Instruction for processing diploma theses in
the APD system for students
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1. General information
The Archive Diploma Thesis (APD) is used for the submission, verification and storage of electronic
diploma theses.

The process of handling a diploma thesis in the APD system is initiated once the student selects a
diploma seminar. Submission of a diploma thesis takes place in consecutive steps, which must be
completed in sequence and cannot be finalized without providing the required information.
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Figure 1. The scheme of thesis circulation in the APD system



2. Logging into the APD system

On the website apd.sgh.waw.pl - after selecting a language by pressing the flag icon,
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Figure 2. Selecting a language

click Login - in the top right corner.
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Figure 3. Logging into the APD system

The system will redirect you to the AUTHORIZATION page.

After logging in, you will be returned to the APD system to the student's account.
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Figure 4. Authorization


https://apd.sgh.waw.pl/

3. Student - thesis author: entering thesis data (step 1)

After logging into the APD system, the student is redirected to the MY APD tab: quick start — My
theses and tasks.

The tab contains two tables with the student's theses:

¢ |eft-hand table — Diploma theses — a list of all the student's theses,
¢ right-hand table — My tasks — a list of theses for which the student has tasks to complete.

To go to the thesis data page, click the thesis title in the right-hand table My tasks.

i

—

TR

Archive of Diploma Theses

INFORMATION CATALOGUE MY APD

S
MY APD My theses and tasks
- quick start
—
MY THESES
= diploma Instructions for students, thesis advisors and reviewers can be found in the INFORMATION
* author tab.
For more information regarding the thesis workflow and a detailed description of the process
MY TASKS visit www.sgh.waw.pl/apd.
- diploma
* complete information More v
about thesis
MY DIPLOMAS | (& My home page in the catalogue |
=+ list

MY EXAMS Diploma theses

= the closest exams

> list - MAuthor = Complete information about thesis
* examinee
ST WI’ programie
Show all Show all

Figure 5. Initializing the thesis circulation process

After clicking, step 1 of the thesis submission process begins — the student enters the thesis data and
approves the author's statement.
Thesis Status indicates which step the thesis is currently in.
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Figure 6. The thesis status information
In this step the following should be fill in:

1. the language in which the thesis was written,
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Figure 7. Choosing the language of the thesis

2. the title of the diploma thesis (a working title is initially entered in the APD system),
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Figure 8. Completing the thesis title

Then:

3. abstract in English (character limit: 4000),

4. keywords (character limit: 1000).
After completing the data, save them by clicking the SAVE THESIS INFORMATION button located in the
upper-right and lower-right corners of the Thesis Information section.

Laboris aute ut cupidatat ullamee duis magna est. Sint ad gligulp est ad
cupidatat velit pariatur in exercitation. Proident laborum ullameo adipiscing inin
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Abstract:
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Save thesis information

Figure 9. Completing the abstract and key words1



You will receive the following confirmation: Thesis data has been saved.
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Figure 10. Confirmation of saving the data

In this section (Thesis Information) you must also approve the author's statement, which is located at
the bottom of the page.

Status: @ Author of the thesis should type data
Archiving status: @ Tobe archived

Save thesis information

Aware of legal liability, | declare that this dissertation has been written by me independently in compliance with the
applicable regulations. | also declare that the presented dissertation has not previously been the subject of procedures

related to obtaining a professional title or an academic degree.

Author statement:  (NNEGEGED NOT APPROVED

Figure 11. Approving the author's statement

After approving the author's statement, you will receive the following confirmation: The statement
has been approved, and the statement status will change to: APPROVED.
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Figure 12. Approval of the statement
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Figure 13. Change of the statement status

Only after the thesis data and the author's statement have been approved will it be possible to
proceed to the next step of thesis submission by clicking the Go to file upload button.
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Figure 14. Go to adding files

4. Student - thesis author: adding files (step 2)

After moving to step 2, you can still return to editing the thesis data by selecting the Return to Editing
Data button.

If there is no need to do so, you can add the files: the thesis and the presentation — by selecting the
Files section.
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Figure 15. Files section2



In the Files section, you can select whether the thesis should be made available in the SGH Library
Reading Room (in accordance with the Library Regulations) and save your selection. Then click Add
files.
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Figure 16. Go to adding files

You will be redirected to the Files attached to the thesis tab.

At the top of the Files attached to the thesis tab, there is information explaining what sets are.

Files are grouped into sets.

Some types of theses permit to archive more than one set of files - consecutive sets
correspond to consecutive versions of the thesis.

A new set is created when the supervisor sends thesis for correction. Then the authors
modify the new set, and previous sets are retained as historical.

A set can include uploaded files, URL addresses of thesis locations and text descriptions of
such locations.

When you are done editing the files list, click the 'back to thesis' link to return to the previous
page.
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Figure 17. Sets — information



In Add file, specify the Kind of the file being uploaded and then indicate its location. You may also add
a Description for the attached file (this field is not required). The file will be placed in the set after
clicking Add to the set (you will receive a confirmation message).

The set should contain:
e thesis file in PDF format — kind: Thesis (Figure 18)

e presentation file in PDF format — kind: Presentation (Figure 20)

e additional attachments in PDF, ZIP, TGZ or 7Z format — kind: Other

No Set elements Approved
1 no files in the set NO
Add file ®
|Thesis v |
Kind: NMIAEHTIUNT aimnowmemrg see i

Maximum file size: 20.0 MB
Legal extensions: .pdf

|'_'P|zeglqdaj__.'] My._thesis.pdf |

File:

The file name will be automatically changed to match a proper format.
Language: |Eng|ish [EN] v |

Thesis
Description:

4

Limit 300, entered 6 characters

Figure 18. Adding the thesis file

. File "sSM-MGR-MIS-2025_(EID .o i has been added to set 1

No Set elements Approved

& SM-MGR-MiS-2025 (D 1 .pdf | Thesis
1 kind: Thesis| size: 16.4 KB | language: English [EN] | submitted o NN :cit| velete | Link for single NO

use

Figure 19. Confirmation of adding the thesis file
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Figure 20. Adding the presentation file

(V)

File *Prezentacja_SM-MGR-MIS-2025 (NI oot has been added to set 1

No Set elements Approved

& sm-meR-mis-2025 QD 1 pof | Thesis
kind: Thesis | size: 16.4 KB | language: English [EN] | submitted on—\ Edit | Delete | Link for single

use

1 NO
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kind: Presentation | size: 16.4 KB | language: English [EN] | submitted on | Edit | Delete | Link for
single use

Figure 21. Confirmation of adding the presentation file

After adding all required files, you can return to the thesis by clicking back to thesis.

Files attached to the thesis
Lorem ipsum dolor sit amet irure ad

l « back to thesis |m

Files are grouped into sets.

Some types of theses permit to archive more than one set of files - consecutive sets
correspond to consecutive versions of the thesis.

More v

Figure 22. Return to the thesis3



At this stage, you can still correct the thesis data using the Return to Editing Data button. Returning in
this way will not remove the files added to the set.

If the thesis data and the attached files are correct, the thesis can be forwarded for the Supervisor's

approval by clicking the Forward to the approval of the supervisor button (you will receive a
confirmation that the thesis has been forwarded).
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Figure 23. Forward for Supervisor's approval
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Figure 24. Thesis forwarded to the Supervisor

The thesis is forwarded to the Supervisor, who will receive a notification to his/her SGH domain email
address about the task of verifying the thesis in the APD system. The thesis is now in the next step of
the circulation process — Supervisor: data acceptance (step 3).

The Supervisor may approve the thesis or send it for correction. In either case, the student (the thesis
author) will receive an email notification about the change in the thesis status. If the thesis has been
sent for correction, step 1 (i.e. the thesis data and the author's statement must be approved again)
and step 2 of the diploma thesis circulation process must be completed again.
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Note: The Supervisor may send the thesis for correction in two variants:

e FORWARD FOR CORRECTION — you will be able to edit the last submitted set of files: remove
the incorrect file and attach a new one. In this case, the previously added thesis files will not
be archived in the APD system.

e CREATE A NEW SET AND FORWARD FOR CORRECTION - in this case, the new thesis file must
be added to a new set no. 2. The new set will contain the files from the earlier set no. 1, so the
incorrect file or files must first be removed (Figure 26). Set no. 1 will be archived and the files it
contains cannot be removed.
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Figure 25. Re-adding files
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1. Delete from the set

Figure 26. Deleting an incorrect file

After verification in the anti-plagiarism system (JSA) and approval of the thesis by the Supervisor, the
thesis will proceed to step 4 — Supervisor: writing opinion. If the Supervisor issues a positive opinion
and approves the thesis grade, the thesis proceeds to step 5 — Reviewers: writing reviews. Once the
reviewer approves the review, the thesis proceeds to step 6 — thesis is ready for defence.
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