
  

 

CHECKLIST FOR 
   DOCTORAL STUDENTS 

HOW DO I PUBLISH MY 
E-THESIS? 

At BTU Cottbus–Senftenberg the doctoral regulations of all 
faculties allow the submission of an electronic version of the 
doctoral thesis to fulfil the publication obligation. 
 

1. To publish your thesis you must first submit a copy of the 
permission to print (»Druckfreigabe«) confirmed by the 
chair of the examination committee to the Theses 
Department. 

 
2. Make sure to clarify all copyright and licence related 

questions to ensure that your publication is not precluded 
by third-party rights.  
Copyright regulations 

 
3. Add a new title page after the doctoral examination as 

specified in your faculty’s doctoral regulations. Make sure 
to use the current faculty designation (see sample title 
pages). 

 
4. Personal data other than on the title page should be 

removed from the document for data protection reasons 
(e.g. curriculum vitae, signature, private addresses).  

5. Transfer the required metadata both in English and 
German (titles; abstracts of the length of max. 3,000 
characters incl. blanks; and max. 5 keywords each) into 
the BTU Digital Repository OPUS via the registration 
form. Also, choose whether you want to publish your 
thesis granting a Creative Commons licence. 

 
6. After completing the above form, you will receive a DOI 

(Digital Object Identifier) for your publication per e-mail. 
Please add the DOI link in your document at the bottom 
left corner on the back of the title page.  

7. Please make sure your file fulfils all formal and long-time 
archiving requirements: Guidelines for PDF/A finalization. 

 
8. Convert your document into PDF/A-1b or -2b format.  

The BTU PDF/A converter is freely available to all BTU 
members. During the conversion process, the metadata 
filled out in this tool will automatically be transferred and 
correctly placed in the PDF/A file properties.  
 

9. After the examination of the file and metadata by the 
Theses Department, you will receive an e-mail with a test 
access link and the request to check your data record 
carefully. Please do not print your hard copies before 
you receive this e-mail. 

 

10. In accordance with your doctoral regulations, 3 or 5 printed 
copies must also be submitted to the University Library. 
Please use white, ageing-resistant paper. The copies must 
be durably bound. Copies with ring bindings, spiral bindings 
or plastic covers with tape bindings will not be accepted.  
Please note that the contents of your PDF/A file and 
print copies must be identical.  

 
11. Please read the Declaration of consent carefully and fill it 

out. Submit the form signed per hand together with your 
printed copies to the University Library.   
 
After having received all required documents, the Library 
will send you a receipt confirmation per e-mail. A copy of 
this e-mail will also be sent to the deanery of your faculty.  
The deanery will then issue your certificate.  
 
 
 

 
CONTACT 
 
bibliothek.hochschulschriften@lists.b-tu.de 

Zdenka Günzel  
T 0355 69-2161 

Simone Schad  
T 0355 69-3205 

Silvia Möller-Hübinger 
T 0355 69-2493  
 
 
 
We will also happily support you in person. 

Please make an appointment in due time. 
 

University Library 

IKMZ - Universitätsbibliothek 
Hochschulschriftenstelle  
Platz der deutschen Einheit 2 
03044 Cottbus 
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