ac.kr


(Within the Submission period)

★How to modify thesis information and files ★

※ Please check if there are any changes in the ‘Submit Confirmation(제출 확인서)’

‣ Title, Translated Title, Sub-title, and Author information are included in the submission 

confirmation, so please re-print the Submit confirmation when revising.

‣ "Submission date" is based on the date of initial submission, and the date does not 

change even after revision.
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Caution
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※ Please check your submission after ‘Complete Submission’ ※

Please Check your ‘Conversion original’!!



Do I have to write the thesis in the provided template exactly as given?

The templates are just recommended, so that paper specifications/fonts etc. are not strictly regulated. However, please be 

careful not to deviate significantly from the form of a typical thesis format, and ensure that you adhere to the basic structure of 

a thesis.

I can't log in to the dCollection site.

Online submission is only possible during the thesis submission period of the semester. Check log in 2-3 days before the 

submission period, and if you cannot log in during the submission period, please contact the Library.

※ Inquiries Regarding Thesis Submission https://dcollection.snu.ac.kr/bbs/notice/noticeDetail/000000000093

An error occurred in the formula, special symbol.

Go the the [dCollection > Submission List > Click the title of your thesis > Edit Meta] and enter through the keyboard-shaped 

button       located on the right side of the title entry column. And paste it into the required fields.

I accidentally skipped the legal deposit agreement step. (or I want to change the consent information)

If you accidentally miss the submission or want to modify the consent for submission during the submission period,

go to the [Library homepage > USING THE LIBRARIES > Thesis Submission > Agreement For Legal Deposit]

When will the submitted thesis be available online?

After the submission, SNU Library takes 2 months to examine all the submission. So, it will be available in the middle of April 

(graduation on February) / in the middle of October (graduation on August)

FAQ
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