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      Verification and assessment of thesis using the Archive of 

Theses 

Instruction for reviewers      
 

The Archive of Theses (APD) – the application of the USOS system supporting the process of 

submitting  and preparing thesis for defence. 

Steps Stage in 
APD 

Who Activity 

1  Dean’s Office Entering data into USOS. 

2 Stage 1 Student Entering thesis data, key words, language of thesis. 

3 Stage 2 Student Uploading an electronic version of thesis and thesis attachments. 

4 Stage 3 Student Downloading from APD and submitting the statement  
regarding student’s authorship of the thesis. 

5 Stage 3 Supervisor   Acceptance of data and thesis content or transferring  
thesis for correction – return to stage 1, step 2. 

6 Stage 3 Supervisor   Anti-plagiarism check (positive result  -approval of thesis,  
negative result –return to stage 1,step 2.                        

 Stage 4  The order of stage 4 depends on Faculty arrangements. 

7 Stage 4 Student Downloading and printing the thesis  from the system for the 
Dean’s Office (alternatively for the  supervisor and reviewer 
if the Faculty Council makes such a decision). 

8 Stage 4 Supervisor   Writing the review. 

9 Stage 4 Recenzent Writing the review. 

10 Stage 5  End of work in the system – thesis ready for defence. 

11  Dean’s Office Confirmation of documents, thesis control numbers 
and data accuracy. Completion of data necessary for the diploma 
exam. 

 

Depending on the decisions of the Faculty Council, reviewers assess the thesis in one of the following 

ways: 

- filling in a review form in APD or, 

- uploading the review from a file to APD or, 

- preparing the review outside the APD system. 
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Logging in to the Archive of Theses  
Access to the APD system possible at the address: https://apd.umcs.pl/  

 

Logging in takes place via the “Login Center”. 

 

Enter your (2) Identifier (ID)and Password and click on the (3) Sign in key. The identifier in the APD 

system is always the surname with the first letter of the name, (e.g. nowakj for Jan Nowak). 

1 

2 

3 4 

https://apd.umcs.pl/
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If you have a password for the Eduroam system or USOS web, you have to use it. If you cannot 

remember  the old password or you wish to set a new password, press the button (4) Reset 

password and follow further directions. 

It is worth giving here a clue to persons who have a  two-part surname. 

Attention! If you are a university employee and you have a two-part surname ,in the field ‘Identifier’ 

(ID) enter only its first part and the first letter of the name, e.g. Anna Nowak- Iksińska should write 

the name nowaka. If the system does not allow you to log in despite entering the identifier in 

accordance with the instructions, it may mean that the given login is already in use. In this case add 

the subsequent letters of the name to the identifier. If the name nowaka cannot be used, Anna 

Nowak should write nowakan. 

List of theses and tasks 

 

The thesis information will appear in ‘My theses and tasks’ window once the data are entered to the 

USOS system by the Dean’s Office clerks. 

In the left column (5) of the page there is a list of the theses grouped according to the role of the 

logged in user. Theses can therefore be found in Supervisor, Reviewer, or Committee Member 

group. 

Whereas, in the right column (6) there are tasks to be done. For a reviewer it will be ‘Write Review’. 

  

5 

Go to thesis information 

6 

Go to writing the review 
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Writing Review 
After choosing the task the window with the thesis page containing all the information about the 

thesis will appear. This page contains detailed information about the thesis, such as: 

- language of the thesis 

- abstracts 

- key words 

- thesis files ( thesis in PDF format and attachments, if the thesis has them)(7). 

 

 
 

7 
Go to the page with thesis files 
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After clicking on the ‘View Files’ key , the page ‘Files attached to the thesis’ will appear. This page 

contains a list of files with their description. 

 

 

Depending on the Faculty Council decisions, reviewers assess a thesis by: 

- preparing a review outside the APD system or, 

- filling in a review form in APD or, 

- uploading the review from a file to APD. 

 

Attention! 

In case of preparing one or both reviews in paper version, the processing of the thesis for defence 

in the APD system ends at stage 4 ‘Writing review’. 

Once the thesis and the report from the anti-plagiarism system are approved at stage 3, the 

supervisor goes to stage 4 ’Writing review’ and finishes his/her work with APD. There is no need to 

go to stage 5, since the system will automatically change the status of the thesis to the appropriate 

one after thesis defence.  

Back to thesis 

To download the thesis in order to read it or print 

it, click on the name of the thesis  
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In case of filling in a review in APD: 
 

 
 

After pressing the red icon of the review, the page ‘Draft of the review’ for the selected thesis 

appears. This page contains information about the reviewed thesis, i.e. its title, name and surname of 

its author, etc. and files with the electronic version of the reviewed thesis and its attachments, if the 

thesis has them.  

 

Go to writing review  

Choice of the way of submitting the review: filling in a 

form or uploading the review from a file  
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Filling in a review form in APD

 
The page with open windows will appear, allowing to enter a text under each question. Each 

question has to be answered.   

 

 

To finish editing the review, click on the ‘Save and exit editing’ key. Then, the screen ‘Draft of review’ 
will appear. 

Selected: Review in text format 

Go to review edit 

Saving and exiting review 

Saving review 
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Until the thesis is finally approved, it is possible to return to review editing, clicking on the ‘Edit 
Answers’ key. Once the review is approved, it cannot be edited later, but it can be downloaded in 
PDF file format. 

Uploading the review from the file to APD 
In order to upload the review in the content file format to APD from the user’s computer, on the 

‘Draft of the Review’ page change the target setting form of the review  to ‘Review in file format’ 

selected from the drop - down menu and click on the ‘Change’ button. 

 

Editing answers 
Approving review 

Selected: Review in file format 

Send file: Uploading the review  
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To upload the file, press the green button ’Upload File’. 

As the next step, with the button ‘review’, select the file with the review from the user’s computer. 

The review files have to be uploaded in PDF format. After uploading the file, the review has to be 

approved. 

Thesis ready for defence 
Once the last review is approved, the system automatically performs the final approval of the thesis. 

In the information on thesis and on the progress bar the thesis will gain ‘ ready for defence’ status. At 

this stage the processing of the thesis in the APD service definitively closes, and the thesis is ready for 

defence. 

 

 

Attention! 

If the student has to submit the new corrected version of the thesis, a Dean’s Office clerk, on the 

request of the appropriate supervisor, will modify the status of the thesis in the APD system by 

transferring it to a suitably earlier stage. 

After uploading the new corrected version of the thesis to the APD system, the student is obliged 

to deliver its printed copy with a current number to the Dean’s Office. A Dean’s Office clerk re-

checks compatibility of the control number on the printed copy with the control number in USOS. 


