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1. Introduction

1.1 Objectives

Integrated Thesis & Research Management System (iThesis) was developed for the effective use
in management of thesis and research. It is the facilitating tool for students to construct any
dissertation and independent study which helping them to: (1) Prepare a thesis template
according to the specified document format (2) Support the preparation of a thesis plan
(3) Provide on thesis submission to advisor and officer for 3 steps: proposal, draft, and complete
(4) Record of the examination results, thesis information, and dissemination allowance (5) Create
the ready-to-transfer files and Dublin core to import to university repository which allows open
access literature search in order to facilitate the library to provide an effective research database
for students, then it would be sent to the Ministry of Higher Education, Science, Research and

Innovation (MHESI) for storing in Thai Digital Collection for the public dissemination.

This student manual is created on the purpose of iThesis’s working procedures elaboration and
guiding on how to use iThesis Web portal.
The student manual describes how to use the iThesis system and related programs such as

- iThesis Web portal

- iThesis Add-in (both versions)

- How to upload the LaTex file to iThesis Web Portal

- EndNote

- Zotero

1.2 Definitions

As the name titling for doctoral thesis and master’s thesis (plan A) are different in each institution,
for example, some universities call doctoral thesis as dissertation, while some universities call
both doctoral thesis and master’s thesis (plan A) as thesis. To understand in the same direction,

iThesis would call ‘Thesis” for both doctoral and master’s thesis (plan A).

In addition, the term of master’s thesis (plan B) is also different in each institution, for example,

some universities call it as thesis and some universities call it as independent research. Therefore,

Development of Standard Procedures of Thesis/Dissertation/Independent-Study Quality Management Framework &

Implementation for Thai’s Higher Education



Page 2

on the clarification in this manual, the definition of ‘Independent Research’ will be used for

master’s thesis (plan B), but in some cases of general process, iThesis would use ‘Thesis’ instead.
Proposal provides the definition of both Thesis and Independent Research Proposal.
Draft version provides the definition of both Thesis and Independent Research.
Complete version provides the definition of both Thesis and Independent Research.

Note: The requirement on proposal and draft version is not the standard requirement for all

institutions as it depends on the policy, which is optional.
1.3 iThesis

iThesis is the integrated thesis and management system that set the framework on how to write,
plan, and manage the thesis in form of proposal, draft version, and complete version, along with

the convenience on direct submission process to advisors and graduate staff.

iThesis would effectively help students to strongly understand and be aware of plagiarism, both
intentional and unintentional way which the system will examine the resemblance of the thesis
through the program of plagiarism detection named “Akarawisut” and the system would
probably use the tested results from other programs as well in case the educational institution

requires the results from more than one program.

The usage functions are divided into two main parts which are web portal and iThesis Add-in
which is an extension installed on Microsoft Word. These two main parts are working together.
For example, when the thesis data (such as thesis title, list of committee, abstract, keyword,
acknowledgement, and bibliography) need to be edited via the “Electronic form” menu at the
iThesis Web portal. Then, the data on thesis template that was created or updated by the iThesis
add-in to be same with the data on the web portal ensuring that the data in every section is

consistent.

The overview of iThesis operations can be described in the following diagram
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Figure 1: Workflow of iThesis operations
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1.3.1 Web portal

Web portal was designed for 5 different user groups, which are system administrative officer,
graduate staff, librarian, advisor, and student. Therefore, the functions in each group will be
different. In this document, there will be only the instruction on how to use the web portal for

librarian.

Basically, the web portal for student is used for management and validation of thesis and student
data during perform the thesis writing until the thesis submission. The student data are also
including in the thesis template. It needs to fill the thesis data via the web portal and generate
the template using the iThesis Add-in. The web portal is also used to check the plagiarism and
create the thesis submission email to advisor. Moreover, student needs to fill the required form
to create the submission document such as plagiarism detection from Turnitin, thesis evaluation,

thesis dissemination, research mapping, and publication. .

1.3.2 iThesis Add-in

To create the thesis template via the Microsoft Word, iThesis add-in is prerequisite and will be
install. There are two versions which are:
- The x86 version for a 32-bit operating system computer

- The x64 version for a 64-bit operating system computer

To install the Add-in, the program version has to match with the operating system of your
computer, and it must be installed on Microsoft Word program in version 2010 or higher which

is available on Windows only. The recommended version of Windows is Windows 10.

iThesis Add-in provides various facilitating tools for users that as writing templates, saving files
and uploading the file into the iThesis web portal. The group of users can use the iThesis Add-in

are graduate student, advisor, and graduate staff.
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1.3.3 iThesis Office Add-in

Because the present version of iThesis add-in can be only installed on the Windows system.
There is an add-in which is developed by the web technology, called “Web Add-in”. This add-in
can be downloaded from the Microsoft Office Store; therefore, another name of this add-in is
called “Office Add-in”. The iThesis Office Add-in can be installed on any Microsoft Word version
that supported the Office Add-in. Thus, it can be used in other platforms such as MacOS, iPadOs
and it can be used on the Microsoft Word Online. The iThesis Office Add-in can create the thesis
template, validate template, and upload the thesis file to the iThesis web portal same as the
present iThesis Add-in. However, the template cannot be used across the add-in due to the
different technology on creating the template. Therefore, the student has to choose the add-in

first. The instruction of iThesis Office add-in will be provided only in the student manual.

1.4 Email

Email is an important part of the iThesis system because the system will send an email to user
involved in the main working process, including of advisor, co-advisor, graduate staff, and graduate

student. The email can be classified into 4 types which are as follows:

Request for approval: the email content contains the attached link to connect to
iThesis approval form, or it can be checked and approved by logging-in to the web
portal using advisor account.

- Inform the approval detail: the email content contains the attached link to connect
to the readonly iThesis approval form. This email will be sent only for the co-advisor
and committee. These users can only access the approval form to view the thesis
file and plagiarism same as the main advisor. However, they cannot approve.

- Notification of approval, the email will inform the status of thesis ‘approval’ process.

- Permission to use the iThesis system as the student: This email will be sent only to

the graduate officer who received the permission from student to access the student

account by the officer. This feature lets the officer can solve the problem of student

without asking for real student account.
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1.5 Reference Manager

To use the iThesis add-in for creating template and writing the thesis via Microsoft word, the
reference manager is needed because it will create the special texts that can be located on the
reference page that is locked from typing. There are 3 reference manager programs that can be

used with the iThesis.

1.5.1 EndNote

The EndNote is a software to manage the reference to be the specific style. It is now performed
by Claviate company (predecessor is the Thomson Reuters). This software can help users to
collect reference or any bibliography relating to the content of the user’s thesis. After installation,
there will be the endnote tab appeared in the Microsoft Word toolbar. There are various
reference styles such as APA, Vancouver, Footnote which is customizable based on the specified
format of their institutions. More reference styles can be downloaded from the Endnote Website.

To use the Endnote, it needs to apply the subscription, mostly by the university.
1.5.2 Zotero

The Zotero program is an open-source software or free software that discloses its sources of
technology. Zotero can be used for managing references and importing it into bibliography lists
automatically. The program will store information than obtained from various sources in the file
format, link format facilitating users to manage their bibliography and related research papers
effectively.

1.5.3 Mendeley Cite

Mendeley Cite is a software that can be downloaded from the Microsoft Office Store provided
by the Elsevier, the provider of ScienceDirect and Scopus. The Mendeley Cite can be used with
the iThesis Office Add-in because of the same add-in technology. To use the Mendeley Cite, the
user needs to apply the member with the Elsevier using the institution email. The university or

institution needs to subscript with the Elsevier.
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2. Web portal

To use iThesis web portal, students must access it via their educational institution’s iThesis

website. On the website, iThesis web portal can be seen as shown in Figure 2.

Figure 2: iThesis web portal home page before login

Tip & Tricks:  For a better user experience, these following web browsers are recommended to

access iThesis web portal; Google Chrome, Mozilla Firefox, Apple Safari, and Microsoft Edge.

The features of the web portal home page can be divided into 2 panels as shown in Figure 3.
1. User menu and display

2. Login panel and knowledge base
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Note: The logo and institution’s name on the header tab can vary depending on each

educational institution.

Figure 3: The features on the home page of the web portal
2.1 User menu and display

The menu bar found on the web portal home page includes 4 sections as shown in Figure 4;
1. Status
2. Tutorials
3. Microsoft Word Add-In
a

Fact & Figure
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Figure 4: User menu and display on the web portal home page
2.1.1 Status

In Status, the status of student users on the submissions of proposals, draft versions, and
complete versions made on the system is displayed. You can view the status of the submissions
based on semester and classify them as dissertations, theses, or independent studies.

Additionally, you can also view the status of each faculty as shown in Figure 5.

Figure 5: Graphs display student users’ submission status
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In some educational institutions, students are not required to submit a draft version of their work.
Therefore, in those cases, there will be no graph showing submission of draft version as shown

in Figure 6.

Figure 6: Graphs display student users’ submission status

(in case of no draft version submission)

The status of each student can be checked individually under various departments to follow the
approval progress of their research work (green means being approved). If in the Report Data
section, the research work is specified as a work with publication, an orange line will appear

behind the name of the student.

Figure 7: Status of individual students as divided by department

In the case that a student’s complete work has not yet been approved, the system will display

that information in the current academic year only. When a user chooses the previous academic
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year, the information displayed will be that of the students whose work has already been

approved by the advisors only.
2.1.2 Tutorials

In Tutorials, a student user can download instruction manuals or watch basic tutorial videos as
shown in Figure 8. Tutorials consists of 2 sub-menus; Documentation — which displays
instruction manual document files in .pdf format, and Video - which displays user manuals

created by the system developer or the educational institution in video format.

Figure 8: Tutorials screen
2.1.3 Microsoft Word Add-In

In Microsoft Word Add-In, a user can download the iThesis Add-in and other prerequisite
programs. To use iThesis, it is necessary to install the iThesis Add-in in order to compose a
research file on Microsoft Word and upload it to the web portal.

In Microsoft Word Add-In, downloads can be divided into sections of iThesis Add-in and
Prerequisite programs as shown in Figure 9. The installers in both sections come in 2 versions
based on the versions of Windows OS; 32 bit (x86) or 64 bit (x64). Therefore, before installation,
students must check the version of Windows OS on the computer for the programs to be

installed. The system can also help checking for the compatible version which will be appeared
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with the message "Recommend for you". For installation, instruction, and other details See iThesis

Add-in.

Figure 9: Microsoft Word Add-in screen

2.1.4 Fact & Figure

In Fact & Figure, general information of the students and professors is displayed. There is also a
graph showing the number of students and their research work progress as shown in Figure 10.
This Fact & Figure section can be disabled, so if a educational institution chooses to disable it,

no students will be able to see this section in the system.

Ficure 10: Fact & Figure screen
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2.1.5 Al Help

By clicking the Al Help icon o you will be automatically sent to the Knowledge Base. The
destination page will display the links to related articles based on the which menu screen you
are currently using. In the case that the system cannot find a related article, you will be sent to
the Knowledge Base main page as shown in 2.2.2 topic, which will be discussed in the next

section.
2.2 Login and Knowledge Base

There are 3 sections in this panel as shown in the Figure 11,
1. Login
2. Knowledge Base

3. Contact

Figure 11: Sections in Login and Knowledge Base panel
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2.2.1 Login

To login into the iThesis web portal, a student will need a user account, which can be the
same username and password as their educational institution account. However, in some
educational institutions students may be required to use multiple usernames and passwords to
access various systems. Therefore, students must request for the valid username and password
from the educational institution for iThesis login.

To login, students must put in their username and password into the login form and Click Login
to access. To make the system remember your username and password, simply tick the box in

front of "Remember me" as shown in Figure 12.

LOGIN

591121032

Remember me

Figure 12: Web portal login

For educational institutions that use their own identity verification system for their iThesis web
portal login, if all the usernames and passwords are temporarily unavailable either in the case
of the identity verification system being closed for maintenance or temporarily down, students
can still access iThesis web portal using an alternative set of username and password sent to
their educational institution e-mail address on the first day of their iThesis use. These username
and password sent from iThesis system are called a Local Account which is e-mailed to a

student user along with a basic user guide as shown in in Figure 13 and Figure 14.

Ficure 13: Local Account notification e-mail
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Figure 14: Details of Local Account notification e-mail

When you choose to access iThesis web portal with a Local Account, the login screen will be
different as shown in Figure 15. This login screen displays web portal login form along with an

additional Forget Password option.

Figure 15: Web portal login form when using a Local Account

If a educational institution has enabled Google Sign In, students can log in iThesis using their
Google account e-mail that is registered in iThesis database. However, students must log in with
their educational institution user account first, then go to Your Profile section. Under Contact
Information tab, you will see the e-mail that can be used with Google Sign In as shown in Figure

16.
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Figure 16: How to check the login e-mail for Google Sign In

How to login with Google Sign In
1. Students can login using Google Sign In by clicking on the Google Sign In icon as shown

in Figure 17.

Figure 17: Login to the web portal using Google Sign In

2. If the computer has already been logged in with a Google Account, students may choose

which e-mail account to login as shown in Figure 18.
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Ficure 18: Logging in with Google Sign In when a Google account

has already been used to login on the computer

3. If the computer has never been logged in with a Google account, Click "Use another account"
as shown in Figure 19, then enter your Google username and password as shown in Figure 20

and Figure 21 to login.

Figure 19: Logging in with Google Sign In if you have never logged in with a Google account
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Figure 20: Entering Username to log in to a Google account

Figure 21: Entering a Password to login to a Google account

If a educational institution has enabled OneDrive Sign in, students can login to iThesis using a
Microsoft e-mail that is registered in iThesis database. However, students must log in with their
educational institution user account first, then ¢o to Your Profile section. Under Contact
Information tab, you will see the e-mail that can be used to with OneDrive Sign In as shown in

Figure 22.
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Figure 22: How to check the login e-mail for OneDrive Sign In

How to log in with OneDrive Sign In
1. Students can login using OneDrive Sign In by clicking on the OneDrive Sign In icon as shown

in Figure 23.

Figure 23: Login to the web portal using OneDrive Sign In

2. If the computer has already been logged in with a Microsoft account, students may choose

which e-mail account to login as shown in Figure 24
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Figure 24: Logging in with OneDrive Sign In when a Microsoft account has already been used to

login on the computer

3. If the computer has never been logged in with a Microsoft account, Click "Use another
account" as shown in Figure 25, then enter your Microsoft username and password as

shown in Figure 26 and Figure 27 to login.

Figure 25: Logging in with OneDrive Sign In if you have never logged in with a OneDrive e-mail
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Figure 26: Entering Username to log in to a Microsoft account

Figure 27: Entering a Password to login to a Microsoft account

4. Click Yes to allow the system to log in using the Mircrosoft e-mail as shown in Figure 28.
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Figure 28: Allowing iThesis to access using a Microsoft e-mail

Note: Logging in using Microsoft e-mail requires the web portal to be on a webpage with a

Digital Certificate.
2.2.2 Knowledge Base

Knowledge Base is the source of iThesis-related articles where they are divided into sections to
make it easier to find required information as shown in Figure 29. When a user clicks on a category,
the system will redirect to the Knowleadge Base website or https://ithesis.uni.net.th/kb/ as shown
in Figure 30. The website is a source of informative instruction articles as well as problems that

may be found during the use of iThesis or other research-related programs and their solutions.

Development of Standard Procedures of Thesis/Dissertation/Independent-Study Quality Management Framework &

Implementation for Thai’s Higher Education



Page 23

Knowledge Base &
Question & Answer
Frequently Asked Questions (FAQ) 1
Technical Problem Solving 10
General Usage & Best Practice 5
TDC Staff 6
Zotero 1
Journal Database 2
Other Related Articles 3
Advisor 15
Microsoft Word 31
Graduate Student 39
Web Portal 17
iThesis Add-In 26
EndNote 14
Administrator 106
Graduate Staff 15
Institutional Repository Staff 3

Screencast 21

Figure 29: Knowledge Base categories on the web portal home page

Development of Standard Procedures of Thesis/Dissertation/Independent-Study Quality Management Framework &

Implementation for Thai’s Higher Education



Page 24

Figure 30: Knowledge Base website
2.2.3 Contact

In Contact, students who have problems during the use of iThesis can reach the support team
via e-mail in order to get help or advice on the encountered problems as shown in Figure 31.

The e-mail address shown in this section will vary depending on the educational institution.

% Contact: support@ithesis.uni.net.th
Figure 31: Contact information
2.3 Web Portal Features

Once logged in to iThesis, the web portal will display the screen as shown in Figure 32 which can
be divided into the following sections;

1. Menu and Display
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Language Settings
Notifications and Announcements

User Menu

AR N

Disk usage

Figure 32: iThesis web portal features.
2.3.1 Menu and Display

The Menu and Display section consists of the main features of iThesis usage. Details on these

features are explained in Web Portal Usage.
2.3.2 Language Settings

Language Settings can be accessed using the "EN" symbol which indicates that English is the
current language setting of the web portal. To change language, click "EN" and the system will
display language options as shown in Figure 33. If you want to change to Thai language, simply
click Thai language, or click English language if you want to change to English. If you do not
wish to choose a language option, you may click on an empty area outside the panel to

terminate the use of Language Settings feature.
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Figure 33: Language Settings
2.3.3 Notifications and Announcements

The Notifications and Announcements section is represented with a letter symbol. When a
student receives an e-mail from the system or there is an announcement message from the staff,
they will be notified by the system with a red number appearing at the top right corner of the
symbol as shown in Figure 34. This number shows the number of received and unread e-mails
or messages. Click on the letter symbol to see the incoming e-mails or messages as shown in in

Figure 35. To close down the display panel, click an empty area outside the panel or click Close.

Figure 34: Notifications of unread messages
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Figure 35: Notifications and Announcements
2.3.4 User Menu

The User Menu can be accessed by clicking on the user profile picture or avatar and a drop-

down menu will appear showing 5 items as shown in Figure 36 which are;

1. Home page

2. Service request
3. Settings

4. Help

5. Logout
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Figure 36: User Menu
2.3.4.1 Home page

By clicking Home Page, students can access the web portal home page as seen before logging
into the system as shown in Figure 37. This Home Page feature is created to facilitate the students
who want to access the features on the web portal home page without having to logout from

iThesis.
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Figure 37: A user’s home page

From Figure 37, if students want to continue using the system, simply Click Re-Login. If you want

to logout, click Logout as shown in Figure 38.
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Figure 38: Re-login or logout options on the home page
2.3.4.2 Service request

Service Request is a communication channel for students to contact the graduate staff in order
to get help with problems that occur during use. This feature will temporarily allow the staff to
access the user’s web portal and Add-in without having to use the student's username and
password. To access the system during the granted duration, the staff can use their own username

and password to access as the student user.

To grant the staff a permission to access under their user each time, a student must reserve a
date and time with the staff using Service Request feature. The staff can accept or deny assistance
service on the date and time requested. If a request is denied, the student can reserve again with

a new date and time convenient to both the staff and the student.

Note: The staff is allowed to access as a student user for up to 1 hour during the reserved time
as agreed by both the staff and the student. The use of this feature can either be enabled or

disabled depending on the policy of each educational institution.
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How to grant an access permission

1. Click Service Request as shown in Figure 39.

Figure 39: Service Request feature

2. Choose the staff you want to request the support from as shown in Figure 40.

Figure 40: Selecting the staff name from the drop-down Llist

3. Click the date that you want to make an appointment with the staff, then a message box

will appear as shown in Figure 41.
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Figure 41: Select the date of appointment with the staff

4. Choose the time you want to make an appointment as in Figure 42 and fill in the details

about your problem in the message box as shown in the Figure 43.

Figure 42: Choose an appointment time with the staff
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Figure 43: Specify the problem that you need help with in the message box

If the chosen staff has appointments with other students, the periods of these

appointments will not be displayed in the time list for selection.

5. Click Select to confirm the reservation time selected as shown in Figure 44. The staff will
be notified that a reservation has been made by a student via e-mail and under the

Notifications section on the staff's web portal.

Figure 44: Confirming the appointment time with the staff

6. After a request has been submitted to the staff, a blue circle symbol will appear on the

bottom left corner of the selected date on the calendar as shown in Figure 45.
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Figure 45: The blue circle symbol appears after a request has been made

7. If the staff are unable to assist on the requested date and time and cancel the request,
a grey circle will appear on the bottom left corner. When placing the cursor on the said

circle, a message reply from the staff will appear as shown in Figure 46.

Figure 46: The grey circle symbol appears after a request is turned down by the staff

2.3.4.3 Settings

Settings consists of 3 sub-menus as shown in Figure 47; Settings, Recent Activity, and

Integration.
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Figure 47: Settings

Figure 48: Settings sub-menus

1. Settings sub-menu can be divided into 2 parts which are;

1.1. Add-in Activate Key (No. 1 as shown in Figure 48) - this is a code used to verify the user
who accesses the iThesis Add-in. When a student uses iThesis Add-in for the first time on
a computer, this code must be entered to use iThesis Add-in. The use of Add-in Activate
Key will be further explained in the tool topics of iThesis Add-in as in IThesis rent.

1.2. Profile photo (No.2 as shown in Figure 48) — Students who user the web portal can add
a profile picture the system under the conditions that the image file must be .jpg, .png
or .gif only and must not exceed 1 MB in size.

1.2.1. Click "Choose File" to select an image file.
1.2.2. Once the image file has been selected Click "Upload".
1.2.3. The uploaded profile picture will be displayed.
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2. In Recent Activity users will be informed when their account is used to login into to iThesis
Add-in with the IP Address, MAC Address, and date and time of each login. If a student user
recognizes a login as an unauthorized iThesis Add-in login, they can click "Sign out Add-in" to
disconnect as shown in Figure 49. After disconnecting, the computer with Add-in logged in
unauthorizedly will not function under the student’s account. After clicking "Sign out Add-in"

button, the system will display the message as shown in Figure 50.

Figure 49: Disconnecting the Add-in from another computer

Figure 50: Showing the disconnecting add-in from another computer

If there is no connection at the site of unauthorized Add-in, the system will display the

message as shown in Figure 51.
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Figure 51: The display of the Add-in when there is no connection

3. Integration helps create backup research files in iThesis which students can use to backup
data to both Google Drive (number 1) and OneDrive (number 2). Once the data is backed up,
the system will record all backup history which can be accessed in View Log section (number

3).

Note:
1. Educational institutions may choose to enable or disable Integration. If a educational
institution chooses to have it disabled, students will not see this sub-menu.
2. The backup files are encrypted and students will not be able to use them for general
purposes, as the files are meant to be emergency backup files only. If students want to

use them, they must contact the system administrator to proceed.

Figure 52: Integration

Backup data using Google Drive

1. Click Connect to connect to a Google e-mail as shown in Figure 53.
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Figure 53: Connecting with a Google e-mail account

2. Select the e-mail account you want to backup or choose Use another account to enter the

e-mail you want to use for backup as shown in Figure 54.

Figure 54: Specify the Google e-mail account to use for backup

3. Click Allow to connect iThesis to the e-mail account as shown in Figure 55.
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Figure 55: Allowing the system to connect to Google e-mail that you want to back up

4. Once connected, the Backup and Disconnect buttons in the Google Drive section will change
into colors as shown in Figure 56. Students can then click Backup to back up data or click on

Disconnect to disconnect from the Google Account.

Figure 56: Data backup

5. Once the data has been backed up, students will receive a backup file as shown in Figure 57.

On the portal page, a backup log of the research file will be displayed as shown in Figure 58.

Figure 57: A backup file
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Figure 58: Research file backup log

Backup data using OneDrive

1. Click Connect to connect to a Microsoft e-mail, as shown in Figure 59.

Figure 59: Connecting with a Microsoft e-mail account

2. Enter your e-mail and password for the account to be used for backup as shown in Figure 60.

Figure 60: Specify the Microsoft e-mail that you want to back up and enter its password.
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3. Click Yes to allow iThesis to connect to the e-mail account as shown in Figure 61.

Figure 61: Allowing the system to connect to Microsoft e-mail that needs to be backed up

4. Once connected, the Backup and Disconnect buttons in the OneDrive section will change
into colors as shown in Figure 62. Students can then click Backup to backup data or click on

Disconnect to disconnect from the Microsoft Account.

Figure 62: Data backup

5. Once the data has been backed up, students will receive a backup file as shown in Figure
63 and on the portal page, a backup log of the research file will be displayed as shown in

Figure 64.
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Figure 63: A backup file

Figure 64: Research file backup log
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2.3.4.4 Help

Figure 65: Help

By clicking Help, users will be redirected to the Knowledge Base on the website
https://ithesis.uni.net.th/kb/ as shown in Figure 30. The website is a source of informative
instruction articles as well as problems and solutions that may be found during the use of iThesis
web portal and Add-In, or other research-related programs such as Microsoft Word, Endnote, and

Mendeley.
2.3.4.5 Logout

Logout can be used to logout or disconnect from the network by clicking the Logout button as

shown in Figure 66. After the Logout, you will be redirected to the web portal home page.

Figure 66: Logout
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2.3.5 Disk usage

Disk usage, as shown in Figure 67, displays the current status of the data storage provided that
has been used by each student user. Each educational institution may determine different storage
size for their students depending on the size of the educational institution’s server. However,

students from the same educational institution will be given the same size of data storage.

Disk usage: 3986 of 5GB

Figure 67: Disk usage display

2.4 Various menus in the web portal

The Menu and Display section houses key features in the use of iThesis. It consists of the main

menu, sub-menu, and the display section as shown in the Figure 68, and all 3 parts work together.

Figure 68: Menu and display features
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The main menu includes features that help users go through all the steps in research work on
iThesis from setting up, preparing of research plans, submitting a proposal, submitting a draft
version, submitting a complete version, to creating the complete version submission document.
The main menu of the web portal consists of these 7 sections which are;
1. Your Profile
WorkFlow & Prerequisites

Electronic Form

Report Data

2

3

4. Revision & Approval
5

6. Submission Document
7

Literature Search

For the first time using the web portal, the system will display as shown in Figure 69.

Figure 69: Initiation screen on the web portal after logged in for the first time
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2.4.1 Your Profile

Your Profile consists of 2 sub-menus as shown in Figure 70, including;
1. Basic Information

2. Contact Information

Basic Infomation Contact Information

Figure 70: Your Profile sub-menu
2.4.1.1 Basic Information

Basic Information consists of 2 sections; the first includes a student’s topic titles in both Thai and

English and the second includes other basic information of the student as shown in Figure 71.

Figure 71: Basic Information screen

The topic titles in both Thai and English will appear as “(no data)” at a student’s first login on
the web portal. However, when the research topic is entered into the Electronic Form section,
which will be discussed in Electronic Form under the Topic sub-menu, the research topic titles

will be displayed in the topic section under Your Profile automatically.
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As for the general information section, iThesis will automatically display the data retrieved from
the educational institution’s database. If students find that the displayed information is incorrect,

they may contact the educational institution’s administrators to make corrections.
Contact Information

Contact Information shows contact information, including e-mail addresses and phone numbers

of a student and their main advisor, while only displaying e-mail addresses of the graduate staff.

When a student uses Contact Information for the first time, if the student has not filled in the
information of their main advisor in the Committee & Examiner section, which will be mentioned
further in Electronic Form under the Committee & Examiner sub-menu, iThesis will not display
the advisor contact information form as shown in Figure 72. Therefore, students will have to fill
in the main advisor information first, then a form to fill in the contact information of the main

advisor will appear.

Figure 72: Contact Information screen before filling in an advisor's information

After filling the main advisor’s information in the Committee & Examiner section, a form to fill in
the contact information of the main advisor will appear as shown in Figure 73. On the screen,
the advisor's, the student’s, and the staff’s e-mail addresses which are already in the system
database will be displayed. However, although these e-mail addresses are educational institution
e-mails by default, if the advisor or the student prefer the use of another e-mail address, it can

also be added into the form on iThesis.
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Basic Infomation | Contact Information

Advisor's email : m

Advisor's mobile phone number :

Student's email : m

Student's mobile phone number :

Graduate Staff :

Figure 73: Contact Information screen after filling in the advisor's information

Adding an e-mail address
1. Type an e-mail address of the advisor or the student to be added in either the Advisor’s e-

mail or the Student’s e-mail field, as shown in Figure 74 respectively.
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Basic Infomation | Contact Information

Advisor's email : |m

Advisor's mobile phone number :

Student's email : |m

Student's mobile phone number :

Graduate Staff :

Figure 74: Fill in the e-mail addresses to be added

2. Click Add and the newly added e-mail address will appear, as shown in Figure 75.

Basic Infomation | Contact Information

Advisor's email : m

rd

Advisor's mobile phone number :

Student's email : m

Student's mobile phone number :

Graduate Staff :

Figure 75: Added e-mail addresses
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3. Click Save to save the filled information in Contact Information section.
4. A save confirmation message box will appear.
4.1. Click on OK to save.

4.2. Click Cancel to cancel as shown in Figure 76.

Figure 76: Save confirmation message box

5. Save result will be displayed at the lower right corner of the screen as shown in Figure 77.

Figure 77: Save result notification
Deleting an e-mail address

Only e-mail addresses added manually by a student user can be deleted. Any e-mail addresses
retrieved from the database cannot be deleted. To delete an e-mail from this section, follow

these steps;

1. Click on the e-mail to be deleted.
2. A delete confirmation message box will appear as shown in Figure 78.
2.1. Click OK to delete the e-mail.

2.2. Click Cancel to cancel the e-mail deletion.
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Figure 78: E-mail deletion confirmation message box
2.4.2 Workflow & Prerequisites

Workflow & Prerequisites is a feature designed for making a research plan. This feature can be
modified into 3 different settings based on the preferences of each educational institution as
follows;
1. For educational institutions that do not require their students to make a research
plan, the Workflow & Prerequisites feature can be disabled and the student users will

not see it on the main menu as shown in Figure 79.

Figure 79: If a research plan is not required, the Workflow & Prerequisites feature can be

disabled

2. For educational institutions that require their students to make a research plan, but it
is not required to be approved by an advisor, student users will not see "Request

approval" on their Workflow & Prerequisites section as shown in Figure 80.
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Figure 80: Workflow & Prerequisites when an approval is not required for a research plan

3. For educational institutions that require their students to make a research plan and it
is required to be approved by an advisor, then student users will see "Request

approval" button on their Workflow & Prerequisites section as shown in .

Figure 81: Workflow & Prerequisites screen when an approval is required for a research plan

The Workflow & Prerequisites feature can be divided into 3 sub-menus as follows;
1. Research Planning
2. Milestones & Prerequisite Documents

3. Approval History
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Figure 82: Sub-menus of Workflow & Prerequisites
2.4.2.1 Research Planning

For educational institutions that require a student’s research plan to be approved by an advisor,
when a student user logs in for the first time, the Request approval button will appear to be grey
as shown in Figure 83 as a main advisor has not been added by the student user. Once an advisor
is added, Request approval will become blue which signifies its active status and the student can

click it the send a request of approval to the advisor as shown in Figure 84.

Figure 83: Request approval button when an advisor’s name is not added
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Figure 84: Request approval button when an advisor’s name has been added

Making a research plan
1. Students can specify the duration for each task by clicking on a color bar then holding it to

move it left or right in order to adjust the time period as shown in Figure 85.

Figure 85: Adjusting the duration for each task

2. Students can add more tasks in addition to the default ones by clicking the plus symbol
(number 1) and selecting the main task that the new task will go under, filling out the task’s
name, and specifying the time period (number 2) before clicking "Save" (number 3) as shown

in Figure 86.
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Figure 86: Adding a new task to a research plan

3. When the new task has been added, it will be displayed as shown in Figure 87.

Figure 87: A newly added task in a research plan

4. The added task can be deleted by double-clicking on the task that you want to delete and

then clicking "Delete" as shown in Figure 88.

Figure 88: Deleting a task in a research plan
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5. A progress percentage can be added by clicking <™ and then dragging it to the desired time
period of a task as shown in Figure 89. After that, a percentage number will be displayed as

shown in Figure 90.

Figure 89: Adding a progress percentage to a task in a research plan

Figure 90: A progress percentage displayed on a task in a research plan

Requesting approval for a research plan
1. Once a student has finished making their research plan and is ready to have it approved by

their advisor, click "Request approval" as shown in Figure 91.

Research Planning | Milestones & Prerequisite Documents ~ Approval History e 3| Request approval m
[} Complete coursework 1-07-2019 730 ‘
[™ Registration1 11-07-2019 1 [

Figure 91: Requesting an approval for a research plan
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2. A confirmation box will appear, click "OK" to confirm the submission as shown in Figure 92.

Figure 92: Confirmation of an approval request.

3. Once a request has been sent to the advisor, "Request approval" button will change to

"Waiting approval" as shown in Figure 93 and the student will receive a copy of approval via

e-mail as shown in Figure 94.

[ Complete coursework
=) £ Thesis Credit Registration

[™ Registrationt

1-072019 730 |

11-07-2019 1 l

Figure 93: Waiting for approval status on the screen

Figure 94: A copy of an approval request sent via e-mail

4. When a student’s research plan has been approved by their advisor, they will receive an e-

mail from the system as shown in Figure 95.
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Figure 95: The notification e-mail for when a research plan has been approved by an advisor

Requesting approval for a revised plan

1. If a student’s research plan has already been approved but there are some revisions made
to the plan, they can send a request for their revised plan to be approved by their advisor

by clicking "Approved (Click to send revise request)" as shown in Figure 96.

Figure 96: Requesting approval for a revised research plan

2. Once a revise request has been sent to the advisor, the student will receive a copy of the

revise request via e-mail as shown in Figure 97.

Figure 97: A copy of revise request sent via e-mail

3. When a student’s revised research plan has been approved by their advisor, they will

receive an e-mail from the system as shown in Figure 98.
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Figure 98: The notification e-mail for a revised research plan approved by an advisor
2.4.2.2 Milestones & Prerequisite Documents

Milestones & Prerequisite Documents is a feature that summarizes the achievement according

to the research plan and can be divided into 3 parts as follows;

1. Part 1: shows the overall achievement of the research plan in the form of a graph as shown
in Figure 99. The example shows that on March 27, 2018, the student was able to complete

about 48.62% of their research, etc.

Figure 99: An example of research plan progress as shown in graph form

2. Part 2: is the overview of task achievement of the research plan which can be divided into
3 states as shown in Figure 100;
2.1. Current - includes on-going tasks.
2.2. Waiting - includes pending tasks that have not been started.

2.3. Achieved - includes completed tasks.
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Figure 100: Overview of task achievement on the research plan

3. Part 3: shows the status of each task in the research plan which can be divided into 3 states
as shown in Figure 101;
3.1. Suspend - is a status indicating that the task has not been started yet.
3.2. On-Going - is a status indicating that the task is currently in-progress.

3.3. Done - is a status indicating that the task has been completed.

Figure 101: Success of work in a thesis preparation plan
2.4.2.3 Approval History

Approval History is a feature that displays the log of the approval requests made.

Research Planning  Milestones & Prerequisite Documents | Approval History

Request #1 &

Advisor: Approved

Type: Planning Approval
Last update: May 6, 2020, 2:56 pm

Request #2 &

Advisor- Approved

Type: Request Revise

Last update: May 6, 2020, 3:10 pm

Figure 102: Approval history screen
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2.4.3 Electronic Form

Electronic Form is a feature used for filling research information where the data is gathered to
create a research document. Electronic Form consists of several forms created using Generate
Template of iThesis Add-in, which will be further explained in iThesis Add-in. Electronic Form
includes 6 sub-menus and an optional Approval History feature as shown in Figure 103;
1. Topic
Committee & Examiner

Abstract

Biography

2

3

4. Acknowledgement
5

6. Template Settings
7

Approval history

Topic | Committee & Examiner Abstract Acknowledgement Biography Template Settings (7]

Topic (TH)

Figure 103: Electronic Form sub-menus

Out of these 6 sub-menus, when a student first starts using iThesis and has not had their proposal
approved yet, the student will only see 4 sub-menus in their user interface; Topic, Committee &
Examiner, Biography, and Template Settings. The remaining 2 menus which are Abstract and

Acknowledgement will appear after the student’s proposal be approved.

Note: Editing any information in all 6 sub-menus after the use of Generate Template, students
will need to Generate Template again for the system to update the information modified in the

web portal into a research document created by the iThesis Add-in.
2.4.3.1 Topic

Topic a sub-menu used for filling in a research topic both in Thai and English. The topic titles

created can be stylized as Italics, subscripts, or superscripts by using the iThesis toolbar.
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Specify a research topic

1. Fillin the information of Thai research topic title in the Topic (TH) field and English research
topic title in the Topic (EN) field as shown in Figure 104.

Topic (TH)
I %, x* T
Topic (EN)
I %, x* T

Figure 104: Thai and English topic titles filling form

2. To stylize a topic in italics, follow these steps;
2.1. Highlight the text that requires italics stylization like number 1 in Figure 105.

2.2. Click on the | : Italic symbol as shown in number 2 in Figure 105.

Figure 105: Italics stylization in a research topic
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3. To add subscripts in a research topic, follow these steps;
3.1. Highlight the text required to be subscript as shown in number 1 in Figure 106.
3.2. Click on the X, : Subscript symbol as shown in number 2 in Figure 106.

Figure 106: Making subscript in a research topic

4. To add superscripts in a research topic, follow these steps;
4.1. Highlight the text required to be superscript as shown in number 1 in Figure 107.

4.2. Click on the X? : Superscript symbol as shown in number 2 in Figure 107.

Figure 107: Making superscript in a research topic

5. If aresearch topic is too long, when using Generate Template function, the topic may appear
to not wrap up on a line properly. To fix this issue, students can edit the topic or change text
wrapping by clicking in front of a word they wish to be on a new line and pressing Shift+Enter

one time to enter the word or the sentence to a new line as shown in Figure 108.
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Figure 108: Entering a new line in a research topic

6. Save changes by clicking the Save as shown in Figure 109.

Figure 109: Saving a research topic

7. A save confirmation message box will appear as shown in Figure 110, click OK.
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Figure 110: Save confirmation message box

8. Save result will be displayed at the bottom right corner of the screen as shown in Figure 111.

Figure 111: Save result notification

Note:

1. After saving the topic titles, the Basic Information sub-menu in Your Profile will display
the information as filled in this Topic section.

2. If the research topic is edited after the use of Generate Template, students will need to
Generate Template again for the system to update the edited information into the

research documents. Generate Template will be further explained in Add-in.
Editing a research topic

To edit a research topic, after the proposal has been approved, a request to edit topic must

be sent to the advisor and the graduate staff via iThesis system as follows;

1. After a research proposal has been approved, there will be no Save button or a topic is
unable to be edited as shown in Figure 112. Go to Request to edit topic at the bottom left
and click on the click here link. A new window will appear for a new topic to be filled as
shown in Figure 113. If your work is in the process of waiting for a draft version to be approved,

the screen will not display the same as shown in this following figure.
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Request to edit topic click here I

Figure 112: Link for requesting a topic edit

Figure 113: Request for edit topic window

2. Specify the new topic that you want to use (number 1), then click the Send Request as shown
in Figure 113. You can stylize the topic in subscript, superscript, or italics, and then click "Send
Request" (number 2).

3. An e-mail requesting the edit of the research topic will be sent to the main advisor, co-advisor

(if any), and the student.
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Figure 114: Example of a topic edit requesting e-mail

4. When the advisor has reviewed the new topic, the approval result will be sent via e-mail to

the staff, advisor, co-advisor (if any), and the student.

Figure 115: Example of an approval result e-mail for a topic edit request

5. After a new topic has been approved by the advisor, another topic edit requesting e-mail
asking for an approval from the faculty committee to have a topic changed will be sent to

the graduate staff, the student, advisor, and co-advisor (if any).
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Figure 116: Example of a topic edit requesting e-mail for the faculty committee

6. When the faculty committee has reviewed the new topic, the approval result will be sent via
e-mail to the staff, advisor, co-advisor (if any), and the student. If approved, the graduate staff

will update the student’s new topic in iThesis system.

Figure 117: Example of an approval result e-mail from the graduate staff

7. After a new topic has been approved and updated on the system by the staff, the student
needs to use Generate Template again in iThesis Add-in and Save to Cloud in order to save

the change in documents in iThesis Web portal.
2.4.3.2 Committee & Examiner

Committee & Examiner is a sub-menu used to fill out the information of the chairman, advisor,
co-advisor, committee member, or the staff of other positions whose names must be included

in a research work.
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Adding a personnel’s information

1. Specify the position of the advisor or the committee member to fill out the information as

shown in Figure 118.

Figure 118: Select the position of the desired individual to fill out information

2. Once a position is chosen, a form for the position will appear. For the advisor form, there will
be fields to fill out an e-mail and a phone number as shown in Figure 119 which will not be

present in a form for personnel of other positions as shown in Figure 120.

To specify an examiner or committee,

please select type of committee, search & select, and enter the details in the form:  Advisor / a1anseTilEnen v

B Advisor / anansefidEnmn
Q, [Search by name in english...

For thai prefix, postfix and fullname:

Abbriviate prefix sequence Name - Surname in Thai

Full prefix sequence Name - Surname in Thai

For english prefix, postfix and fullname:

Abbriviate prefix sequence Name - Surname in English

Full prefix sequence Name - Surname in English

Figure 119: An example of information for an advisor
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Figure 120: An example of information for personnel of co-advisor, chairman, committee

member, or examiner positions

3. As shown in Figure 121, type the first English alphabet initial of the personnel’s name in
number 1 field, then a list of professors whose names start with the letter typed will appear

as shown in number 2, allowing students to choose personnel by clicking on their name.

Figure 121: Searching and selecting a personnel’s name
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4. Fill out the appropriate titles or academic positions in the Prefix field (for both Thai and

English titles such as Assoc., Prof., etc.) or Postfix (for English titles such as Ph.D.) as shown

in Figure 122

To specify an examiner or committee,

please select type of committee, search & select, and enter the details in the form:  Advisor / a7 ansefidSnsn ¥

B advisor / anmnsefiEnen

For thai prefix, postfix and fullname:

Abbriviate prefix sequence sd. A3 =

Full prefix sequence FANEAATIA | AT

. @i

Fa4ANARTIANSH 75.2

For english prefix, postfix and fullname:

Abbriviate prefix sequence Assoc. Prof LS ]

Assoc. Prof. | , Ph.D.

Associate Professor , Ph.D.

Figure 122: Adding name, titles or academic positions of a personnel

5. In the advisor information form, students may fill in the advisor's secondary e-mail (if any)

and the advisor's telephone number as shown in Figure 123.

For english prefix, postfix and fullname:

Abbriviate prefix sequence Assoc. Prof '

" Ph.D
Full prefix sequence Associate P & w Ph.D
Assoc. Prof. daele s B Ph.D.
Associate Professor | 1, Ph.D.
Emaillj p= R LR ] . - Maobile

\ Add/Save committee \

Figure 123: Adding a secondary e-mail and phone number for an advisor
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6. Click the Add/Save Committee to save the information as shown in Figure 124.

For english prefix, postfix and fullname:

Abbriviate prefix sequence Assoc. Prof 'n Ph.D.
Full prefix sequence Associate P b m Ph.D
Assoc. Prof. dawle s BEesy Ph.D.
Associate Professor | , Ph.D.
Email pea g rep- i s—p— Mobile

Add/Save committee -

Figure 124: Adding and saving a personnel’s information

7. Save result will be displayed at the lower right corner of the screen as shown in Figure 125

and in the information section as shown in Figure 126.

Figure 125: Save result notification

To specify an examiner or committes,
please select type of committee, search & select, and enter the details in the form: - Select -- v

B advisor / ananseiiEnuen

Save success

Advisor / anansgilSamn

56, A9 & /| Assoc. Prof. | , Ph.D.
sadddns1ANTEH @9, | [/ Associate Professor Beecms Bdis s, Ph.D.

Figure 126: Information section displaying a save result notification message

Editing personnel information
1. To modify the saved information, click the pencil symbol (Edit) behind the name of the

personnel you want to edit as shown as in Figure 127.
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Figure 127: Editing personnel information

2. Fill in the correct data. Click Save to save the modifications or Cancel Edit to cancel the

editing as shown in the Figure 128.

Figure 128: Information editing confirmation
Deleting personnel information

1. To delete personnel information, click the red trash symbol (Delete) behind the name of the
personnel you want to delete as shown in Figure 129.
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Figure 129: Deleting personnel information

2. A deletion confirmation window will appear as shown in Figure 130. To delete, click OK or if

you do not want to delete, click the Cancel to cancel deletion.

Figure 130: Information deletion confirmation

Completion of the information in Committee & Examiner can be divided into 2 cases which are;

1. For the educational institutions which require the same committee examiners for both

proposal and defense examinations, in this case, if the student has approved their
research proposal, draft version, or complete version, they must submit a request for
revision on iThesis and wait for approval before being able to make any change which
the method will be explained in the Revision & Approval topic.

2. For the educational institutions which require different sets of committee examiners for

proposal and defense examinations, in this case, after students fill out committee

members’ information the first time, they can then edit the list to fill out the names for
their defense examiners by themselves at the Committee & Examiner menu by pressing
the edit button as shown in Figure 131. Click the cross button to delete the original
information and a message pop-up will appear. Students can then add new information

as needed.
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Figure 131: Editing personnel information button

Figure 132: Deleting existing data button

Note: When there is a change made on the advisor or committee members’ names after the use
of Generate Template, students will need to Generate Template again for the system to update
the edited information into the research documents. Generate Template will be further explained

in Add-in.
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2.4.3.3 Abstract

Abstract is a feature used to fill in abstract part of a research study which students must fill in
both Thai and English versions as well as specifying the keywords for their work. Abstract can be

stylized with italics, subscribe, or superscript using the built-in toolbar.

Note: Abstract will be displayed on the menu bar only after the student has their proposal
approved Before having their proposal approved, the Abstract feature will not be displayed.

Filling in an abstract

1. Enter Thai abstract in the Abstract (TH) textbox and English into the Abstract (EN) textbox

as shown in Figure 133.

Abstract (TH)

TATINITALAT “SEUUETFUAan T AN TE g Souasienn pdndarilarnseliae” Wennulroiiinglemduia
affuayun s uzaaglidnussuu nnathaffintas ildldayafignsdaorsaiu wasiimhiauaday aasauunaiionn e
faazthoatuayunisdadulazacduinis alusm unisuinisand funsi Tona 19w FuRSILALTAYE FTUATSHER LASANS
mugun Ty vhiisd i uraasdnsiidssinEawuniai

sEUUEISEULALRaN T AN TE g R Y SnuasirnnNandurilanselaatsenavdaa 7 stuudas 1aud (1) ssrudnmianu
- . . . - - . - . & . -
Unaafiuvaadaya (2) ssuvdan1sdayandn (3) ssuuuinisgnan (4) ssuud Togasuas) ue (5) ssuuadiuasiata (6) SrUUHER

KEYWORD (TH) AL ISR ADD

Abstract (EN)

Management Information System for Canned Fish Product Research and Development Business was developed with
the objective to provide related users’ operation with proper information and can support executive decision making for
customer service, research and planning, inventory and purchasing, production and controlling operations correctly, as
well as the operations of the organization is enhanced.

Management Information System for Canned Fish Product Research and Development Business composes of seven
sub-systems which are (1) Security System (2) Master Data System (3) Customer Service System (4) Research and

KEYWORD (EN)  KEYWORL ADD

research canned fish business

Figure 133: Abstract filling form
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2. To stylize words in the abstract in italics, follow these steps;
2.1. Highlight the text that requires italics stylization like number 1 in Figure 134.

2.2. Click on the | : Italic symbol as shown in number 2 in Figure 134.

Figure 134: Italics stylization in an abstract

3. To add subscripts in an abstract, follow these steps;
3.1. Highlight the text required to be subscript as shown in number 1 in Figure 135.
3.2. Click on the X, : Subscript symbol as shown in number 2 in Figure 135.

Figure 135: Making subscript in an abstract

4. To add superscripts in an abstract, follow these steps;
4.1. Highlight the text required to be superscript as shown in number 1 in Figure 136.

4.2. Click on the X? : Superscript symbol as shown in number 2 in Figure 136.
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Figure 136: Making superscript in an abstract

5. To start a new paragraph, follow these steps

5.1. To start a new paragraph starting from the word "results", click in front of the word
"results" to place the cursor as shown in Figure 137.

Abstract (TH)  spqusyaad vinnsdnmrdiudsana q Ailnasdanssnumsdaasiewidamdamal G

= . . - - - - -
Hlunsanumsiusswiwadgwsadauiuuauns e salssnaudis aungi, @
L, 1@ drsidunadnaunsTlRAUnaARsaiAY waEAIsIlFASEmAnuus AT

- L mmmam Usenausie Andiusewinwadnsaiausa
waunslusdaus 1.0 fa 0 &1 0 da 1.0 Wwmingu 20 nfu aungfilunininliasen o
380 — 430 asmsaviog Anusundalalasiau 30 — 60 115 nanlunsvind§asen 30

Figure 137: Abstract before entering of a new paragraph

5.2. Press Enter once, then all the information from the word "results" will be in a new

paragraph as shown in Figure 138.

Abstract (TH) Tnalszaad vinsAnmEulssg Afnaransumsdasiewidamdana:
dunssinumssmsniamadvsatauduwaunslud dalssnausie aamgil, AU
FU, AN drsidnaInaunsTlEAAUWaAWsaiAY warfusnlFAStmanuua ATy
3 unaalfAtenddadu Ahinadufasaruasndnduriuazaas

ﬂsvnauﬁﬁﬁam
wamsﬁnm TunsAgedninanasfiulssn q MasnanadanarnaInaniariuay

Fiae Ustnaueiz dndustninwaansaviausawauns’led
gausi 1.0 sia 0 &9 0 i 1.0 Wmingau 20 Asu aamadlunsvinl§asen 380 — 430

o

Figure 138: Abstract after entering of a new paragraph

6. Save the changes by clicking Save.
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1. Add Thai keywords in the KEYWORD (TH) field and English keywords in the KEYWORD (EN)

field as shown in Figure 139.

Figure 139: Thai and English keyword fields

2. After typing the keywords in the fields, click Add to add the keywords as shown in Figure

140. Type one keyword at a time and click Add before typing the next keyword.

KEYWORD (TH)

UVIARE

Figure 140: Adding a keyword

3. After clicking Add, the added keyword will appear below the empty field as shown in

Figure 141.

KEYWORD (TH)

UVIAREa

Figure 141: A successfully added keyword
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4. To delete a keyword, click the cross symbol behind the keyword that you want to delete
as shown in Figure 142, then click OK to confirm or Cancel to cancel the deleting action

as shown in Figure 143.

KEYWORD (TH) m

umﬁmﬂ'D asdiouinaiiwusidnnsatiing

Figure 142: Deleting a keyword

Figure 143: Keyword deletion confirmation

5. Save the changes by clicking Save. A notification box for changed information will appear
to inform students that it is necessary to create a new Generate Template to update the

information into their research form as shown in Figure 144.

Figure 144: A notification informing that Generate Template must be used after a data change

Note:

1. When there is a change made on abstract information after the use of Generate Template,
students will need to Generate Template again for the system to update the edited
information into the research documents. Generate Template will be further explained in

Add-in.
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2. In the Thai Keyword field, both Thai and English terms can be used. In the English Keyword

field, only English terms can be used.
2.4.3.4 Acknowledgement

Acknowledgment is a feature used for filling in a message that mentions related work and
expressions of gratitude to the relevant persons for their various assistance. The Acknowledgment
form is different from the Topic and Abstract forms as it does not include a toolbar with tools

for italics, subscript, or superscript.
Adding an Acknowledgement

1. Fillin the acknowledgment passage in the text box under Acknowledgment text as shown

in Figure 145.

Topic Committee & Examiner Abstract | Acknowledgement | Biography Template Settings

Acknowledgement text

Figure 145: Acknowledgment text form

2. To start a new paragraph, follow these steps
2.1. To start a new paragraph starting from the words "Thank you", click in front of the

words "Thank you" to place the cursor as shown in Figure 146.
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Acknowledgement text

fvFmarauwssan illamansasges. dsr milasdu arasdilEnrineiinus Mdsdarnaiwarhomaaluns TS duusin
fvdeaanszaznangin e plavaufisraadiomans st sasmans1ansd as nidd @ilhed al agson Usisunssunisaauinaifivug

e - - c = K
vinlwinafiwusifisnugnealazauy ufaininiu

Figure 146: Acknowledgement before entering of a new paragraph

2.2. Press Enter once, then all the information from the words "Thank you" will be in

a new paragraph as shown in Figure 147.

Acknowledgement text

fmETanauwsEan gioddansiasd a5 35y milasdu avasdimlEamineiinug MidsdatnaiuarihomdalunsianEas duunin
s, Sl AN 1SANE
e daRs1asd saddansasd es iR w@iied o assen dsrsunssunisdavineiivug gihodaasiansd eswnin fsue

Figure 147: Acknowledgement after entering of a new paragraph
3. Save the changes by clicking Save.
Note:

1. Acknowledgment must be in the language of the research. For instance, for a research
work written in Thai, the acknowledgment must also be in Thai. If a student has chosen
to write a research work in English, the acknowledgment must also be in English.

2. When there is a change made in Acknowledgement after the use of Generate Template,
students will need to Generate Template again for the system to update the edited
information into the research documents. Generate Template will be further explained in

Add-in.
2.4.3.5 Biography

Biography is a feature used for filling in biographical information of the author or the student who
writes a research work. iThesis includes 2 forms for filling out the biographic data: profile

information form and the CV form.
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Filling biography using the profile information form

1. Fillin the biography of the writer on the form as shown in Figure 148.

Figure 148: Profile information form

2. Complete all the fields, then click Save to save the filled information.

3. When you use Generate Template function from the iThesis Add-in, a biography page will

be displayed as shown in Figure 149.
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Figure 149: A created biography page from the profile information form
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Note: When there is a change made to the biography after the use of Generate Template,
students will need to Generate Template again for the system to update the edited information

into the research documents. Generate Template will be further explained in Add-in.
2.4.3.6 Template Settings

Template Settings is a sub-menu for settings languages, font styles, and text sizes for the research

document.
Template Settings

1. Select the language and font style to be used in the research composing as shown in Figure

150.

Figure 150: Language and font settings for a research document

2. Select the font size for each page of the research document as shown in Figure 151. The
pages that font sizes can be set for include;
2.1. Committee approval page
2.2. Thai Abstract page
2.3. English Abstract page
2.4. Acknowledgments page
2.5. Biography page
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Figure 151: Setting the font size in a research document

3. Select the settings of the lists of tables and figures as shown in Figure 152 and Figure 153.

Figure 152: Settings for the list of tables and the list of figures

Figure 153: Settings for the list of tables and the list of figures

4. Click Save to save the settings as shown in Figure 154.
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Figure 154: Saving Template Settings

Note: When there is a change in Temple Settings after the use of Generate Template, students
will need to Generate Template again for the system to update the edited information into the

research documents. Generate Template will be further explained in Add-in.
2.4.3.7 Approval history

Approval History is a feature in the Approval Status section. This feature records an approval log
for a proposal, a draft version, and a complete version of a research work. Students can also

check their approval status or wait for approval using this feature.

When a student logs in for the first time and has not received any approval, the Approval History
screen will be displayed as shown in Figure 155. To minimize the screen, click the minus symbol

as shown in Figure 156.
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Figure 155: Approval Status at the first login

Figure 156: Approval Status when minimized

When a student’s work has been approved, the Approval History will be displayed under the

Approval Status section as shown in Figure 157.

Figure 157: Approval Status menu showing approvals for a student’s work
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2.4.4 Revision & Approval

After a student has filled out the information on the web portal in the 2 aforementioned sections,
the next steps are creating a proposal, a draft version, and a complete version of their research
work which can be done via the use of iThesis Add-in. A proposal, a draft, or a complete research
are created and then saved to the web portal using the option called “Save to Cloud” in iThesis

Add-in. For details on the use of the iThesis Add-in, see iThesis Add-in topic.

Revision & Approval is a feature used to display the list of proposals, draft versions, and complete
versions saved via iThesis Add-in on Microsoft Word to send them to their advisor for the approval
process. The submissions of work can be divided into 5 categories, namely;

1. Proposal Submission

2. Revised Proposal Submission

3. Draft Version Submission

4. Complete Version Submission

5

Revised Complete Version Submission

For some educational institutions, not all 5 submission categories are required. For example,
some educational institutions do not require their students to submit a proposal for their
independent study, therefore, students who do an independent study will not have to go through
Proposal Submission and Revised Proposal Submission steps. Some educational institutions do
not require their students to send a draft version, so their students do not need to follow the

Draft Version Submission step, etc.

When a student uses the Revision & Approval feature for the first time, there will be a pop-up
window on their web portal as shown in Figure 158, which is the LaTax submit form textbox
requesting the student user to use LaTex program to create a research document file and then

upload it to the web portal.
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Uploading files using LaTex program

1. Click click here on the textbox as shown in Figure 159.

Oops, THERE ISN'T A DOCUMENT YET

Create one and tell advisor for your progress, click here if you use
Microsoft Word to write your document.

If you v mywrite your dissertation, thesis or independent study,
pleass E o help you to prepare the latex compilation on the

system.

Figure 159: A message box prompts to upload a file from LaTex

2. Click Choose file to select the file you want to upload as shown in Figure 160.
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Figure 160: Choose a file from LaTex to upload

3. Click Upload & Compile to upload file to the web portal as shown in Figure 161.

Figure 161: Uploading the file from LaTex

Note:
1. When a LaTex file has been successfully uploaded via the LaTex submit form for the first
time, a notification message will appear at the top of the Revision section.
2. Files uploaded via the LaTeX submit form must be compressed into 1 file in .zip, .tar, .z

or .tar.gz only.
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3. Files uploaded via the LaTeX submit form must have the main.tex file (case sensitive)

inside as shown in Figure 162.

-

MName Size Packed Type
e Fiefoder |
|| CHANGELOG 445 306 File
| | COPYING 19,110 6,390 File
5| green.png 67,536 67 536 PG File
Eﬁfmain.ta ag2 536 LaTex dncumentl
* myacronyms.tex 487 315 LaTeX document
= myrefs.bib 3,460 1,639 BibTeX Database
| | README 1,530 762 File
T cample-abstract tex 411 258 LaTeX document
' cample-appen-manual.tex 103 103 LaTeX document
T cample-appen-try.tex 52 52 LlaTeX document
T cample-chap-dumpny.tex 169 159 LaTeX document
" cample- chap-intro.tex 1,440 686 LaTeX document
%% school.png 60,873 60,873 PNGFile
= umalayathesis.cls 13,714 4888 LaTeX Class
'@umalayathesis—manual.pdf 583,392 589,193 Adobe Acrobat D...

Figure 162: An example of files compressed in a LaTex project file

Checking page margins from PDF files

Before submitting a document file to be revised by the advisor, a student can use iThesis’s margin
detector to check the margins of the PDF files created on iThesis after using the “save to cloud”

function on Add-in. To check a file’s margins, follow these steps;

1. Select the research file you want to submit for an approval, then the margin detector will

appear at the bottom right corner on the Details of Revision screen.
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Figure 1: An example the margin detector use

2. The selected file will be checked for its margin sizes before being submitted to the advisor.
3. If one of the pages exceeds the margins, a warning notification pop-up will be displayed.

A result file from the margin detector will be attached with the document file.
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Figure 163: An example of a failed margin detection notification and an attached result file

4. The details from the margin detection can be checked by clicking on the resul file’s icon.
On the file, red lines will be used to mark the exceeding parts of the pages along with

the details such as the page numbers and the locations of the exceeded margins of the

detected pages.
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Figure 164: An example of margin detection’s result
2.4.4.1 Submitting a proposal

To submit a proposal document to be revised by the advisor, follow these steps;

1. Click Revision & Approval

2. Click on a file to select it for submission. The proposal file that can be submitted for revision
must be the version that has already passed plagiarism detection. Once the file is selected,
the details of the file will be displayed in the Details of Revision panel as shown in Figure

165.
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Figure 165: List of several versions of a research proposal

3. The Details of Revision panel as shown in Figure 163 is divided into 3 sections as follows;
3.1. File details: In this section, the details on a file’s properties will be displayed including;

1. PDF file size

2. DOCKX file size

3. Number of pages

4. Number of images

5. PowerPoint file download: All images in the submitted proposal file will be
extracted and put into a .PPTX file for students to download by clicking on
"PPTX" as shown in Figure 166 to save the PowerPoint file for presentation use
as shown in Figure 167. An example of the downloaded PowerPoint

presentation file is shown in Figure 168.

Figure 166: Details of Revision and PPTX downloading option
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Figure 167: Download a PPTX presentation file

Figure 168: An example of downloaded PowerPoint presentation file

3.2. Messages: Students can send messages to the advisor which will be attached on the

Details of Revision panel as shown in Figure 169.
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3.3. Attachment: Students can attach additional files to the Details of Revision panel by

clicking Choose Files, then select the file to be attached as shown in Figure 170. The

selected files will then appear. To delete a file, click the cross symbol as shown in Figure

171.
€ Open x
&« v » This PC » Desktop @ M= ® &% v U | Search New folder P
Organize = New folder = o @
= ~ Name ~ Date Type Size ™
- an
| | ] | | | .
I - -
a
2 "
- ] _
o Creative Cloud Filt o s oo
e &) S_ 14942223 26/04/2017 13:47 JPG File I
&* Dropbox F]
& OneDrive - Rl s
| L - ] _
& This PC B .
¥ Network s >
File name: |S__14942223 V‘ All Files ™

Figure 170: Adding other attachments in the Details of Revision panel
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Figure 171: An attached file and its delete button

3.4. Click Save Proposal to send a proposal file to the advisor as shown in Figure 172.

Figure 172: Confirming submission of a proposal to be revised
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4. A confirmation message box for the submission will be displayed. To confirm, click OK as

shown in Figure 173.

Figure 173: Message box confirming a proposal submission

5. After confirming the proposal’s submission, the submitted file will be displayed at the top of
the list with the message (PENDING) PROPOSAL, which means that the revision request for
the file has now been submitted to the advisor and it is awaiting the revision result from the

advisor, as shown in Figure 174.

Figure 174: The web portal screen after a proposal revision request has been submitted

The proposal sent for the advisor to review will be made into 3 files, as shown in Figure
175, which are a .DOCX, a .PDF, and a .PDF that supports annotation from the advisor but

not from the student user as shown in Figure 176.
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Figure 175: The proposal files when a request for revision has been sent

Figure 176: An annotation-supported proposal file

An e-mail requesting approval of the proposal will be sent to the advisor, the co-advisor

(if any), and student as shown in Table 1.

[ Yo

a6y K3u Velih

1 21971587USnwuan (Advisor) YaAMULTIUEDUIATITI NN LS /A TaNUS

2 | 9719715971US N9 (Co-advisor) | vamnuiusaulasas1ine dnus/a1sanus @)

U =

3 | fasdndnwn (Student) 9ANULTUTDULATITIAINETINUS /a5 TnusS (F1Lun)

Table 1: E-mails sent for the proposal approval request

Note: The e-mail subject and e-mail content format can vary depending on each educational

institution.
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Figure 177: Example of an e-mail requesting revision of a proposal

6. When the advisor has reviewed the proposal, the revision result will be sent via e-mail to the

advisor, co-advisor (if any), and the student as shown in Table 2.

% Yo L4 v
AU K3u etin)
1 21971587NUSnwman (Advisor) NANISAATUNATITIINGITNUS /A TANUS (97191567
J3nw)

2 21971597U3n®1571 (Co-advisor) | Han1sANsaNIASISIINGITNUS/AN5TNUS (@)

3 PantnAnw" (Student) NANTISANTUNATITIINGITNUS/ANSANUS (WnFEnw®I)

Table 2: E-mail sent for the proposal revision result

Note: The e-mail subject and e-mail content format can vary depending on each educational

institution.

Figure 178: Example of a revision result e-mail for a proposal
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If the advisor does not approve of the proposal, the student must edit their proposal as

instructed by their advisor before submitting another request for proposal revision. If the
advisor has added comments to a PDF file that supports annotation, the student can click
the PDF annotation, then click on the text displayed on the annotation panel to see a

comment attached to the part.

Figure 179: Example of a disapproved proposal

Figure 180: Example of the annotation panel and an advisor’s comment

7. After the proposal has been approved by the advisor, another requesting e-mail asking for an
approval for the proposal from the faculty committee will be sent to the graduate staff, the

student, advisor, and co-advisor (if any) as in Table 3.
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a6y K3u ki

1 | e19158UInwmdn (Advisor) YoRUNAlATITIINE NI/ /A sinusIInAuY
NITUMTUIMIARLE (9191568 NW)

2 | ennsdiiuinwsi (Co-advisor) | vopusiAlassndineniinus/asinusanans
NIINMTUIMIANY (2191567USNW9a)

3 | H@nddnAnw (Student) YoRuNAlATITIINE NS/ /A sinusIInAuY
n3suMsUIMsANE (§udnfinw)

a | Ewihiitudiednw YoRUNALATITIINETINUS/an sinusIINAMY

(Graduate Staff)

AFFUNITUSMTARE (LAT1NTNN)

Table 3: Sent e-mails for a faculty committee proposal approval request

Note: The e-mail subject and e-mail content format can vary depending on each educational

institution.

Figure 181: Example of an e-mail requesting proposal approval from the faculty committee
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the faculty committee, the result will be sent via e-mail to the graduate staff, advisor, co-
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o % Yo L% v
Ay B¥u %798
1 2197159NUS nwman NANTISAANTULATITIINYIRNUS /AN TANUTININANE

(Advisor)

ASIUNITUSTAME (81971599UTN1w)

2 | 91971599US w15

(Co-advisor)

NANTISAAITUNATITIINGITNUS /AN STNUSIINAE

ATFUNITUSMNTALE (8191587UTNWN5IU)

Y

3 PantnAnw (Student)

NANTISAANTUATITIINYIRNUS /AN TANUTINNANE

ASIUNNSUSMNTAE (UNANW)

i WALV URAA AN

(Graduate Staff)

NANTISAAITUNATITIINGITNUS /AN SANUSINAE

AFFUNITUSMTAREY (LA1NTNN)

Table 4: Faculty committee proposal approval result e-mails

Note: The e-mail subject and e-mail content format can vary depending on each educational

institution.

Figure 182: Example of a faculty committee proposal approval result e-mail

Once approved, the document status will change from (PENDING) PROPOSAL to

PROPOSAL with a green correction symbol as shown in Figure 183.
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Figure 183: The web portal screen after a proposal has been approved

Note: Some educational institutions do not require students who do an independent study to
submit a proposal for their research work. Therefore, there will not be a feature for Proposal
Submission on their user interface, but Draft Version Submission and Complete Version

Submission only. Features may vary depending each educational institution’s policies.
2.4.4.2 Editing a proposal

After a student’s proposal has been approved, if the student wants to edit the submitted

proposal, follow these steps;

1. Click Revision & Approval, then click to select the edited proposal file you want to use. The
Details of Revision panel will be displayed on the right on the Revision & Approval screen.

2. At the message "Change proposal details (topic, advisor or examiners). Please click here to
make an agreement request to advisor', click on the click here link (humber 2) that appears
above the Save as DRAFT VERSION button as in the shown in Figure 184 (or if the educational
institution does not require a draft version submission, the displayed button will instead be

displayed as Save as COMPLETE VERSION).
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Figure 184: Requesting change on proposal details

3. A confirmation message box to proceed with the request for change will appear. To proceed
click OK or click Cancel to cancel. If confirmed, an e-mail requesting change of proposal

details will be sent to the advisor, the co-advisor (if any), and student.

Figure 185: Change of proposal details confirmation message box

Figure 186: Example of an e-mail requesting change of proposal details
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[ Yo

aAneu KU %290

1 21971587NUSnwman (Advisor) 2awN U lATITIANRNUS/AN5TNUS (219159NUSNwN)

2 | 919715991USnw99u (Co-advisor) | vaunbulasessinendnus/a15anus @un: 9191569

U3nw1594)
3 | 93ndnAnw (Student) awN IATITIANRNUS/AN5TNUS (@ UndEnw)
4 | W AvuRe AN awN U lATITANRNUS/AN5TNUS(LUTNN)

(Graduate Staff)

Table 5: E-mails sent for change of proposal details request

Note: The e-mail subject and e-mail content format can vary depending on each educational

institution.

4. When the advisor has reviewed the change, the student will receive a revision result e-mail.

Figure 187: Example of the advisor proposal approval result e-mail

[ L

a6y KU Wt

1 oNsETUSnwvan nansRarsaudlulnsesivendinus/asinug (2191567
(Advisor) Usnw)

2 | 9n9nsdfivinewnsan nan1siarsanilalnsedivendnus/asinug (2191587
(Co-advisor) USnNw151)

3 | d@nin@nen (Student) NANISATIWA MIATISIINGTTNUS/A15TNUS (UnAnwn)

4 | @ divadindn nansRarsanAlelnsessivendnus/asinug (Emid)
(Graduate Staff)

Table 6: Advisor proposal approval result e-mails
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Note: The e-mail subject and e-mail content format can vary depending on each educational

institution.
2.4.4.3 Editing a research topic

Once a proposal has been approved, the research topic on the Topic section and the information
of advisor, committee, and examiner on the Committee & Examiner section can no longer be

changed. Figure 188 shows an example of Topic section without a Save option.

Figure 188: Topic feature after a proposal has been approved
In this case, to edit the topic a request must be made as follows;

1. Go to Electronic Form and click Topic.
2. Below the topic textboxes, go to Request to edit topic at the bottom left and click on the

click here link as shown in Figure 189.
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Figure 189: Link for requesting a topic edit

3. A new window will appear, fill out the required Thai topic title in the New topic (TH) box and
the English topic title the New topic (EN) box. Then, click the Send Request to send a request
to edit topic to the advisor and the graduate staff.
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Figure 190: Request for edit topic window

4. An e-mail requesting approval for a topic edit from the advisor will be sent.

Figure 191: Example of a topic edit requesting e-mail
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o w Yo

aAneu KU %290

1 21971587NUSnwman (Advisor) YN ITDINGANUS/A15TNUS (8131587USNY1)

2 | 91971599USnw1998 (Co-advisor) | vaunbuiitedngdnwus/a15anus @wun: 9191569

U3nw1594)
3 PamunAnwn (Student) YN TN ANUS/a15TNuUS @0 Wnfinw)
4 | W AvuRe AN YN LT INGNTANUS/ANSANUS(LINNATNT)

(Graduate Staff)

Table 7: E-mails sent for a topic edit request

Note: The e-mail subject and e-mail content format can vary depending on each educational

institution.

5. When the advisor has reviewed the new topic, the revision result will be sent via e-mail to

the student.

Figure 192: Example of the advisor topic edit approval result e-mail
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o % Yo L% v
Ay B¥u %798
1 2197159NUS nwman NANNSNATUILA LT INEN TN US/a15TnUS (9191589

(Advisor)

USnw)

2 | 91971599US w15

(Co-advisor)

NANNSNITUILA LTINS TN US/A@N5TNUS (§7191589UT NN

571)

3 PantnAnwn (Student)

NANNSNATUILA LT AINE AN US/a15Tnus (n@Enwn)

i WALV UAN AN

(Graduate Staff)

NANTISAANTUILALIIIVOINGITNUS /A TANUS (A1MUNNA)

Table 8: Advisor topic edit approval result e-mails

Note: The e-mail subject and e-mail content format can vary depending on each educational

institution.

6. After the topic has been edited, students will need to Generate Template again in iThesis

Add-in and then Save to Cloud to update the edited information into the web portal.

2.4.4.4 Submitting a draft version

Several educational institutions require their students to submit a draft version of their research

to be reviewed and approved first before their defense examination and submission of their

complete research. To submit a draft version, follow these steps;

1. Save the draft document via iThesis Add-in (using Save to Cloud).

2. Click on the Check Plagiarism Detection button which is connected to Akarawisut system, to

have the document automatically checked for the plagiarism, which may take a long time

depending on the checking queues.
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Figure 193: Checking for plagiarism using Akarawisut system

3. When the checking process is finished, the detected plagiarism will be shown in % of similarity

which when clicked, Plagiarism Checking Report will be open for more details.

Figure 194: Akarawisut’s Plagiarism Checking Report page

4. Click to select the draft document for submitting as a draft version and click Save as DRAFT
VERSION as shown in Figure 195. Sending additional files or messages is also possible in the

same way as in submitting a proposal.
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Figure 195: Confirmation of submission of a draft version

5. Arequest for revision will be sent to the advisor and the submitted file will be displayed at

the top of the list with the message (PENDING) DRAFT while waiting for an approval result

from the advisor as shown in Figure 196.

Revision & Status

+ To submit your latex file, please compress all neccessary files as ZIP, TAR, TAR.GZ or GZ. Click help icon @ to

(PENDING) DRAFT - Quality of life of people living in Semi-urban areas in Thailand B B
Plagiarism Detection 0.00%

@ PROPOSAL - Quality of life of people living in Semi-urban areas in Thailand BB
Plagiarism Detection 0.00%

Figure 196: The web portal screen after a revision request for a draft version has been

submitted

An e-mail request for draft version revision will be sent to the advisor, co-advisor (if any),

and the student as shown in Table 9.
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o Yo

aAneu KU %290

1 21971587USnwman (Advisor) YOANULTIUTDUINGTNUS/a1sTnusatiusng (81971569

J3nw)

2 | 91919991USnw19u (Co-advisor) | vamnuiuYauIngtnus/a1stnusatiugng @un:

2191597USN®157W)

Y

3 JaminAnwn (Student) YOANUTIUYRUINGTNUS /a1 sTnusatuIe @wun:

CY

1UNAN®EN)

Table 9: Sent e-mails of a request for draft version revision

Note: The e-mail subject and e-mail content format can vary depending on each educational

institution.

Figure 197: Example of a draft version revision request e-mail

6. When a draft version has been revised by the advisor, an approval result e-mail will be sent

to the advisor, co-advisor (if any), and the student as shown as in Table 10.
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o Yo

aAneu KU %290

1 21971587USnwman (Advisor) NANNSNATUNINNTNUS/asTnusatusne (97197589

J3nw)

2 | #197158991U5nw1570 (Co-advisor) | Han1sHansanInentnus/a1sanusatusig (@un:

2191597USN®157W)

Y

3 | 93ndnAnw (Student) NANNSNANTUINTNUS/a5Tnusatusne (@wun:

CY

1UNAN®EN)

Table 10: Sent e-mails of approval result for a draft version

Note: The e-mail subject and e-mail content format can vary depending on each educational

institution.

Figure 198: Example of a draft version approval result e-mail

Once approved, the document status will change from (PENDING) DRAFT to DRAFT with

a green correction symbol as shown in Figure 199.
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Figure 199: The web portal screen after a draft version has been approved

2.4.4.5 Submitting a complete version

When a student has passed their defense examination and is ready to submit the complete

version of their research, the required data must be filled in the Report Data section before
submitting. Without filling out the data in Report Data, the student will not be allowed to submit

a complete version. To submit a complete version, do as follows;

1. Save the complete version document via iThesis Add-in (using Save to Cloud).

2. Click on the Check Plagiarism Detection button which is connected to Akarawisut system, to
have the document automatically checked for the plagiarism. This may take a long time
depending on the checking queues. More details can be seen in Plagiarism Checking Report.

3. After filling out the information in the Report Data section, select the document to be
submitted as the complete version, then click Save as COMPLETE VERSION. Sending additional

files or messages is also possible as shown in Figure 200.
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Figure 200: Submitting a complete version

Note: If the required information has not been filled in the Report Data section, a notification

pop-up with the message: Please complete the form on "REPORT DATA" menu will appear.

Figure 201: Notification for Report Data form to be completed

4. A request for the advisor’s revision will be sent and the submitted file will be displayed at
the top of the list with the message (PENDING) COMPLETE while it is awaiting the approval

result from the advisor as shown in Figure 202.
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Figure 202: The web portal screen after a revision request for a complete version has been

submitted

A request for revision will be sent to the advisor, co-advisor (if any), and the student as

shown as in Table 11.

o/

U

)]
-
ho)
c
e

o Y
%3UD

1 219715897USnwman (Advisor)

YoANUNYTeUINg Inus/amsinusatuauysel

(1971587US )

2 | 9191599USnw197u (Co-advisor)

vopNuYeUInendnus/asinusatuauysal (dwwn:

el ¢ '
9137158NUNW15U)

3 PantnAnw" (Student)

YoANNNTeUINeNdnus/asinusatuauysal (@wun:

CY

UNAN®WN)

Table 11: Sent e-mails of a request for complete version revision

Note: The e-mail subject and e-mail content format can vary depending on each educational

institution.
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Figure 203: Example of a complete version revision request e-mail

5. After being revised, an approval result e-mail will be sent to the student, advisor, and co-

advisor (if any) as shown as in Table 12.

o w Yo T
a1y K3u We
1 | e3dnUInwman (Advisor) HANTAsUINeTnus/astinusatuauysal (813156
snw)
2 | emnsdnuinwsau (Co-advisor) | nan1siansaniveiinus/asinusatuauysal (duun:
cal e ]
971913UNUINEI3)
3 | d@mdnAnw (Student) HANIAIUINednus/astinusatuanysal (@uwn:

CY

UNAN®WN)

Table 12: Sent e-mails of approval result for a complete version

Note: The e-mail subject and e-mail content format can vary depending on each educational

institution.

Figure 204: Example of a complete version approval result e-mail
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If the advisor has disapproved of the complete version, the status of the document will
change from (PENDING) COMPLETE to COMPLETE with a warning symbol. If the advisor
has attached a file created with iThesis Add-in, it can be downloaded by clicking on the
file name as shown in Figure 205. A student can make changes to the downloaded file,

then use Save to Cloud feature to save it on the web portal.

Figure 205: The web portal screen after a complete version has not been approved

Once approved, the document status will change from (PENDING) COMPLETE to
COMPLETE with a green correct symbol as shown in Figure 206.

Figure 206: The web portal screen after a complete version has been approved
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2.4.4.6 Revising a complete version

After the complete version has been approved by the advisor, the Revise Completed Version
feature will be displayed in Revision & Approval. To revise the complete version, a request must

be made as shown in Figure 207.

Figure 207: Requesting to revise a complete version form

1. Go to Revision & Approval
2. Click Revise Completed Version
3. Fill out the details in the request to revise complete version form, including;
3.1. Page numbers where revision will be made
3.2. Reason for revision
3.3. Expected date of completion
4. Click Submit Request to send the request to the advisor.
5. A request to revise the complete version will be sent to the advisor, co-advisor (if any), and

the student as shown as in Table 13.

A0U SU 9270

e

1 919159NUSnwmian (Advisor) voun luinenfinus/asinusaduauysal (9191587

Usnw)

2 | esdnuinwsau (Co-advisor) | veunlvingniinus/asinusatuauysal (Fuu: 813156

NUSnw1593)

U =

3 | fasdnAnw (Student) voun luinenfinug/ansinusaduanysel ndnw)

Table 13: Sent e-mails of a request to revise a complete version
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Note: The e-mail subject and e-mail content format can vary depending on each educational

institution.

Figure 208: Example of an e-mail requesting to revise a complete revision

5.1. If disapproved, the complete version will not be cancelled, but the disapproved request

to revise will be displayed in iThesis as shown in Figure 209.

Figure 209: Request history and a disapproved request to revise complete version

5.2. If approved, an approval result e-mail will be sent to the graduate staff to notify that the
submitted complete version is to be revised and to further request an approval to revise

from the staff as shown as in Table 14.
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[ Yo o Y
A1y K¥u Wade
1 | Wwihndadiedng vawNluIneinus/astinusatuauysal (Amti)

(Graduate Staff)

Table 14: Sent e-mails of request to revise complete version for the graduate staff

After the graduate staff have approved the request to revise the complete version, the
result e-mail will be sent to the student, advisor, co-advisor (if any) as shown as in Table

15.

[ Yo

a6y K3u Velih

1| em3dnUInwman (Advisor) HaN13RANTANNITHALYINetnus/asinusaduanysal

(1158 USnw)

cal = ] . a a a s a s o ¢
2 9191589NU3n¥1339U (Co-advisor) Naﬂqﬁ/\l"iﬂﬁmr}ﬂ']iLLfgﬂGU'JV]EJ’]UWUﬁ/a']THWUﬁQUUaNHim

(@1 919159NUINWN9W)

3 | d@mdnAnw (Student) HaN13RANTINISUA LY INednus/asinusaduanysal

(@ Un@Enwn)

Table 15: Sent e-mails of the graduate staff’s approval result to revise complete version

Note: The e-mail subject and e-mail content format can vary depending on each educational

institution.

Figure 210: Example of complete version revision approval e-mail
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6. When both the advisor and the graduate staff have approved the request to revise the
complete version, the originally approved complete version will be cancelled from the
system along with the file marked with COMPLETE and a green correction symbol.

7. When the student has finished editing the revised complete version, use Save to Cloud in

iThesis Add-in to save it to the web portal and re-submit the complete version.
2.4.5 Report Data
Report Data is a feature for students to fill in data before submitting their complete version on

iThesis. It can be divided into 3 sub-menus as shown in Figure 211.

1. After Defense (information to be completed after the defense examination)
2. Research Mapping (types of research)

3. Publications (published journals, articles, or other documents)

Figure 211: Report Data and sub-menus

Note: For some educational institutions, the After Defense and Research Mapping features will
not be displayed to student users as advisors are assigned to fill in the information in these

sections. Only the Publications sub-menu will be available for students to fill in.
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After Defense is a feature for students to fill out required information after having their defense

examination and to specify their publication details. It can be divided into 3 sections as shown

in Figure 212.

After Defense | Research Mapping  Publications

Plagiarism Detection: Percentage of similarity from Akarawisut

Totally agree : 1029 %

Evaluation

® Very Good © Good © Passed O Not Passed

Dissemination through electronic media, publication, radio and television media

VY TIIIANTTUNITANST UALANIWIAUZNT I UsTITY POF 1185 ana. wiaunilugiuzaya lun 75ﬁ7fwﬂ7m7aﬂamifmnre

MTLALUNTTIE TS 3T 1589 HAYMAN TN TWUEHDN T U
o

® Allowed
Not Allowed to YYYY-MM-DD

Dissemination of full document on a website

ATTEHUNT TN TS R 1sasdayaaIne iwussay e u Sty B AN IMSAAE uasaNanIRANI e i uEYiTY POF s ana. wibuilugutaya lun1sa s1amsaeasnissansmuaa

® Allowed
Not Allowed to YYYY-MM-DD

Figure 212: Sections on the After Defense screen

1. Plagiarism Detection — displays the percentage of plagiarism that may be found in the
work, which can be divided into;
1.1 Turnitin Detection: Students must manually specify the percentage of plagiarism
detected with Turnitin program and attach the detection report file in .PDF.

Students who write their research work in English, their work must be checked

with Turnitin. However, detection of plagiarism with Turnitin program can be

determined by each educational institution to suit their policies.

1.2 Akarawisut Detection: Students do not need to put in the data as the detection

result will be automatically retrieved.

2. Evaluation - displays the evaluation result the student’s defense examination as Very

Good, Good, Passed, or Not Passed. A student must specify the result they have received

from the examination.

3. Dissemination — manages dissertation options for the students’ work. A student can

choose to have their work published or concealed. For concealed work, the period of

concealment must be specified, which if the time period exceeds the educational
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institution’s regulated concealment period, i.e. within 10 years, a notification will be
displayed. Dissemination options can be divided into 2 channel which are;
3.1 Dissemination via electronic media

3.2 Dissemination via the websites

Figure 213: Filling information in the After Defense section
When all 3 sections have been filled in, click Save to save the information.

Note:
1. Some educational institutions might not require filling information in the Plagiarism
Detection section.
2. For those who choose to have their research concealed, the maximum concealment
period is 10 years or as determined by each educational institution. The reason for

concealment must also be specified.
2.4.5.2 Research Mapping

Research Mapping is a feature used to specify the categories of a research work in order to make
it more convenient to be used as a reference or cited in future reports. The categories can be

divided into 4 sections as shown in Figure 214.
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Figure 214: Sections on the Research Mapping screen

1. Subject Area / Subject Category — to specify the area and category for a research subject.
More than 1 category can be selected.

2. Thailand Standard Industrial Classification (TSIC) — to specify the category of a research topic
based on TSIC. Only 1 category can be selected.

3. Field of research - to specify the research field that the topic falls under. More than 1 category
can be selected.

4. The International Standard Classification of Education (ISCED) - to specify the category of a
research topic based on ISCED. Only 1 category can be selected.

When all 4 sections have been filled in, click Save to save the information.

Note: To specify the categories for a research study, students should consult the selections with
their advisor to ensure that the chosen categories are accurate and can be used for further

benefits.
2.4.5.3 Publications

Publications is a feature for students to specify the publications that are relevant to their research.

Publications can be divided into 3 sections as shown in Figure 215.
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Figure 215: Sections of Publications

1. Real time Search - is a real time search form to search for the citation of the student’s
published journals on ISI, SCOPUS, Crossref, PubMed and ScienceDirect databases which are

considered important international academic journals databases.
Note: Access to PubMed and ScienceDirect databases must be arranged by the administrator.

2. Publication Forms is used to fill information on other publications such as journals or articles,
in the case that the student’s work has also been made public for other citation databases,

conferences, and intellectuals.

3. Your Publications is a section that summarizes all data from Real time Search and Publication

Formes.
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Real time Search

To use Real time Search as shown in Figure 216, follow these steps;

Figure 216: Filling information on the Real time Search form

1. The surname and the first name initial of the author (in English) used in iThesis will be
displayed. However, if the user has published on ISI, SCOPUS, Crossref, PubMed, or
ScienceDirect databases under a different name, type in the surname and the first name
initial used on the databases.

2. Search timespan can also be specified in AD year. A student may search from the first
year to the current of their educational institution.

3. Click Press to Search to search for information from all 5 databases.

4. After processing, search results will be displayed. In the case that there is no publication
found, "not found" messages will be displayed on a database name as shown in number
1 on Figure 217. If there is a publication, it will be displayed as shown in number 2 on

Figure 217.
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Figure 217: Example of displayed search results on ISI and Scopus databases
5. Click the Confirm & Save button to save the information.
Filling Publication Forms
Publication Forms can be divided into 3 types of publications as follows;

1. Journal/Article is a form for filling information for journals or other published articles that are
not published on ISI, SCOPUS or Crossref databases. Students must fill in all the details,
especially in the fields with the red asterisk symbol (*) which signify required information as

shown in Figure 218.
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Document Type * - |FanUssAN@NATTNANYN "

Publication Title
Authors

ISSN

Source Name
Country

Issue

Volume

Pages

Database Name

Published Date
Level
Peer-review
Status

URL / Website

Attach file (.pdf)

*

£

52YYaHY/rle
= v
- izuuazizq?ja-muﬂqﬂw
ISSN - JEUNUELAY ISSN
2 Ev )
Journal name  SEYYDIMTATY/NUIAD
- @anUszme v
sEURUU
sryLaudi
beginend  STURUTIMTNSUAU-FugA
enter the online database name to access your article izq%agﬁuﬁa%ﬁaﬁﬁﬂﬁ‘j
YYYY-MM-DD izﬁ.ﬁlﬁuﬁ‘lﬁ%ﬁmﬁﬁuﬁ
() National ' International Laﬂﬂﬁgﬁllﬂqﬁaﬁ&lﬁ
D Yes O Mo 53ydniinng Peer-review nialy
© Accepted to publish O Published  SEYAATUZNNTANUN

o - o T & =
hip/l szyrulwaenarsiianum (§13)
| Choose File | Nofle chosen - wuullatanansilunangiunisinam

Figure 218: Journal/Article publication form
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2. Conference is a form used to fill in academic conference information as shown in Figure

219.
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Publication Forms: '~ Journal / Article |'®' Conference J'° Intellectual

Presentation Tite *  y3UYaiI/Mrdon1siiaus

Conference Name * ‘JS‘L!%E] 1 ‘J‘U‘jzfﬁil]

Authors * JTUURLIZYVR-UNANA LY
Venue * | location information ‘jguﬂﬂquﬁﬁlﬂﬂ'}‘jﬂizﬁu

kS 5

=5 =
Country © - manUssnAndseyu v
Date * | YYYY-MM-DD sTYTUHIANITUTYYN
= o

Level * (0 National O International Lﬂﬂﬂﬁzﬂﬂﬂﬂﬁﬂﬁgﬁu
Pecrrevien ¥ O ves O No §zy313in1y Peer-review wialy
Status * (O Accepted to publish ©) Published
URL / Website hio// szyulyauaasenatsnisuszau (§13)

Attach fle (pdf)  * | Choose File | Nofile chosen  wuUlldlanansilundngiunisuszya
e
Figure 219: Conference publication form

3. Intellectual is a form used to fill intellectual or patented information as shown as Figure

220.

Publication Forms: ' Journal / Article ') Conference | '® Intellectual

Title © szuvaiayinde

Reference / Code * | S¥YTUAANTUAT/OUANSUNT

Inventors * 1 ‘JSUUQS‘JSH%E-ﬂWﬂJﬁQETﬁ

Agency * | eg. Department of Intellectual Property ‘jglﬁlﬁﬂg&l&ﬁﬂﬁ%ﬂmﬂﬂgmjﬂu
Type * O patent O petty Patent  USSLANVBIANTUNT

Level * () National ) International J¥AUNITAAFNSUAT

Status O pending O Approved  AATUENITIAANTUNT

Request Date  * | YYYY-MN-DD FuiiléFun1sanansing

Attach file (pdf) * | Choose File |Nofile chosen yyulwlduangiunisanansuns
w3

Figure 220: Intellectual publication form
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Your Publications Display

The journal search results from Real time Search and the information from Publication Forms will
be shown in the Your Publications section as shown in Figure 221. To delete a work shown in

Your Publications section, click Delete at the end of each item.

Figure 221: Displayed works in Your Publications
2.4.6 Submission Document

To submit the complete version to the Graduate School, the student must attach it with a printed
submission document created with iThesis which can be exported using the Submission
Document feature as shown in Figure 222. The completed submission document must be as
follows:

1. Includes a barcode

2. All information is completed with no “NO DATA” displayed

3. Signed by the relevant student and personnel
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Figure 222: Example of a submission document

Once ensuring that the submission document is complete, print the document and attach it
along with the printed complete version of the research from the web portal and submit them
at the Graduate School. When the graduate staff has scanned the barcode on the submission
form, a notification e-mail of hard copy submission will be sent via e-mail to the student as
shown in Figure 223 to confirm the printed version submission which is the final step of a research

work.

Figure 223: Example of a confirmation of hard copy submission e-mail
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2.4.7 Literature Search

Literature Search is a feature used to search and recommend research works that may be relevant
for the student. It can be divided into 2 sections;
1. Search Publications & Theses

2. Researchers

Figure 224: Literature Search screen
2.4.7.1 Search Publications & Theses

Search Publications & Theses is a feature that allows students to search for research data on
external databases such as ISI, SCOPUS, Crossref, PubMed, ScienceDirect and the educational
institution’s library database, so students can use the information in their research. It can be
divided into 2 sections which are;

1. Suggest theses — recommended related theses and publications will be displayed in this

section based on the student’s department as shown in Figure 225.
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Figure 225: Suggest Theses section in Search Publications & Theses

2. Search theses - In this section, students can search for the desired these or publications

by putting the related keywords as shown in Figure 226.

Figure 226: Search Theses section in Search Publications & Theses
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By clicking on a thesis or a publication, its information will be displayed. By clicking “Pop out” as
shown in Figure 227, a new pop-up window of the thesis or article will be displayed as shown in

Figure 228.

Figure 227: Example of thesis data displayed in Search Publications & Theses

ASCE|, o a = e

SEARCH  CART LOG IN / REGISTER

JOURNALS BOOKS -~ MAGAZINE AUTHOR SERVICES USER SERVICES

Journal of Hydrologic Engineering / Volume 21 Issue 10 - October 2016

. . °
Technical Papers Downloaded 98 times i o'e
DETAILS RELATED

Uncertainty im Flow Time-5eries

e
Predictions in a Tropical Monsoon-
¥ Wimsgmyrd
Dominated Catchment in Morthern S LR
Thailand A —
@FULLTEXT i DOWNLOAD ‘\ TooLs ngHARE ~ u_.|.|r.
Bkt - R
= FEE HEEER a1 =l Send e Er e k [T
- = o L Ll e i i ] -

Figure 228: Example of a thesis displayed on a pop-up window on the web portal
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2.4.7.2 Researchers

Researchers is a feature that allows students to view the previous work of their advisor, co-

advisor, and committee examiner. Students will also be able to see when a new work is added

to the system as shown in Figure 229.

Figure 229: Example of Researchers screen

To see the work of each researcher, click Publications and a window showing their list of work

will appear as shown in Figure 230.

Figure 230: Seeing a researcher’s work
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When students click on the work, its information will be displayed. By clicking “Pop out” as
shown in Figure 231, a new pop-up window of the researcher’s work will be displayed as shown

in Figure 232.

Figure 231: Example of thesis or article data displayed in Researchers menu

Figure 232: Example of a thesis displayed on a pop-up window on the web portal
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3. iThesis Add-in

iThesis Add-in is an important part of iThesis system as a small add-in program installed on
Microsoft Word to help create various document research forms, manage page settings and
format to be in accordance with the requirements of each educational institution without

requiring student users to manually manage all the formatting details.

Before using iThesis Add-in, the first thing that students must check is that the computer to install
the iThesis Add-in must run on Microsoft Windows 7 OS or later and the installed Microsoft Word
must be the 2010 version or newer. This Add-in does not support operating on Mac OS on Mac

computers.

Check the version of your Windows OS whether it is either 32 bit (x86) or 64 bit (x64), then

choose the compatible version of iThesis Add-in installer accordingly.
3.1 Checking Windows OS version

Before installing the iThesis Add-in, students must check the version of the Windows OS run on
the computer they, whether it is 32 bit (x86) or 64 bit (x64) in order to install the right version of

iThesis Add-in. Use these steps to check your Windows OS version.

1. Go to My Computer or This PC as shown is Figure 233.

Figure 233: My Computer or This PC Icon
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2. Right click and select Properties as shown in Figure 234.

Figure 234: Properties on My Computer or This PC

3. On the System window, see the detail on System type.
3.1. On Windows 8 and later operating systems, the results will be displayed as shown in
Figure 235. On the picture, the detail of System type specifies 64-bit Operating System
or x64-base processor or 64-bit version, therefore the compatible iThesis Add-in

installer to download from the web portal must be iThesis x64.
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Figure 235: System type as shown on Windows 8 or later

3.2. On Windows 7, the results will be shown as in Figure 236. On the picture, the detail of
System type specifies 32-bit Operating System, therefore the compatible iThesis Add-

in installer to download from the web portal must be iThesis x86.

Note : With new operating systems, when you go to Microsoft Word Add-in on the web portal,
iThesis will check your computer and recommend a compatible Add-in installer (Recommend for

you) that best suits the version of your computer operating system.
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Figure 236: System type as shown on Windows 7
3.2 Download and Install Prerequisite programs

After checking the version their computer’s Windows OS, students should check for the
installation of these following programs on the computer;
1. Microsoft Visual Studio 2010 Tools for Office Runtime
2. Microsoft Visual C ++ 2010 Redistributable - the selected installer version must be
compatible with the running Windows OS version;
2.1. Package x86 (for 32-bit)
2.2. Package x64 (for 64-bit)

By installing these 2 programs, they will facilitate the installation and function of IThesis Add-in.
Checking for an installed prerequisite program

1. On Windows OS, type Control Panel in the Search box as shown in Figure 237 or click Control

Panel on the Desktop screen.
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Figure 237: Control Panel Icon

2. Change the view to Category (number 1) and click on Programs (number 2) as shown in Figure

238.

Figure 238: Control Panel window

3. Click Programs and Features as shown in Figure 239.

[y Programs — ]

s
~ =2 v 4 [}' * Control Panel > Programs > / ~ { | Search Control Panel r

Control Panel Home

L Programs and Features
‘1 TS OO s PerrrVindows features on or off | View installed updates
Run programs made for previous versions of Windows | How to install a program

System and Security
Netwaork and Internet
Default Programs

Change default settings for media or devices = Make a file type always open in a specific program
Set your default programs

Hardware and Sound
® Programs
User Accounts

Appearance and
Personalization

Clock, Language, and Region

Ease of Access
Figure 239: Programs screen in the Control Panel
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4. After clicking, a new window of Programs and Features will appear and show the installed
programs on the computer. Check if both of the prerequisite programs as mentioned in
Section 3.2 are already installed or not as shown in Figure 240.

4.1. If both programs are already installed on the computer, iThesis Add-in can be installed
immediately. For instructions on installing the iThesis Add-in, see the Download and
Install iThesis Add-in topic.

4.2. If the 2 prerequisite programs or one of them have not been installed on the computer,

students must install both programs first before proceed to installing iThesis Add-in.

=) Programs and Features = B

:(-) = 4 |5 » Control Panel + Programs » Programs and Features v G Search Programs and Features 0

Control Panel Home .
Uninstall or change a program

Wiew installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

'?:" Turn Windows features on or
off n—

Organize =  Uninstall  Change = e @
MName ’ Publisher Installed On  Size Version 63
(= Microsoft Visual C++ 2008 Redistributable - x86 9.0.21022 Microsoft Corporation  3/11/2358 6.67MB  9.0.21022
(5 Microsoft Visual C++ 2008 Redistributable - x86 9.0.30729.6161 Microsoft Corporation  1/4/255% 101 MB  9.0.30729.6161
5] Microsoft Visual C++ 2010 164 Redistributable - 10.0.40219 | Microsoft Corporation  22/3/2550 13.8MB 10.0.40219
[ Microsoft Visual C++ 2010 %86 Redistributable - 10.0.40219 Microsoft Corporation  22/3/2359 O MB 10.040219
ﬁl\ﬂicroso& Visual C++ 2012 Redistributable (x64) - 11.0.61030 Microsoft Corporation  1/4/2559 20.5MB  11.0.61030.0

Iicrosoft Visual C++ 2012 Redistributable (x86) - 11.0.61030 Microsoft Corporation  4/4/2559 17.3MB  11.0.61030.0
rg Microsoft Visual Studic 2010 Tools for Office Runtime (x64) I Microsoft Corporation  22/3/2559 10.0.50903
S PhotoScape 26/4/2550
[ ResearchsSoft Direct Export Helper Thomson Reuters 3/11/2558 v
€ >
_-E Microsoft Corporation Preduct version:  10.0.50903 Update information:  https//go.microsoft.com/fwlink/?Linkld=1...
I‘tﬂ' Help link:  http://ge.microsoft.c...

Figure 240: Prerequisite programs that must be installed

Note: If the computer has already been installed with both prerequisite programs in any version
higher than 2010, students can install the iThesis Add-in immediately. However, if the programs
installed are in any lower version, they will not support installation of iThesis Add-in and the

prerequisite programs of a new version must be installed first.
Install a prerequisite program

1. Install Visual Studio 2010 Tools for Office Runtime (if the computer you want to install Add-
in on already has Visual Studio 2010 Tools for Office Runtime installed, skip to step 2.)
1.1. Click on Visual Studio 2010 Tools for Office Runtime on the web portal as shown in Figure
241.
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Figure 241: Visual Studio installer on the web portal

1.2. Select the destination location to save the installer, such as Desktop, as shown in Figure

242, then click Save.

Figure 242: Installation file saving window

1.3. Installation can be done in 2 ways as follows;

1.3.1.Method 1 - Click on the downloaded installer to install as shown Figure 243.
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Figure 243: Downloaded program showing at the bottom of the web portal page

1.3.2.Method 2 - Open Downloads folder or the chosen destination folder for the installer,

then double-click on the file icon as shown in Figure 244.

Figure 244: The downloaded installer icon

1.4. If the User Account Control window appears, click Yes to start the installation.

1.5. Check the box next to the message "l have read and accept the license terms." and click

Install as shown in Figure 245.

B, Microsoft Visual Studio Tools for Office Runtime 2010 ... — x

Welcome to Microsoft Visual Studio Tools for Office Runtime 2010 Setup
Please, accept the license terms to continue. w

MICROSOFT SOFTWARE LICENSE TERMS

ROSOFT VISUAL STUDIO TOOLS FOR THE v

II\ave read and accept the license terms. =) i

[]es, send information about my setup experiences to Microsoft Corporation.

/

Install Cancel

For more information, read the Data Collection Policy.

Figure 245: The program installation window

1.6. Click Finish to complete the installation as shown in Figure 246.
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Figure 246: Installation window when the installing process is finished

2. After installing Visual Studio 2010 Tools for Office Runtime, proceed to install Microsoft Visual
C ++ 2010 Redistributable Package x86 (for 32-bit) or Package x64 (for 64-bit). The chosen
installer must be compatible to your Windows OS version.

2.1. Click on Microsoft Visual C ++ 2010 Redistributable Package x86 (for 32bit) as shown in
number (1) on Figure 247 or Microsoft Visual C ++ 2010 Redistributable Package x64 (for
64bit) as shown in number (2) on Figure 247 according to the version of the Windows OS

of the computer.
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Figure 247: Microsoft Visual C ++ installers on the web portal

2.2. Select the destination location to save the installer, such as Desktop, as shown in Figure

248, then click the Save.

Figure 248: Installation file saving window

2.3. Installation can be done in 2 ways as follows;

2.3.1. Method 1 - Click one the downloaded installer to install as shown Figure 249.

Figure 249: Downloaded program showing at the bottom of the web portal page
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2.3.2. Method 2 - Open Downloads folder or another destination folder chosen to save

the installer, then double-click on the file icon as shown in Figure 250.

Figure 250: The downloaded installer icon

2.4. If the User Account Control window appears, click Yes to start the installation.
2.5. Check the box next to the message "l have read and accept the license terms." and click
Install.

2.6. Click Finish to complete the installation.
3.3 Download and install iThesis Add-in

After checking the version of the Windows OS on the destination computer, download and install

the iThesis Add-in installer compatible for the computer by following these steps;

1. Go to Microsoft Word Add-in as shown in Number on Figure 251 and click to choose the
iThesis Add-in installer compatible with the Windows OS version or the one with

"Recommend for you" message as shown in Number 2 on Figure 251.

Figure 251: iThesis Add-in installers

2. Select the destination location to save the installer, such as Desktop, as shown in Figure

252, then click the Save.
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Figure 252: Installation file saving window

3. Installation can be done in 2 ways as follows;

3.1 Method 1 - Click one the downloaded installer to install as shown Figure 253.

Figure 253: Downloaded program showing at the bottom of the web portal page

3.2  Method 2 - Open Downloads folder or another destination folder chosen to
save the installer, then right-click on the .msi file and click install as shown in

Figure 254.

Figure 254: The downloaded installer icon
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4. Windows protected your PC window will appear, click More info as shown in Figure 255

and Figure 256.

Figure 255: Windows protected your PC window

Figure 256: Windows protected your PC window and Run anyway button.
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5. Welcome to the ITHESIS Setup Wizard window will appear, click Next to proceed to the

next installation step as shown in Figure 257.

Figure 257: Welcome to the ITHESIS Setup Wizard window

6. On Select Installation Folder window, click Next as shown in Figure 258.

Figure 258: Select Installation Folder window
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7. On Confirm Installation window, click Next to begin installation process on the computer

as shown in Figure 259.

Figure 259: Confirm Installation window

8. On Installing iThesis Add-in window, wait for the installation to complete.

Figure 260: Installing iThesis Add-in window
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9. On Installation Complete window, click close as shown in Figure 261.

Figure 261: Installation Complete window

10. Check the installation on Microsoft Word by opening Microsoft Word, the installed Add-

in will appear as iThesis Toolbar as shown in Figure 262.

Figure 262: iThesis Toolbar in Microsoft Word
3.4 iThesis Add-in Toolbar

After installing the iThesis Add-in, the program toolbar will appear on Microsoft Word. This toolbar

consists of 13 tools as shown in Figure 263, which are;

1. iThesis

2. Knowledge
3. Portal

4. Login
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5. Online / Offiline

6. Save to Cloud

7. Revisions

8. Generate

9. Bookmark

10. Table

11. Figure

12. Report

13. List

Figure 263: iThesis Add-in tools

3.4.1 iThesis

iThesis is a tool used to enable and disable the iThesis Add-in. On the first use after installation,
all the tools will be inactive in exception of iThesis, Table, and Figure as shown in Figure 264. For

Table and Figure, they will be explained in the next section.

Before using the iThesis Add-in, students must enter the first login code or Activate Add-in first
using the form that appears after clicking the iThesis icon. All other tools will then be activated.
After the first log in, the iThesis tool will remember the login details and all the settings of the

user. To disable iThesis Add-in, click Inactivate to disable.

Figure 264: iThesis toolbar when accessing for the first time
Note: Ensure that all the files are saved before inactivating iThesis Add-in. Microsoft Word will be

closed down automatically after the inactivation.
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3.4.1.1 Enable iThesis Add-in (Activate Add-in)

1. Go to the web portal and login to iThesis as shown as in Figure 265.

Figure 265: Login to iThesis Web Portal

2. After logging in, click on profile picture or profile icon, then click Settings as shown in Figure

266.

Figure 266: Go to Settings

3. In Settings, go to Add-in Activate Key as shown in Figure 267 and copy the displayed Activate
Key.
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Figure 267: Add-in Activate Key displayed the web portal

4. As shown in Figure 268, after opening Microsoft Word and click on the iThesis icon on the

iThesis toolbar, then iThesis : Activate Window box will appear.

Figure 268: iThesis Activate Window

5. As shown in Figure 269, paste the Add-in Activate Key (for iThesis Add-in version 1.3.0) copied
from the web portal into the iThesis: Activate Window, then click Activate. For the iThesis
Add-in version 1.3.5, the domain name of iThesis server can be paste into the Activate

Windows instead.
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»

(' iThesis : Activate Window X

iThesis Version 1.3.5

Developed by The Project of The Development of Standard
Procedures of Thesis/Dissertation/Independent-Study Quality
Management Framework & Implementation for Thai's Higher
Education, Thai Library Integrated System (ThailLIS), Office of
Information Technology Administration for Educational

https://demo.ithesis.co | Inactivate

Help

iThesis Cloud {Damo}ﬂaﬁﬁanaﬂﬁ {mT:u}

This software is based on Academic Publishing Platform, Facgure Company
Limited. Free to use only for OHEC project and communities.

Figure 270: Activate Add-in for version 1.3.5

6. All the tools on iThesis toolbar will become enabled as shown in Figure 271.

Figure 271: iThesis toolbar after activating the add-in
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3.4.1.2 Disable iThesis Add-in (Inactivate Add-in)

1. Click on the iThesis icon as shown in Number 1 on Figure 272, then iThesis : Activate Window

box will appear as shown in Number 2 on Figure 272.

Figure 272: Inactivate Add-in

2. Some of the iThesis tools will become inactive as shown in Figure 273.

Figure 273: iThesis toolbar after Inactivate Add-in

Note: Ensure that all the files are saved before inactivating iThesis Add-in. Microsoft Word will

be closed down automatically after the inactivation.
3.4.2 Knowledge Base

Knowledge Base is a tool that will redirect users to the https://ithesis.uni.net.th/kb/ website,

which is a source of information including iThesis instructions, problems that may be encountered
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during use and their solutions. To go to the Knowledge Base website, click on the Knowledge

icon as shown in Figure 274.

Figure 274: Knowledge Base Icon

3.4.3 Web Portal

Web Portal is a tool for connecting to the web portal of iThesis. The Web Portal tool helps
students who are working on their research files to be able to connect to the web portal more
conveniently without having to open a browser to access the web portal. To go to the web

portal, click on the Web Portal icon as shown in Figure 275.

Figure 275: Web Portal Icon

3.4.4 Login

Login is a tool for students to login to their account on iThesis Add-in by entering the same

username and password as used on the web portal. To login on Add-in do as follows;

1. Click the Login icon on the iThesis toolbar as shown in Figure 276.

Figure 276: Login icon

2. As shown in Figure 277, the iThesis Panel window will appear. Enter Username and Password

(number 1) and click Login (number 2).
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Figure 277: iThesis Panel window on Microsoft Word

3. After logging in to the system, the Login icon will change to Logout. To logout from an

account, click Logout as shown in Figure 278.

Figure 278: Logout Icon

3.4.5 Offline

Offline is a tool to show the connection status of iThesis Add-in. Without an account logged in
or when an account has been logged out, the tool will appear as Offline as shown in Figure 279.
If a user is student is currently logged in to iThesis, this tool will show as Online as shown in

Figure 280.

Figure 279: Offline icon

Figure 280: Online icon

3.4.6 Save to Cloud
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Save to Cloud is a tool for saving proposal, draft version, and complete version files onto the
web portal. The files can be saved to the web portal as many times as desired which the system
will keep separated as different versions. To save files from iThesis Add-in to the web portal, do

as follows.

1. Click Save to Cloud icon as shown in Figure 281.

Figure 281: Save to Cloud Icon

2. Click OK on the iThesis : Please Confirm window as shown in Figure 282.

Figure 282: iThesis : Please Confirm window

3. If there are no Endnote reference files attached to the submitting file, a notification will be
displayed on the appeared [Thesis : Information message window as shown in Figure 283.
Students must select the desired EndNote library and click OK. If there is no EndNote library

for reference, click Cancel.

Figure 283: iThesis : Information message window
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4. The files will be uploaded to the web portal. When the upload is completed, there will be
a notification message saying "Complete". The newly saved version will be shown at the top

of the iThesis Versions box on the iThesis Panel as shown in Figure 284.

iThesis Panel ~

Version 1.3.0

MissThonueng TodsobThesis
591121022

Faculty of Arts

Master of Management
Facaure Universitv

4.95 GB free of 5.00 GB
| Revisions | References |

No.  File size Date time
1 7590.. 05/05/20 22.. I
2 75.22.. 03/02/2017..
3 - 03/02/20 17:...
4 - 03/02/20 17:...
5
5]
7

04/12/19 17:...
- 08/11/19 15..
110.05.. 04/11/19 10...

Figure 284: iThesis Panel window after using Save to Cloud
Note: If the saved file is created with LaTex, there will be no file size information displayed.

5. On the web portal page, the Revision & Approval menu will appear. The new versions of the

files uploaded from the iThesis Add-in will be shown as in Figure 285.

Figure 285: The web portal screen after a new file has been uploaded

However, all uploaded file versions can be downloaded back to be edited by clicking on the

desired version on iThesis Panel and clicking on Download as shown as in Figure 286.
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iThesis Panel v X
Version 1.30

MissThonueng TodsobThesis
591121022

Faculty of Ars

Master of Management
Facgure University

495 GEBfree of 5.00 GB

Revisions References |

Io File size Date time

1 75.90 KB 05/05/20 22:03:43 |
£ 3.22 Kb U020 TR 2SS

3 03/02/20 17:18:54

4 03/02/20 17:14:37

5 04/12/19 17:06:24

& - 08/11/19 15:07:03

7 110,05 KB 04/11/19 10:00:26

8 405.35 KB 01/10/19 1&:30:36

9 80.03 KB 16/09/19 11:08:22

10 56.89 KB 16/09/19 10:45:12

11 150.75 KB 13/09/19 10:45:14

Download Refresh

Figure 286: Example of the Download button on iThesis Panel
Note: Save to Cloud tool can be used only when the Add-in status is online.

3.4.7 Revisions

Revisions is a tool used for opening and closing the iThesis Panel window which shows the version
information of research files that have been saved to the web portal. If the iThesis Panel window
has been closed, users can click on Revisions as shown in Figure 287 to open the iThesis Panel

window on the right side of the screen as shown in Figure 288.

Figure 287: My Revisions Icon
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iThesis Panel v X
Version 1.30

MizzThonueng TodsobThesis
591121022

Faculty of Aris

Master of Management
Facgure University

ADE D = £E 00 D

Revisions References

No. File: size Date time

1 75.90 KB 05/05/20 22:03:43
2 75.22 KB 03/02/2017:26:25
3 - 03/02/2017:18:54
4 03/02/20 17:14:37
5 41219 17:06:24
& - 08/11/19 15:07:03
7 110,05 KB 04/11/19 10000:26
2 405.35 KB 01/10/19 18&:30:36
9 80.05 KB 16/09/19 11:08:22
10 56.89 KB 16/08/19 10:45:12
11 150,75 KB 13/09/19 1(:45:14

Download Refresh

Figure 288: My Revisions window

3.4.8 Generate

Generate is a tool used to create research writing templates. At the first login on the Add-in or
every time after there is change of information entered in the Electronic Form section on the

web portal, students will need to generate a new template in order to update the newly input

information on the web portal to be placed in various parts of a research document template to
be used in printing the complete version and submitted as a hard cover book. To generate a

theme, as follows;

1. Click the Generate icon as shown in Figure 289.
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iThesis

Loading config

iThesis

Generating page : wihilnans na

2112 (17%)
iThesis
Generating page : a3l

5112 (42%)
iThesis
Generating page : is=i@didou

11/12 (92%)
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2. During the Generate Template process, Add-in will display a pop-up window showing the

progress of creating a new document with the updated template as shown in Figure 290.

Figure 290: Example of window showing document creation progress using Generate Template

3. When a new template has been created successfully, the newly updated research forms will

be displayed as shown in Figure 291.
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Figure 291: Example of research forms for a research book created using Generate Template

The page that the students can use to start writing their research content is the blank page next
to the table of contents page. However, students using the Add-in for the first time or who are
working on their proposal file will only be able to create the first page, Thai cover, English cover,
authorization form, table of contents, bibliography, and biography. The pages for Thai abstract,
English abstract, and acknowledgments can only be generated once the student has their
proposal approved and have then filled out the information on Abstract and Acknowledgment

forms in Electronic Form section.

Tip & Tricks: To generate a new template for a draft version, students can first download the
approved proposal file and use it a base file to write further, making it into a draft version. Then,
after filling the required information on the web portal forms, click Generate Template on the
Add-in. The current file’s template will then be updated and transformed to meet the format
required of a draft version including creating additional pages for abstracts and

acknowledgments.
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3.4.9 Bookmark

Bookmark is a tool for updating the main table of contents of a research book that is generated
on the Add-in using Generate Template after styles and formats have been applied to various
pages or forms. To update the table of contents, click on the Bookmark icon as shown in Figure
292. The table of contents will then be updated as shown in Figure 294. If students have set up
the Template Settings in the Electronic Form and have enabled the list of tables and the list of
fisures, by clicking the Bookmark icon, it will also update the lists of tables and figures, which will

be explained further in Table and Figure topics.

Figure 292: Bookmark icon

@
CRESTL]

= ¥
unil 1
UNAATONTHTIN cocrresrvscssssessssssssssssnssssss s ssssssssssssssesmssssssessssasssssssesssssssesses )
TNAATDATHITINGE oo ecsensseses e reesesss s sesesenesessssesmseseeeees e ssassssssseseos e seesssssssssseeencl
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RESTETN 3
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Figure 293: Example of table of contents before updating with the Bookmark tool
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Figure 294: Example of table of contents after updating with the Bookmark tool

3.4.10 Table

Table is a menu used to add table descriptions as shown in Figure 295. All descriptions in this
section will be created into a list of tables by using the Bookmark tool as mentioned in the

previous topic. To add a table description, do as follows;

Figure 295: Table Icon

1. On a document, click to select where to insert a table description, then click Table as shown

in Figure 296
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2. Edit the table’s name and description for them appear as the table description as shown in

Figure 297.
A H3U Wl
1 § =i i 5
2 .
3 - | 5 =
01591957 1 5761551018775 | rmm—

Figure 297: Editing and adding a table description

3. To add the newly added table description to the list of tables, click the Bookmark icon. The

data will be extracted and updated to the list of tables as shown in Figure 298.
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Figure 298: List of tables after updating with the Bookmark Tool

3.4.11 Figure

Figure is a menu used to add figure descriptions as shown in Figure 299. All descriptions in this
section will be created into a list of figures by using the Bookmark tool as mentioned earlier. To

add a figure caption, do as follows;

Figure 299: Figure Icon

1. On a document, click to select where to insert a figure description, then click Figure as shown

in Figure 300.
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Figure 300: Adding a figure description

2. Edit the figure’s name and description as shown in Figure 301.

Figure 301: Editing and adding a figure description
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3. To add the newly added figure description to the list of figures, click the Bookmark icon. The

data will be extracted and updated to the list of figures as shown in Figure 302.

Figure 302: List of figures after updating with the Bookmark Tool

3.4.12 Report

Report is a tool for reporting usage problems. By clicking the Report icon as shown in Figure 303,
the Report window will appear. As shown in Figure 304, fill in the problems found, then click

Submit to send the information to the administrator.

Figure 303: Report icon
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@ Report Problem x

Detail
Providing a step-by-step description of what you were doing
when the problem occured will help us resolve the issue:

Submit Cancel

Figure 304: Report Problem window

3.4.13 List

List is an exclusive tool for advisors used for displaying student approval information and
connecting to the approval form page. Students will not be able to use this tool as shown in

Figure 305 as the icon appears inactive in grey.

Figure 305: List icon

3.5 Update iThesis version

iThesis Add-in will be updated periodically to improve its stability and efficiency. Therefore, when
a new update is available and the currently installed Add-in is not the newest version, there will

be a notification message window displayed as shown in Figure 306.

Figure 306: iThesis : Information message window
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1. Click OK'in the iThesis: Information message window as shown in Figure 307.

Figure 307: Confirming update on iThesis: Information message window

2. Click Download to download the new version of iThesis Add-in as shown in Figure 308.

@ iThesis Update patch X

~
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=24
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o
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l# s Windows Media (www.windowsmedia.com) uaziiinmifandamauuuaaylad

- - 2 2 2 s - -
(shopformusic.microsoft.com) Usznaudmdulad Fum uazdmruuividuiiumsae Microsoft via
- -] - - - N
wiEmaan (7 "n lrduasiims Windows Media™)

- - - 3 s A : % o N
vhulssnasuinnr Windows Media diuaualiaulneiiiauledimusaniy Inebiviudeudadmum
9 el o34 o . = . .
Gauly uazvsznimsiiag Mlaglunil naldduleduasuintg Windows Media wamnaiinueanivdannas
e a4 vk s - e = - . -
waspasadadwum Gauly wasdsenadaind ol maldidulsilaculedniafsmadhedulesiuasuing
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Figure 308: Download a new version of iThesis Add-in
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3. Click Install to install the new version of iThesis Add-in as shown in Figure 309.

o Thesis Update patch X
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Figure 309: Install a new version of iThesis Add-in

4. When the updating process is finished, an update patch complete message box will appear.

Click OK, as shown in Figure 310.

Update patch complete.

OK

Figure 310: Message box when a new version of iThesis Add-in has been installed
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5. Click Exit to start using iThesis Add-in as shown in Figure 311.
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Figure 311: Closing the iThesis Add-in Update Window
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iThesis Add-in version can be checked on the iThesis Panel window as shown in Figure 312 or

on the Activate Window as shown in Figure 313.
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Figure 312: Checking iThesis Add-in Version on the iThesis Panel Window

Figure 313: Checking iThesis Add-in version on the Activate Window
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iThesis Panel v

Version 130

MizsThonueng TodsobThesis
591121022

Faculty of Arts

Master of Management
Facgure University

455 GB free of 5.00 GB

Revisions References

No. File size Date time

1 75.90 KB 05/05/20 22:03:43
2 75.22 KB 03/02/20 17:26:25
3 - 03/02/20 17:18:54
4 - 03/02/20 17:14:37
5 - 041219 17:06:24
& - 08/11/19 15:07:03
T 110,05 KB 04/11/19 10:00:26
3 405,35 KB 01,/10/19 16:30:36
9 80,03 KB 16/09/19 17:08:22
10 56.89 KB 16/09/19 10:45:12
11 150.75 KB 13/09/19 10:45:14

Download Refresh

Page 180



Page 181

3.6 Uninstall iThesis Add-in

iThesis Add-in must be uninstalled before installing a new updated version. To uninstall the

currently installed iThesis Add-in, follow the methods as follows;

1. Go to Control Panel or click on the Control Panel icon as shown in Figure 314.

Figure 314: Control Panel Icon

2. Select Category view and click Programs as shown in Figure 315.

Figure 315: Control Panel window

3. Click Programs and Features on the Program window to uninstall. There are 2 ways to uninstall

the Add-in;
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£y Programs - O

— v [3‘ > Control Panel > Programs » v 0O Search Control Panel r

Control Panel Home

| Programs and Features

—
System and Security ['} Uninstall'a program | Qg Turn win features on or off | View installed updates
Run programs made for previous versions 38dWindows | How to install a program
Network and Internet
Hardware and Sound ﬁ Default Png rams
Change default settings for media or devices | Make a file type always open in a specific program

® Programs
Set your default programs
User Accounts

Appearance and
Personalization

Clock, Language, and Region

Ease of Access

Figure 316: Programs window

4. Uninstallation can be done in 2 ways as follows;
4.1. Click on iThesis Add-in as shown in Number 1 on Figure 317 and click Uninstall as

shown in Number 2 on Figure 317.

[.T Control Panel\Programs\Programs and Features

«~ v [E“ » Control Panel > Programs > Programs and Features v || | Search Programs and F

Cantrol Panel Home .
Uninstall or change a program

View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

& Tum Windows features on or (2)
off Organize ~ Change  Repair

Name . Publisher Installed On
o e | B g “en o - -
PR = =

(1) IOiThesisAdd-in Microsoft 12,!05;2017'
[ = o
Oeam . . . .
_[. - [* n maw

Figure 317: Uninstalling iThesis - method 1
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4.2. Right-click on iThesis Add-in as shown in Number 1 on Figure 318 and click Uninstall as

shown in Number 2 on Figure 318.

[TJ' Control Panel\Programs\Programs and Features

«— v L}' » Control Panel > Programs > Programs and Features ~ || | Search Programs and F

Control Panel Home .
Uninstall or change a program

View installed updates To uninstall a program, select it from the list and then click Uninstall, Change, or Repair.

G Turn Windows features on or

off Organize * Uninstall Change  Repair
Name - Publisher Installed On
[ Tk .l =
(1) . I I’ I
I“iThNk Add-in Microsoft 12/06/2017 I
(2)|  uninstall . .
Change " - L 1
Repair i —
1 n | = L i [ i L

Figure 318: Uninstalling iThesis - method 2
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q, iThesis Web Add-in

4.1 Installation of iThesis Web Add-in

1. Open Microsoft Word and select the insert tab
2. Select “Get Add-ins”

Figure 319: How to download the iThesis Web Add-in via Microsoft Office Store (1)

3. Search the word “iThesis”
4. Click Add
5. Click Continue
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—

Figure 320: How to download the iThesis Web Add-in via Microsoft Office Store (2)

6. The iThesis tab will appear on the toolbar and there will be tooltip point the location
of iThesis Web Add-in.

Figure 321: Tooltip that point the location of iThesis Web Add-in after installation

7. Click the icon iThesis, the window will appear on the right hand side.
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Figure 322: Consent on cookie policy of iThesis Web Add-in (personal data will not collect)

8. Click OK to consent the cookie policy (the add-in cannot use if not consent the cookie

policy.)

Figure 323: App tour for iThesis Web Add-in
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4.2 Login Page

Figure 324: How to login to the iThesis Web Add-in

4.3 Adjust the page before Generate template

1. Go to Layout

2. Paper size: Ad

3. Adjust the margins as follows: left 1.5 inches (3.81 cm), top 1.5 inches (3.81 cm), right 1
inch (2.54 cm), and bottom 1 inch (2.54 cm).

4. Generate Template

Figure 325: How to adjust the paper size and page margin via iThesis Web Add-in
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Figure 326: Error window of wrong paper size and margin

4.4 Generate Template

It need to start with generating the template on blank document. After that, type the content

on this file, or you can write thesis on another file and then move your content to this file.

Click here

—

Figure 327: Generate template in-progress
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Figure 328: Thesis template generated via iThesis Web Add-in

4.5 Thesis language setup

Go to form and the thesis language can be selected. After save, the system will automatically

generate the template to update the format of thesis template.

Figure 329: A3AIAININTT T ULENINYTENULS
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4.6 How to add the committee via iThesis Web Add-in

Figure 330: Add/delete/edit the list of committees via iThesis Web Add-in

4.7 Style adjustment

The font and paragraph style can be modified directly on Microsoft Word Style. Go to styles,
Right click at the style need to modify, select modify, then you can edit the style as you need.

Maodify Style % ?
Properties

Name: iThesis cover thesis name th

Style type: Paragraph

Style based on: T2 iThesis Template

Style for following paragraph: | T iThesis cover thesis name th
Formatting

Browallia New vl v B I

=

<
B
S
<

>

Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text
Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text

Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text Sample Text

Centered

Line spacing: Multiple 1.07 Ii, Style: Show in the Styles gallery
Based on: iThesis Template

Add to the Styles gallery D Automatically update

o Only in this document ':J MNew documents based on this template

Figure 331: Style set up via Microsoft Word
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4.8 Update and revert thesis information

When the data in content box is edited, the iThesis Window will appear the red letter to inform

that the data on the web portal did not match with the document. It need to edit to be same

of both web portal and document.

Figure 332: The data on the web portal did not match with the document

4.9 Validate Template

Press validate template to check or validate the thesis format before save to cloud, the system

will show some list that need to update.
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Figure 333: Validation of template on iThesis Web Add-in
When the list was clicked, the system will compare data and show the comparison window.
If you want to update the data from document to the web portal, click Update. Or click

revert to resume the data from web portal to be shown on the document.

Figure 334: Comparison of data on document and web portal after validate template on

iThesis Web Add-in

4,10 Save to Cloud

» Click save to cloud if you need to upload the template to the iThesis Web Portal
» The window contains list of thesis data will appear. If the data of both source are

matched, it can be save to cloud.
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Figure 335: List of thesis data on the web portal that need to check before save to cloud
If the data in document and that in the web portal are not matched, it cannot be uploaded

to the iThesis Web Portal. After click cancel, the system will automatically regenerate the

template to update the data to be matched with the data on the web portal.

Ficure 336: In case of the data are not matched, it cannot be save to cloud.
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4,11 Download the thesis revision

Figure 337: How to download the thesis revision from iThesis Web Add-in

4.12 Connect to Knowledge Base

User can search the article from the knowledge base menu. The list of article will be appeared
after typing some words. The article topic can be clicked to go to the knowledge base website.

However, it is only applied for the new knowledge base.

Figure 338: How to search the article via knowledge base menu
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Ficure 339: Knowledge base connected to the iThesis Web Add-in

4,13 Evaluation form

The evaluation form will be appeared when perform the operation for 3 times.
® Generate template
® Validate template
® Save to cloud

The score can be 0 - 5. If the score is 0 — 4, there will be the comment box appeared.

Figure 340: Screen of iThesis Web Add-in when the evaluation form appeared
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5. EndNote

EndNote is an external program that iThesis developers use as a supplement program in creating
reference information. EndNote is a product of Thomson Reuters that is currently developed to
version X8 (version 18). EndNote can be used to create a variety of reference formats and can

be used to gather references or citations used within a research work.

EndNote users must create a library to store data, add information to that library, and then attach
the references to their research file. The reference data created on EndNote will then be added
at the end of the research book template in the references or bibliography section using iThesis
Add-in and can be checked for correction using Revision & Approval on the web portal as a .PDF

file.
5.1 Install EndNote

To install the EndNote program, users can download the installer at http://endnote.com/ and an

example of a trial version installation is shown as follows;

1. Go to http://endnote.com/ and register. Wait for the installation e-mail to download the

EndNote installer.

Development of Standard Procedures of Thesis/Dissertation/Independent-Study Quality Management Framework &

Implementation for Thai’s Higher Education



Page 198

Figure 341: Register for a download e-mail on EndNote website

Figure 342: EndNote installer file

2. When the download is finished, double-click on the installer and the installation screen will

appear. Click Next > to proceed.
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Figure 343: EndNote installation screen

3. For installing a trial version, select | would like a 30-day free trial and click Next > on the

Select Installation screen to proceed.

Figure 344: Select Installation screen
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4. . Click Next > on the Read Me Information screen to proceed.

Figure 345: Read Information screen

5. Select | accept the license agreement and click Next > on the Demo License Agreement

screen.

Figure 346: Demo License Agreement screen
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6. Select Typical and click the Next button > on the Select Installation Type screen.

Figure 347: Select Installation Type screen

7. If the install destination of the program does not need to be changed, click Next > on the

Select Destination screen to proceed.

Figure 348: Select Destination screen

Development of Standard Procedures of Thesis/Dissertation/Independent-Study Quality Management Framework &

Implementation for Thai’s Higher Education



Page 202

8. Click Next > to start the installation process on the Ready to Install the Application screen.

Figure 349: Ready to Install the Application screen

9. If the program cannot be installed and a notification screen of File in use appears, close every

running Microsoft Office program then click Retry.

Figure 350: File in Use notification screen
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10. Installation will proceed. When finished, click Finish.

Figure 351: Successful installation screen

11. Check for the installed program by searching for EndNote on your computer as shown in
Figure 352 or by opening Microsoft Word and checking for the EndNote Add-in as shown in
Figure 353.

Figure 352: Searching for EndNote
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Figure 353: EndNote toolbar on Microsoft Word
5.2 Using EndNote
5.2.1 Create a library

After installing EndNote, when opening the program for the first time, users will be asked to

create a library with the methods as follows;

1. When opening the program for the first time, users will need to create and save a library file

(.enl) as shown in Figure 354.

@ New Reference Library %
« v 4 5 » ThisPC > Documents v O Search Documents »p
Organize ~ New folder = [ 7]

m Desktop “ Name B Date modified Type Size

|2/ Documents

é,: Dropbox

& OneDrive v < >
File name: | My EndNote Library “
Save as type: IEndNote Library (*.enl) A

» Hide Folders Cancel

Figure 354: Creating a library

2. Create a reference by clicking New Reference as shown in Figure 355.
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Figure 355: Creating a new reference

3. Fill in the reference data in the form provided by the program, then click the cross symbol

(Number 2) and click "Yes" (Number 3) to save the information as in Figure 356.

Figure 356: Saving a reference
5.2.2 Insert Citation

1. Place the cursor at a designated place to insert a citation as shown in Figure 357.
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Figure 357: Inserting a citation

2. Select the reference to be used on the EndNote program as shown in Figure 358.

Figure 358: Select a reference for citation

3. On the Microsoft Word menu bar, click the EndNote X8 tab. Select the reference style, then

click the Insert Citation icon and select Insert Selected Citation(s) as shown in Figure 359.
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Figure 359: Adding references from EndNote

4. The citation will appear in the content as shown as in Figure 360 and in the references at the

end of the research document as shown in the Figure 361.

Figure 360: Content after adding a citation

1. | i, Polymeric Foams: Mechanisms and Materials. 2014.

Figure 361: Added reference

Note: The numbered citation style is used as an example only. The choice of style may depend

on the students’ institution, faculty, or program.
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6. Zotero

Zotero is an external program that iThesis developers use as a supplement program in creating
reference information in addition to the EndNote program discussed in the previous section. This
program is a product developed by the Center for History and New Media, George Mason
Educational University, which is currently developed to version 5. Zotero can be used to create
a variety of reference formats and can be used to gather references or citations used within a

research work.

To use Zotero, an account must be created through the Zotero website. This program can be
used online via the website, through Zotero Desktop program installed on users' computers, or
Zotero Connector program which is an extension of Google Chrome. Zotero users must create a
library to store data, add information to that library, and then attach the references to their
research file. The reference data created on Zotero will then be added at the end of the research
book template in the references or bibliography section using iThesis Add-in and can be checked

for correction using Revision & Approval on the web portal as a .PDF file.
6.1 Create a user account on Zotero
Users must create their own accounts on the Zotero website by doing as follows;

1. Go to the www.zotero.org

Figure 362: Zotero website

Development of Standard Procedures of Thesis/Dissertation/Independent-Study Quality Management Framework &

Implementation for Thai’s Higher Education


http://www.zotero.org/

Page 209

2. Click Login at the top of Zotero web portal.

Figure 363: Login on Zotero web portal

3. Click Register for a free account.

Figure 364: Register for a free account
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4. Fill the details on the displayed form;
4.1. Username
4.2. Email
4.3. Confirm Email
4.4. Password
4.5. Verify Password
4.6. Click to check the box in front of the text I’'m not a robot.

4.7. Click Register to confirm information and create an account.

Figure 365: Filling the register form
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5. After filling in the form, users will receive an e-mail from Zotero confirming the registration.

Figure 366: Zotero registration confirmation email (1)

6. Click the validate link received in the e-mail.

Figure 367: Zotero registration confirmation email (2)
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7. Confirmation of e-mail validation will be displayed and the user will be logged in to Zotero

web portal.

Figure 368: Zotero e-mail validation information display

6.2 Install Zotero

Users can download the installation files of the Zotero program from Zotero website. To install

Zotero, do as follows;

1. Go to https://www.zotero.org

2. Click Download.

Figure 369: Download to install Zotero
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3. Next, click Download on the left hand-side box.

Figure 370: Download Zotero 5.0 for Windows

4. A download status bar will appear at the bottom of the screen. Wait for the download

to complete, then click the downloaded file once to install.

Figure 371: Zotero download status

5. An extraction window will appear. Wait until completion (100%).

Figure 372: Window showing the download extraction status
6. User Account Control window will appear. Click Yes to accept the installation.

7. Zotero Setup window will appear. Click Next.
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Figure 373: Zotero Setup window (1)

8. Click Standard, then click the Next button.

Figure 374: Zotero Setup window (2)
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9. When the installation is complete, click the Finish button.

Figure 375: Zotero Setup window (3)
6.3 Adding information to Zotero manually

After Zotero has been installed on the computer, to add reference information to the program

can be done in several ways, 3 of which will be explained as followed,;
6.3.1 Import data manually (Manual Input)

1. Open Zotero program.
2. Click the "+" button to add a new item as shown in Number 1 on Figure 376.

3. Select the type of articles you want to add as a reference as shown in number 2 on Figure

351.

Figure 376: Selecting the type of article for adding a reference
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4. Fill out the required information of the reference. The program will save the data

automatically.

Figure 377: Specifying the required information for the reference
6.3.2 Import data using direct export from ULIMB databases

1. Install the Zotero Connector extension for Chrome.
2. Open Chrome browser and go to the ULIMB database of the library you want to explore.
On Chrome, the Zotero extension will appear as a documenticon , which when clicked

will run Zotero program as shown in Figure 378.
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Figure 378: Document icon on Chrome Browser screen

3. After clicking, select the Zotero destination or folder for the reference to be saved.

Figure 379: Selecting the destination folder for the reference

4. On Zotero Desktop, the imported reference information of the article saved using Zotero

Connector for Chrome will be displayed.
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Figure 380: Reference information imported directly to Zotero

6.3.3 Importing data with Google Scholar

1. Install Zotero Connector extension for Chrome.
2. Open Chrome browser and go to https://scholar.google.com/ then search for the related

article.

Figure 381: Searching for a related article using Google Scholar

3. On Chrome, the Zotero extension will appear as a folder icon that you should click.
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Figure 382: Folder icon for importing a reference

4. A new window will appear showing a list of articles. Select all the desired articles, then

click OK.

& Zotero ltem Selector — OJ X

Select which items you'd like to add to your library:

# Corona discharge processes
[HTML][HTML] Dynamics of the quiescent solar corona
# [HTWML][HTML] Nanoflares and the solar X-ray corona
#| [wiisda][B] Corona performance of high-valtage transmission lines
+ [PDF][PDF] Corona of magnetars
[+ Solar activity and the corona
[wifada][B] The solar corona
[PDF][PDF] Structure of the solar corona
Alfvén waves in the solar corona
[wilada][B] A guide to the solar corona

Select All || Deselect All Cancel || OK

Figure 383: Selecting articles to import reference information through Google Scholar

5. On Zotero Desktop, the imported reference information of the articles saved using Zotero

Connector on Google Scholar will be displayed.

Figure 384: Reference information imported from Google Scholar to Zotero
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6.4 Manage References with Zotero

Students can insert citations, and delete or edit references using Zotero program by using the

following methods.
6.4.1 Insert a citation with Zotero

After adding references to the program using an aforementioned method, citations can be
inserted on Microsoft Word documents as follows;

1. Open Microsoft Word and choose the location to insert a citation.

2. Click the Zotero tab on the Microsoft Word menu bar as shown in Number 1 on Figure

360. Click on the Add/Edit Citation menu as shown in Number 2 on Figure 383.

Figure 385: Clicking Zotero tab on the Microsoft Word menu bar

3. A new window will appear for setting the citation style. Select the desired format and

click OK.
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Zotero - Document Preferences X

Citation Style:

American Chemical Society

American Medical Association 11th edition
American Political Science Association

American Psychological Association 7th edition
American Sociological Association 6th edition
Chicago Manual of Style 17th edition (author-date)
Chicago Manual of Style 17th edition (full note)

Chicago Manual of Style 17th edition (note) v

Manage Styles...

Language: | English (US) &

Display Citations As:
®Foomotes () Endnotes

Store Citations as:
(@ Fields (recommended)
Fields cannot be shared with LibreOffice.
The document must be saved as .doc or .docx.

Bookmarks

Bookmarks can be shared between Word and LibreCffice, but may cause errors if accidentally modified and cannot
be inserted into footnotes.

The document must be saved as .doc or .docx.

Automatically update citations
Disabling updates can speed up citation insertion in large documents. Click Refresh to update citations manually.

Figure 386: Setting citation format

4. On the Microsoft Word document, a window will appear for the user to search for

references. Search and click on the desired item.

Development of Standard Procedures of Thesis/Dissertation/Independent-Study Quality Management Framework &

Implementation for Thai’s Higher Education



Page 222

Figure 387: Searching for a reference

5. After clicking on the desired item, the citation will appear on the page.

Figure 388: Inserted citation on a document
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1. Right-click on the desired reference and a menu will appear. Select Move Item to Trash.

Figure 389: Deleting a reference

2. A warning notification message will appear before deleting the item. Click OK to confirm

the deletion or click Cancel to cancel the process.

Move to Trash

9 Are you sure you want to move the selected item to the Trash?

oK

>

Cancel

Figure 390: Notification message before deleting a citation

6.4.3 Edit a reference on Zotero

To edit a reference, click on the desired reference. An information form of the reference will

appear. Click on a field of information and edit the information you want to change. The program

will save all the changes automatically.
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Figure 391: Editing reference information
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