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MASTER THESIS HAND-IN IN FRONTER
- a hand-in guide for candidates -

In spring 2011 you have to hand in your master thesis in Fronter. This is done in a special way and not in the ordinary Fronter course room for your thesis course.
Your thesis must be handed in as a PDF file.
There will be a hand-in period for each master thesis course. You may do your hand-in in this period only, and you have to finalize the hand-in before the hand-in period expires.
The master thesis hand-in consists of two separate parts. First, you upload your master thesis file to Fronter. Then the uploaded file is handed in as your master thesis. As a part of the hand-in procedure you have to fill in a separate form including information on you and your thesis. The appendix to this guide includes a list of the needed information.
It is your responsibility to start the hand-in procedures in time. The upload of large PDF files may take some time depending on the file size, your Internet connection and the actual work load on the Fronter servers. On UiA computers a 7 - 8 MB upload usually requires 1- 2 minutes. You may use a test upload to estimate the upload time on non-UiA computers.

In addition you also need to fill in the hand-in form before you can finalize the hand-in. The final hand-in confirmation must be given before the hand-in period expires.
1. Fronter login in the hand-in period
The Fronter login is done in the ordinary way even in the hand-in period. In the hand-in period and until your hand-in is done, a special box will be displayed when you click on the login button. This box will be displayed on every login in this period. It has no impact on your normal use of Fronter. It just gives you access to the needed thesis hand-in functionality.
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To the left, Inge N. Person has logged into Fronter in the hand-in period for his ME-502 master thesis.
To continue you just click on the ”Start exam” button. You leave the pin code field empty even if the box tells you to enter a pin code.

The ordinary Fronter ”Today” page will now be displayed. The only difference in Fronter is a new tool, ”Digital exam”, to the far right in your personal Fronter tool list.
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This tool is used to hand in your master thesis.
Normally, you have just one active, digital exam in the hand-in period for your master thesis. If you have more than one, they will all be listed in the box.
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In this example, the user has two active, digital exams.
The ”Digital exam” tool may only be used to access one of these two digital exams at a time.
We assume that this user wants to access the digital exam for his master thesis hand-in. He therefore selects this exam before clicking on the ”Start exam” button.
Both a new Fronter login and a new digital exam selection are needed to access the other, active digital exam. 
2. The ”Digital exam” tool
When you click on the ”Digital exam” tool to the far left in your personal Fronter tool list, a separate window for the selected digital exam is displayed. 
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This window includes three separate sections. Only the two last ones are used for your master thesis hand-in.
You may close the digital exam window at any time. You re-open this window by clicking on the ”Digital exam” tool once more. The title of the digital exam and information on you as a candidate are displayed in the upper part of the window. 
A detailed description on how to use the two sections is included below.
3. Master thesis upload
Your master thesis must be uploaded as a PDF file. No other file formats are accepted. The ”Upload your exam papers” section includes the necessary upload functionality.
Please name your file like this:

<course code> <year> <term> ”Master thesis” <your name>.pdf

Example:
Assume that Inge N. Person wants to upload his master thesis file in the course BE-501-1 in spring 2011. This is the correct file name for his file:

BE-501-1 2011 spring Master thesis Inge N. Person.pdf

You have to assign the correct file name prior to the file upload. Uploaded file renaming is not an option.
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Click on the ”Browse …” button to display the file system on your computer and select the master thesis file.
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The complete file is then displayed in the file name field. Click on the ”Upload” button to upload your file.
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The uploaded file is then displayed in the uploaded file list just below the upload functionality. This file will be used in the final hand-in. You may check the file content at any time by clicking on the file title to open the file.
You may also replace the uploaded file with another version.
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Just select the file and click on the ”Delete” button to remove the file from the uploaded file list. You may then upload a new version of your thesis file.
The file in the uploaded file list will remain even if you close the digital exam window or log out of Fronter.
4. Master thesis hand-in
Your master thesis file must be uploaded prior to the final hand-in. The hand-in functionality automatically hands in the file in your uploaded file list. The content of the uploaded file list is your responsibility. 
You may hand in even if the uploaded file list is empty. This will result in a blank hand-in and a not passed grade.
The hand-in is final. There is no second hand-in chance even if a new hand-in might meet the hand-in deadline.
Even if you start the hand-in process, you may cancel this process at any time. The critical action is your final hand-in confirmation.
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The ”Delivery of your paper” section is used for the final hand-in.
Please click on the ”Master thesis hand-in spring 2011” link to start the hand-in process.

The separate hand-in form is now displayed. Please enter all the required information in this form, and click on the ”Submit answer” button in the lower right corner of the form to hand-in the form and continue the hand-in process.
A separate message box is the displayed:
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The ”OK” button in this box represents the final hand-in confirmation. If you click on this button, your master thesis hand-in is final.
If you want to cancel this hand-in process, just click on the ”Cancel” button. You may then start a new hand-in process later on. The content of the hand-in form is not saved, so you will have to enter all the information in that form once more.
To meet the hand-in deadline, you have to click on this ”OK” button in time. Just starting the hand-in process before the deadline is not sufficient.
When you click on the ”OK” button, a receipt is displayed. This receipt confirms your master thesis file hand-in. Your file is included in the file list in the receipt.
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You may print this receipt by clicking on the printer icon in the lower right corner of the receipt.
This receipt is also included as part of your hand-in.
The receipt just confirms the hand-in of the listed file. You will even get a receipt for a blank hand-in, butt he receipt file list will then be empty.
The content of the uploaded file list on hand-in is your responsibility!
APPENDIX:

This information is required in the hand-in form:
· the course code of your master thesis course
· the title of your master thesis course

· your student id number
· your name
· the title of your master thesis
· the subtitle of your master thesis
· the number of extra copies for yourself
· the number of extra copies for your department

· whether the thesis is to be printed in black and white or in colour
· publishing restrictions
· reasons for confidentiality request
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