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1- Prepare full text of the thesis in pdf format (Detailed information about transforming Word file to pdf can be found in next page. If the thesis includes any other file format, please read article 9).
2- pdf file have to be same with the copy of the thesis approved by the school.
3- Abstracts written in Turkish and English must be in pdf form and separately placed on the CD.
4- COHE make no corrections, appearance of the thesis has to be exactly same with main copy either on computer screen or in printed form, any responsibility belongs to the author.
5-  Files have to be uncompressed and unencrypted.
6- File names have to be written in lower case. Do not use Turkish characters.
Please use,  “c” for “ç”,         “g” for “ğ”,             “i” for “ı”, 
         “o” for “ö”, 
“s” for “ş”,  “u” for “ü” in file names.
7- Name the files as below;
Authors
name_surname_tez.pdf 
(for thesis file)
name_surname_ozet_tr.pdf
(for abstract file in Turkish)
name_surname_ozet_en.pdf
(for abstract file in English)
8- Annexes of thesis have to be with main text of thesis in same pdf file.
9- If the thesis has different formats (not only text but also pictures, maps, software, video or voice records etc.), these have to be stated in Thesis Data Entry and Permission to Publish Form and in abstract with file names. Required file formats are mentioned below. If different software used, than the software has to be given in CD, licensed and accessible.
Required file formats:
i- Picture formats
GIF (.gif), PDF (.pdf), TIFF (.tiff), JPEG (.jpeg),

ii- Video Formats
MPEG (.mpg), Quick Time – Apple (.mov), Audio Video Interleaved – Microsoft (.avi)

iii-Voice Formats 
Wav (.wav), MIDI (.midi), MP3 (.mp3)

Transforming Word to pdf

Transform the Word files of Turkish Abstract, English abstract and full text of thesis separately to pdf form. Steps are as follows;

1. Download the files listed below from http://www.pdf995.com/download.html
· Pdf995 Printer Driver Version X.X

· Free Converter Version X.X
· Run the programs.
2. Open the full text of the thesis. Click the File-Print, choose Pdf995 and click ok. Write and save file names by using authors’ full name as follows.
name_surname_tez.pdf 
(for thesis file)
Do the same process for abstracts and name them as follows,

name_surname_ozet_tr.pdf
(for abstract file in Turkish)
name_surname_ozet_en.pdf
(for abstract file in English)
Filling the Forms:
1- Thesis Data Entry and Permission to Publish Form: This form includes the title of your thesis, full name of author, reference number and other bibliographic information. COHE National Thesis Center has the permission to serve in any environment in pdf format of thesis full text with this document.

Thesis Data Entry and Permission to Publish Form is accessible on (http://tez2.yok.gov.tr/). To fill the form registration is required.

2- Form is designed to transfer information filled by author to a temporary table related to National Thesis Center Database. Printable version of the form which includes a reference number automatically given by the system appears after clicking save button. In the case of incorrect data input, it’s possible returning back to make correction. Reference number is to be considered for screening.
3- Thesis titles and abstracts are loaded into screenable area of the thesis Database. Therefore, in such a text field, italics, tables, figures, graphics, chemical or mathematical formulas, symbols, lower or upper icon (subscript, superscript), Greek letters, or other non-standard symbols or characters should not be used.
4- Department, discipline and branch rows can be skipped If necessary.

5- Index Terms: Alphabetic list of the keywords

6- Index Terms Offered by the System: System has offers while keywords are to be written. If keywords don’t exist in offered list still keywords have to be written in Turkish and English.

7- Permission of publication and suspension: Thesis Data Entry and Permission to Publish Form includes the permission part of online publication in COHE National Thesis Center Database. If permission has been granted by the author, “yayımlanmasına izin veriyorum” (publication permission granted) option has to be chosen on the form. Publication process can be delayed for 3 years If the thesis is about to be published by publisher or in application process of patent. In that case, “erteleme” (delay) option has to be chosen and period of delay has to be stated on the form.
8- Abstract have to be written in two different languages which one is Turkish not to exceed 250 words.
