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STEP-BY-STEP (SIMPLIFIED)
• Successfully defend your thesis (pass/pass with conditions) **keep signed results form for uploading later. 

• Plagiarism check/Turnitin in Blackboard - send report to your advisor 

• Submit final approval form https://forms.office.com/r/nmjFCc8gZa **after your advisor approves; print-to-PDF the email 

confirmation for uploading later. 

• Make sure you have your ORCID  http://orcid.kaust.edu.sa 

• Go to the repository to start the archiving process (you need the three required documents)!  

 1.  Defense results form 

 2.  Final approval (PDF of confirmation email) 

 3.  Final thesis/supplemental files 

  

• "Submit an item" 

• Put in all thesis information 

• Indicate embargo 

• Upload required documents 

• Review the submission 

You will be notified once the thesis has been archived. 
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THESIS SUBMISSION

https://forms.office.com/pages/responsepage.aspx?id=J8nogKTNoUCeoNjmQf7aNIm1s_PZWyxEhlvYtT6RlidUQkRZTUlHSlRUUjJDNTU0TTVEQk1YUEpXVC4u
https://library.kaust.edu.sa/orcid
https://repository.kaust.edu.sa/


BEFORE YOU START......you must have: 
   1.  The digital Final Approval form signed by your PI. Submit it here:   

https://forms.office.com/r/nmjFCc8gZa       

 (approval email [as seen to the right] will be printed-to-pdf and uploaded to the 

repository) 

2.  Dissertation Defense Results Form  

  

3.  Your ORCID account.  Create one here:   

 http://orcid.kaust.edu.sa 

  

ARCHIVING IN DETAIL!

http://orcid.kaust.edu.sa/
https://forms.office.com/r/nmjFCc8gZa


Getting Started

   What documentation do you need to upload?  

   What about the plagiarism and format checks? 

   How can I make sure my thesis is embargoed? 

  

 

THESIS SUBMISSION

Follow this step-by-step guide and all your questions will be answered!



https://repository.kaust.edu.sa/ 

 

Once your final approval form is signed you can access the KAUST Repository and SUBMIT AN ITEM! 

 

THESIS SUBMISSION

 

You can access the Repository main page and 

find "submit an item" in the Quick Links tab, or 

you can follow this direct link and choose the 

collection to add your item to!

 
 
https://repository.kaust.edu.sa/handle/10754/1245
  
  
     CLICK and log in with your KAUST credentials.

https://repository.kaust.edu.sa/
https://repository.kaust.edu.sa/handle/10754/124545/submit
https://repository.kaust.edu.sa/handle/10754/124545/submit


The item(s) you need to submit 
are: Defense Results form; Final  
Approval (PDF of confirmation 
email); and your final thesis draft 

Please include the final draft of the 

thesis (PDF) and all supplemental 

files for uploading!  You will need 

your ORCID before you can submit! 

 https://orcid.kaust.edu.sa  
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Some more details!

Advisor and committee 

member names are in the 

format: "Last name, First 

name".  You can put the 

name in the field and 

CLICK ADD and the name will 

appear under! 
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Paste your ABSTRACT!

Copy and paste the full 

abstract.  Please check that it 

is copied correctly!  CLICK 

ADD and it will appear below! 
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Final details!
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Up next, how do you  

embargo your thesis!



Thesis Availability

Please indicate if you would like to 

embargo your thesis (keep it from being 

made public) for up to a year!  Choose your 

option and CLICK NEXT!  



Files to upload!
   Browse to find your thesis file by CLICKING CHOOSE FILE 

   Put in the "file description" 

   CLICK UPLOAD (either green button up top or "upload file & add another"; both are fine to use) 

   You must upload your Defense Results Form, the Final Approval (PDF of email confirmation you received), and the 

final thesis. 
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You can check to see what 
is uploaded! 
 
 
 
 
 
 
 
 
 
 

After you CLICK UPLOAD, all files that you have 

uploaded will appear at the bottom of the page 

under the "Files Uploaded" section.  If you need 

to you can edit/delete at this stage. CLICK NEXT 

when you are ready to Review your submission. 
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REVIEW SUBMISSION!

All item details and files will be shown to you 

here.  You can CLICK CORRECT if anything 

needs to be edited at this point.

 



Last step! Confirm the distribution license! 
 
 
 
 
 
 
 
 
 



Wait! What about the 
format check?

Your submission is now being reviewed by 

the Library Repository Team and the 

Registrar's Office.  If for any reason the 

submission is rejected and returned to you 

(most likely to edit some formatting in the 

thesis) , you will be notified via email ---> 

 

Below is what you will see when you click 

the My Repository link:

CLICK on the 

submission title to 

re-submit 

CLICK RESUME and you can click through your 

submission to make any changes (e.g. to upload a new 

thesis file that has formatting changes).



Once your submission 
has been approved and 
archived, you will be 
notified via email.

We hope that you have found this guide helpful during your submission 

process.  If you have any questions or concerns (or you get stuck!), email 

Burgundy.Powell@KAUST.EDU.SA or 

WhatsApp @ 0544700793.   

Questions related to the final approval form or format check can be sent to: 

registrarhelpdesk@kaust.edu.sa  
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