
 
 
 

Instructions on the Preparation and Submission of the Electronic Form of Final 
Theses and Conditions for Temporary Inaccessibility of the Final Thesis Contents 
 
 
Instructions on the Preparation and Submission of the Electronic Form of Final Theses and Conditions for 
Temporary Inaccessibility of the Final Thesis contents is an executional document of the regulations on the 
procedure of preparation and defense of the University of Maribor bachelor’s and master’s degree study 
programs final thesis of 1 October 2021 (Pravilnik o postopku priprave in zagovora zaključnega dela na 
študijskih programih prve in druge stopnje Univerze v Mariboru z dne 1. 10. 2021) and the regulations on 
the University of Maribor doctoral degree studies of 1 October 2021 (Pravilnik o doktorskem študiju na 
Univerzi v Mariboru z dne 1. 10. 2021).  
 
 
 

I. Preparation of the Electronic Form of Final Theses 

In compliance with the study program and the regulations on the procedure of preparation and 
defense of the University of Maribor bachelor’s and master’s degree study programs final thesis 
(Pravilnik o postopku priprave in zagovora zaključnega dela na študijskih programih prve in druge 
stopnje Univerze v Mariboru) and the regulations on the University of Maribor doctoral degree studies 
(Pravilnik o doktorskem študiju na Univerzi v Mariboru), the student submits their final thesis into the 
DLUM. 
Once the final thesis is prepared in an acceptable electronic form, the student submits it into the Digital 
Library of the University of Maribor (hereafter DLUM). There, the similarity of the final thesis to other 
documents is also checked. Only the final theses registered and recorded in the AIPS system can be 
submitted into the DLUM. 
One must submit into the DLUM:  

- one file in the PDF/A format, submission of the final thesis in this form is mandatory, the 
contents must be identical to the printed version of the thesis, and the file must not be 
protected with a password;  

- optionally, one file in the original format, e. g. DOC, DOCX, ODT (format in which the final thesis 
must be created), the contents must be identical to the printed version of the final thesis; 

- optionally, one file in the ZIP format, including all annexes that are not included in the printed 
version, e. g. original image, diagram, or model files, program code, or other documents 
pertaining to the final thesis. 

 

 

 

 

 



Assistance:  
 

• DLUM - Digital Library of the University of Maribor 
(https://libguides.ukm.um.si/dkum);  

• Instructions on file conversion from WORD format to PDF/A 
(http://libguides.ukm.um.si/c.php?g=601055&p=4465350);  

• Instructions on file conversion from OpenOffice format to PDF/A  
(http://libguides.ukm.um.si/c.php?g=601055&p=4465450);  

• Instructions on file conversion from LibreOffice format to PDF/A 
(http://libguides.ukm.um.si/c.php?g=601055&p=4465397).  

https://libguides.ukm.um.si/dkum
http://libguides.ukm.um.si/c.php?g=601055&p=4465350
http://libguides.ukm.um.si/c.php?g=601055&p=4465450
http://libguides.ukm.um.si/c.php?g=601055&p=4465397


II. Final Theses Submission 

Within the process of final thesis creation, the DLUM enables final theses submission into the DLUM 
for the purpose of the contents’ similarity to other documents detection. With that, one must regard 
that the mentor and eventual co-mentor are also informed on each final thesis contents similarity 
detection. 

 
Submission is conducted following the below-stated procedure that needs not be carried out entirely 
at once. Specific steps will require the implementation of previous steps.  
 
1. On the https://dk.um.si/ website, the student selects “Login” in the main menu, then clicks the 

“Login” button (additional instructions for login are given above the button on the website). The 
Arnes AAI website opens, where the student selects the “University of Maribor” identity provider.  

 
 

 
Figure 1: Identity provider selection 

 
 
2. For login, the student uses the UM uniform digital identity data (as for AIPS login). 

 
 

Figure 2: Login form 

https://dk.um.si/


3. After login, the student selects “Students’ theses upload”. Basic data on the final thesis submission 
can be reached in the main menu under “Upload document” (accessible even without login). The 
concrete instructions are accessible on the submission sites and within the incorporated 
assistance, accessible on each site via an icon. 

 
 

Figure 3: Successful student login 
 
 
4. For the new final thesis submission, the student selects the “Novo e-gradivo” button. 

 
 

 

Figure 4: Introductory site for final thesis submission 
 
 
5. The list of students’ registered topics for final theses from AIPS is displayed, where they select the 

relevant topic. After the topic selection, a new entry is inserted into the DLUM. The student 
completes it in the following steps. If the list is empty, the final thesis submission is not possible. 
In that case, the student turns to the student affairs office at their faculty.



 
 

Figure 5: Data from AIPS 
 
 
6. The following five steps of the final thesis submission procedure appear on the website: 

• basic data entry  
• the student fills out a statement (a statement of authorship and, in case they will submit a 

printed and electronic version of their final thesis, a statement on printed and electronic 
final thesis form identity) 

• transmission of e-materials in electronic form 
• student claims a detector of similar contents report 
• final thesis (e-materials) publication. 

 



 
 

Figure 6: Final thesis submission procedure and access to individual steps overview 
 
 
7. The student selects or enters basic data on their final thesis into the DLUM: 

• final thesis language (document language and abstract language),  
• final thesis title (in two selected languages),  
• final thesis abstract (in two selected languages),  
• keywords, separated by comma (in two selected languages),  
• mentors and co-mentors without their professional or scientific titles,  
• place and year of publication.



 
 

Figure 7: Final thesis data entry 
 
 
8. The student submits into the DLUM an electronic form of their final thesis in the PDF/A format that 

must be identical to the printed copy of the final thesis. Optionally, they can submit one file in the 
original format (e. g., DOC) and one file in the ZIP format, including all annexes not included in the 
printed version, e. g. original image, diagram, or model files, program code, or other documents 
pertaining to the final thesis. 



 
 

Figure 8: File transmission 
 
 
9. The student initiates the detector of similar contents. Final theses content similarity detection 

follows the instructions on contents similarity detection of the final thesis electronic form to other 
documents (Navodila o preverjanju podobnosti vsebine elektronske oblike zaključnega dela z 
drugimi deli). 

 
10. When the mentor (and/or the eventual co-mentor) confirms the contents and form of the final 

thesis and agrees with the contents similarity detection of the final thesis to other documents 
report, you have submitted the final version of the electronic form of the final thesis. The mentor 
informs the student they can print out the statement of final thesis compliance (annex 3 to the 
regulations on the procedure of preparation and defense of the University of Maribor bachelor’s 
and master’s degree study programs final thesis (Pravilnik o postopku priprave in zagovora 
zaključnega dela na študijskih programih prve in druge stopnje Univerze v Mariboru) or annex 6 of 
the regulations on the University of Maribor doctoral degree studies (Pravilnik o doktorskem 
študiju na Univerzi v Mariboru)), the mentor (and eventual co-mentor) signs. 



11. Bachelor’s and master’s degree students print out, sign and include into the electronic copy of the 
final thesis a filled-out statement of authorship of the final thesis (izjava o avtorstvu zaključnega 
dela) that is generated in the DLUM. The student can also fill out the statement on their own. For 
that purpose, the DLUM website (“students’ theses upload” site) contains empty statements. If the 
student also submits the final thesis in printed form, the printed and electronic copies must include 
the statement on printed and electronic final thesis form identity (izjava o istovetnosti tiskane in 
elektronske oblike zaključnega dela. 

 
 

 
 

Figure 9: Links to the statement of authorship and the statement on printed and 
electronic final thesis form identity 

 

 
12. Doctoral degree students print out, sign, and include into the electronic copy of their final thesis a 

filled-out statement of authorship and printed and electronic final thesis form identity that is 
generated in the DLUM. The student can also fill out the statement on their own. For that purpose, 
the DLUM website (“students’ theses upload” site) contains empty statements. 

 
13. The student is obliged to submit the final version of their final thesis in the electronic form for 

publishing in the DLUM at the latest within 14 days since their final thesis defense. 
 
14. After the expiration of a 14-day period following the final thesis defense, the submission of the 

electronic form of the final thesis is no longer possible. For necessary corrections after the defense, 
the competent office of student affairs of the university member can enable subsequent 
submission of the new version of the final thesis into the DLUM. 

 
15. The library of the competent faculty publishes the final thesis into the DLUM. 



III. Temporary Inaccessibility of the Final Thesis 
 

1. The final thesis contents may only exceptionally be temporarily inaccessible for the following 
reasons:  

• professional secrecy protection,  
• protection of results for intellectual property rights implementation,  
• ensuring the security of people and nature,  
• classified information protection.  

 
2. The mentor and the student address the written request for temporary inaccessibility of the final 

thesis approval to the dean of the university member prior to submitting the printed and electronic 
form of the thesis. The request must include an argumentation of the reason for the temporary 
inaccessibility of the final thesis contents and a proposition for the duration of temporary 
inaccessibility. Adequate proofs must also be annexed to the request.  

 
3. The dean of the university member may grant the request and issue a resolution of temporary 

inaccessibility of the final thesis contents with which they determine the duration of temporary 
inaccessibility that may not be longer than 3 years from the final thesis defense. When the request 
is not granted, they issue a resolution of refusal. The dean’s decision is definitive. The resolution 
with which the dean of the university member grants or rejects the request is served to the 
student, mentor, and the competent office for student affairs of the university member and 
annexed to the electronic and printed copies of the final thesis.  

 
4. During the period within which the final thesis electronic form contents are inaccessible, the DLUM 

publicly displays only the bibliographic data on the document. Within the program equipment for 
content similarity detection the document is marked as a “private source” (“zasebni vir”).   

 
5. Temporary inaccessibility of the printed and electronic form of the final thesis is ensured by the 

library of the university member and the UML as a recipient of deposit copies of publications after 
receiving the printed copy of the final thesis. Temporary inaccessibility of the electronic form of 
the final thesis is ensured within the DLUM. The final thesis must be inaccessible until the date set 
in the resolution of the dean of the university member.  

 
6. In compliance with the provisions of the regulations on the procedure of preparation and defense 

of the University of Maribor bachelor’s and master’s degree study programs final thesis (Pravilnik 
o postopku priprave in zagovora zaključnega dela na študijskih programih prve in druge stopnje 
Univerze v Mariboru) and the regulations on the University of Maribor doctoral degree studies 
(Pravilnik o doktorskem študiju na Univerzi v Mariboru) a permanent removal of a publication is 
not possible.  
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