Univerza v Mariboru

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 zakljuénega dela na
Studijskih 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 Studiju na
Univerzi v Mariboru z dne 1. 10. 2021).

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 zaklju¢nega dela na Studijskih programih prve in druge
stopnje Univerze v Mariboru) and the regulations on the University of Maribor doctoral degree studies
(Pravilnik o doktorskem studiju 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, onefile 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
(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
(http://libguides.ukm.um.si/c.php?g=601055&p=4465397).

PDF/A

PDF/A


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

Il. 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 AAl website opens, where the student selects the “University of Maribor” identity provider.
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Figure 1: Identity provider selection

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

Uporabnisko ime
Geslo Univerza v Maribon
Prijava »
b >

English | Bokmal | Mynorsk | Samegiela | Dansk | Deutsch | Svenska | Suomeksi | Espafiol |
Francais | taliano | Nederlands | L gish | Czech| 3¢ina | | Hrvatski|
Magyar | Jezyk polski | Portugués | Portugués brasieiro | Tarkce | Euskara

Figure 2: Login form


https://dk.um.si/

3. Afterlogin, 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. (7

Uporabniske strani

Pozdravljeni, Kot prijavljeni
lahko vrnete s klikom na zeleni gumb "uporabnik®, ki je skrajna

Oddaja zakljuénega dela za Studente

Spremeni osebne podatke in nastavitve

Odjava

Figure 3: Successful student login

4. For the new final thesis submission, the student selects the “Novo e-gradivo” button.
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Oddaja dela za studente ®

Nahajate se na zacetni strani DKUM, namenjene Studentom za oddajo digitalne razlicice diplomske, magistrske ali doktorske naloge (v
nadaljevanju e-gradivo). Oddaja e-gradiva poteka v vel korakih, vsak korak je v nadaljevanju dodatno opisan. Ce kjerkoli v postopku
potrebujete dodatno razlago, jo dobite s klikom na ikono @, ki je prisotna v vrstici z glavnim naslovom strani desno zgoraj (na tej strani
skrajno desno od naslova "Oddaja dela za Studente”) oz. ob nekaterih elementih uporabniskega vmesnika. Dodatna razlaga se odpre v

novem oz. pojavnem oknu, ki jih nekateri brskalniki blokirajo. V primeru teZav preverite nastavitve brskalnika in za domeno digitalne
knjiZnice izklopite blokiranje pojavnih oken.

V tabeli spodaj lahko vidite seznam vasih e-gradiv. Kliknite na obstojeée e-gradivo ali pa dodajte novo. Ce je povezava za urejanje
onemogocena, potem je bilo gradive zaklenjeno ali objavijeno, v obeh pnmenh gradiva ne morete vec urejati.

NASLOV E-GRADIVA
Ni zapisovl
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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.
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Podatki iz AIPS ®

V' DKUM lahko cddate le zakljucna dela, ki so uradno prijavljena in zabeleZena v sistemu AIPS. Na spodnjem seznamu so navedene vase
prijavljene teme zakljuénih naleg. Izberite zakljuéne delo, ki ga Zelite cddati.

Prijavljene teme zakljucnih del iz AIPS:

Maslov: Prihcdnost investicijskega zlata in srebra
Ivlentorji: Strasek Sebastjan
Vrsta Studija- VS
Studijski program: EPF - Poslovna ekonomija
Status: Zakljuéne delo je Ze shranjeno v DKUM. Uredi podatke...

Digitalna knjiznica Univerze v Mariboru | dkum@um.si Odjava

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.



PRVA STUDENTSKA STRAN > POSTOPEK ODDAJE

Postopek oddaje ®

Testno zakljuéno delo
(FERI, MAG, Medijske komunikacije)

Spodaj so navedeni koraki oddaje e-gradiva. Korake lahko izpolnjujete postopoma, torej lahko podatke izpolnite deloma in jih ob
naslednji prijavi dopolnite ali popravite. Ze preneseno datoteko lahko kasneje zamenjate.

Vpis osnovnih podatkov
1 » Vpisite nekatere osnovne podatke o vaSem e-gradivu.
Vpis...

lzpolnite izjave
2 » Nafisnite in podpigite eno ali vet izjav, ki jih je potrebno vkljuiti v oddano zakljuéno delo.
Izjave...

Prenos e-gradiva v elektronski obliki
3 » Prenesite datoteke e-gradiva na streznik digitalne knjiznice. Prenesti je potrebno vsaj predstavitveno datoteko (PDF).
Prenos...

Zahtevajte poroéilo detektorja podobnih vsebin

4. Vage zakljuéno delo bo primerjano z obseZno bazo razli€nih del, rezultate boste vi, vas mentor in komentor prejeli po elektronski
posti.
Poroéilo detektorja podobnih vsebin...

Objava e-gradiva
5 » E-gradivo bo objavljeno v elektronski obliki, ko bodo knjiZni€arji ugotovili skladnost oddanega gradiva s pravili za objavo. Po
objavi e-gradiva sprememba podatkov ne bo ve€ mogoca.

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),
o 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.



PRVA STUDENTSKA STRAM = VNOS PODATKOV O GRADIVU

Vnos podatkov o gradivu g

PRIHODNOST INVESTICIJSKEGA ZLATA IN SREBRA
(EPF, VS, Poslovna ekonomija)

Vnesite ali popravite podatke o e-gradivu. Vpisane podatke bedo uperabili knjiEniéarji pri vnosu v bibliegrafski sistem COBISS. Kjuéne
besede lotite = vejico, upoitevajte omejitve povzetkal

PODATKI v JEZIKU E-GRADIVA

Vpisite vsebine v jeziku, v katerem je napisana glavnina gradiva.

Jezik:

Slovanski jzzik o

Maslov (e je izpisan samo z velikimi érkami, ga popravite):
PRIHODMOST INVESTICIJSKEGA ZLATA IN SREERA

Povzetek (najvec 4000 znakov, brez "Povzetek:” ali pedobno na zacetku):

A

Kljuéne besede (najvet 1000 znakov, kljuéne besede loéene z vejico, brez “Kljuéne besede:” ali podobne na zadetku):

Test, Test, test3

PODATKI v DRUGEM JEZIKU

Vpisite vsebine v jeziku, v katerem so bil napisani naslov, kljuéne besede in povzetek v drugem jeziku (ohifaino tuj jezik).

Jezik:
Angleki jezit )

Maslov (e je izpisan samo z velikimi érkami, ga popravite):
THE FUTURE OF INVESTIMG IN GOLD AND SILVER

Povzetek (najvet 4000 znakov, brez "Povzetek:” ali pedobno na zadetku):

Test

e

Kljuéne besede (najvet 1000 znakov, kljuéne besede loéene z vejico, brez "Kljuéne besede:” ali podobno na zadetku):

Test, test, test3

OSTALI PODATKI

Dodajte osebe, e potrebno. Osebe pifite brez znanstvenin ali strekovnin nazivov! Oseb iz AIPS ni megode spreminjati

Vicga Ime Primek
[Mzntorjica) * | [Gebastan | Btratek ]
Komentarfica) | ime | riimek ] Brisi

Dodaj osebo
Krajin leto izdaje:
—

Figure 7: Final thesis data entry

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.
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PRIHODNOST INVESTICIJSKEGA ZLATA IN SREBRA
(EPF VS, Poslovna ekonomija)

Na streznik digitalne knjiZznice obvezno prenesite:
+ eno predstavitvene datoteke: vase delo v formatu PDF/A. Za pretvorbo vaSega zakljucnega dela v PDF/A lahko uporabite

poljubno orodje. Veéina urejevalnikov izvoz v PDF/A Ze omogoéa (navodila za MS Office Word, LibreOffice, OpenOffice),
uporabite lahko tudi prosto dostopni pretvomik CutePDE.

Po Zelji lahko na streZnik prenesete 5e:

+ eno izvorno datoteko: vase delo, npr. v formatu DOC. Ce imate ved DOC datotek, jih najprej zdruZite v eno.
= eno prilogo: vse druge datoteke, ki so nastale med izdelavo dela, npr. programska koda, slike in drugo. Priloge pred
prenosom kompresirajte (stisnite), za kompresijo obvezno uporabite format ZIP. Kako izdelati ZIP?.

Tip datoteke se samodejno dologi glede na koncénico datoteke. Za vsak tip lahko prenesete samo eno datoteko. Vsak nov prenos
brez opozorila zbriSe obstojeco datoteko istega tipa. Vet o prenosu datotek. ..

S pomocjo spodaj navedenega gumba izberite datoteko, po izbir pa se bo nalaganje zacelo samodejno. Pod imenom datoteke bo
prikaz napredka nalaganja. Prenos lahko traja nekaj ¢asa, odvisno od velikosti datoieke in hitrosti prenosa. Ime datoteke ni
pomembno, saj s& po prenosu preimenuje po intemih pravilin.

Datoteke ne smejo biti zaséitene z geslom!

Izben datoteko

Seznam vasin datotek v DKUM:

Tip Ime datoteke Datum Velikost (B) Akcija
Seznam je prazen!

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 zaklju¢nega 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
zakljuénega dela na Studijskih 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
Studiju 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 zaklju¢nega
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 zaklju¢nega dela.

A Digitalna B ©|sw0 | ENG
Knjiznica |SKANJE PO KATALOGU 2|

Univerze v [oxm vl

Univerza v Mariboru Mariboru Veda o ——
2ja pisava | Manja pisava

PRWVA STRAN PRVA STUDENTSKA STRAN ODDAJA DELA PRIJAVA NAPAKE UPORABNIK

PRVA STUDENTSKA STRAN = [ZJAVA

|zjava @

Testno zakljuéno delo
(FERI, MAG, Medijske komunikacije)

Pred objavo zakljuénega dela je potrebno oddati izpolnjenc izjavo o avierstvu zakljuénega dela. 1zjavo natisnite, podpidite in vkljuéite v
elektronski izvod zakljuénega dela. Izpolnjeno izjavo lahko prenesete s klikom na "Prenesi izpolnjeno izjavo o avtorstvu”, e ste pravilno
opravili prvi korak oddaje zakljucnega dela. |zjavo lahko izpolnite roéno sami, prazno izjavo dobite tukaj 2.

Prenesi izpolnjeno izjave o avtorstvu

Ce boste poleg elektronske verzije oddali e tiskano verzijo zakljuZnega dela, zgoraj navedeni obrazec veZite tudi v tiskano verzijo.
Dodatno izpolnite e izjavo o istovetnosti tiskane in elekironske oblike zakljuénega dela. Tudi to izjavo natisnite, podpidite in vkljuéite v
obe verziji zakljuénega dela. Izpolnjeno izjavo lahko prenesete s klikom na "Prenesi izpolnjeno izjavo o istovetnost”, e ste pravilno
opravili prvi korak oddaje zakljuénega dela. Izjavo lahko izpolnite ro€no sami, prazno izjavo dobite tukaj &.

Prenesi izpolnjeno izjavo o istovetnosti
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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.



Temporary Inaccessibility of the Final Thesis

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

reasons:
e professional secrecy protection,
e protection of results for intellectual property rights implementation,
e ensuring the security of people and nature,

e classified information protection.

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.

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.

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”).

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.

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 zaklju¢nega dela na Studijskih programih prve in druge stopnje
Univerze v Mariboru) and the regulations on the University of Maribor doctoral degree studies
(Pravilnik o doktorskem Studiju na Univerzi v Mariboru) a permanent removal of a publication is
not possible.
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