Procedure for Submission of Electronic Thesis & Disserations on DSpace Server

Step 1. Registration (Common to all collections/ communities)

For logging in and submitting any document first of all you have to register yourself on DSpace server. 

· Log on to http://dspace.tiet.ac.in/dspace
· Click on My DSpace link on left hand side of the DSpace Home Page. You will be previewed with a login screen.

·  Click “New User? Click here to register”. Enter your TIET mail-id and   press Register, a registration mail is sent to you.( Note: At present the DSpace system is configured to work with TU mail ids only. Other mail ids may be allowed at a later stage).

· Open the mail from DSpace to register yourself on DSpace server.

Step 2. Submission (to ETD Collection)

              2.1 Check List before submission

 a) The DSpace submission is to be done after the thesis or dissertation has been accepted as per the relevant                    academic regulations

b) The authorized submitter in the concerned department should ensure the following:

· The electronic version is same as print version

· There should be a single PDF file( in case the file can not be submitted in PDF form an explanation should be attached).  Adobe Acrobate Professional Edition is available for conversion of files to PDF, in Computer Centre and Central Library.
· IPR declaration and metadata sheet is completed and signed by the candidate.

· Student has submitted a softcopy of the abstract.

2.2. Procedure

Open the DSpace site (http://dspace.tiet.ac.in/dspace). Go to My DSpace and login with your id and password. Click on Communities and Collections and then on Electronic Thesis & Dissertations Collection link. Select start new submission. A submission form will open.

Step 3. 

Follow the instructions during submission process. Enter the details of Thesis & Dissertations; follow the instructions given on DSpace site. For various metadata use the following guidelines::


	Authors
	Name of the student whose thesis is being submitted. Press add more and then enter guide’s name in second author and suffix ‘(Guide)’ including brackets at the end of first name. e.g. 
Sharma A. A.(Guide)

	Title
	Enter Title of the thesis

	Series/Report No.
	Leave Blank

	Identifiers
	Leave Blank

	Type
	Thesis

	Language
	English

	Subject Keywords
	Enter Keywords (add more keywords so that item can be searched easily) 

	Abstract
	Enter Abstract (You may cut and paste the text)

	Sponsors
	Department Name, Thapar University

	Description
	Write name of the degree, followed by any other  description you want to provide.


Step 4.

Once all the submission steps are completed, a handle no is displayed on the screen by the system. Note down this number in the space provided below the IPR Declaration Form. Put your signature and send the form  to Central Library.

Step 5.

After Central Library has received the form, the DSpace administrator will check the entry and complete the submission process.

Step 6.

After the submission process is complete the server will send a mail to submitter as well as subscribers of collection.

THAPAR UNIVERSITY

Electronic Thesis and Dissertation Submission

IPR Declaration (To be filled up by the Candidate)

I (Full name) …………………………………………...……..have authored the thesis/dissertation titled (Title) ………………………………………………………………………………………………………………………………………..….. 

under the supervision of (Name of supervisors) …………………………..…………………………………………… ……………………………………….. …… , and submitted the same to Thapar University, Patiala,(The University)   for the award of (degree) ………………………. for the academic year…………………. and have also submitted an electronic copy of the said thesis/dissertation  for archiving in the Library.

I authorize the University to publish, distribute and disseminate my said thesis/dissertation in any medium and manner including through computer network with effect from (date) …………………………..…….. 

For this purpose the University shall be free to store and preserve the contents of my thesis/dissertation in any medium including but not restricted to computer, optical media and the Internet.
I also authorize the University to prepare and share metadata and catalogue records with third party networks and service providers, database producers etc for the purpose of providing access to full text of my said thesis/dissertation.

I certify that contents of my thesis/dissertation are free from any material that infringes upon intellectual property rights of third party (s). If I have included such material in my said thesis/dissertation, I have taken explicit permission from the right holders for such use. I further agree to protect, keep immune and indemnify the University against any infringement action by the rights owners or any other party(s) with regard to contents of my said  thesis/dissertation.

Name: …………………….……….





Signature

Roll No……………………………
To be completed by the submitter (Supervisor/ PG Coordinator)
Electronic copy of the above thesis/ dissertation has been submitted by me on DSpace server http://dspace.tiet.ac.in/dspace. The handle no. is __________________________ 

I certify that the electronic copy submitted is same as the print copy submitted by the candidate and approved as per the University regulations.

Submitter’s Name:…………..


Signature……………….. 

Please send this form to Central Library after submission of the Thesis/dissertation.

Metadata Information
With each ETD the following metadata information (as per Dublin Core standards) should be provided.

	Author
	

	Authors(Guide)
	

	Title 
	

	Language
	

	Subject Keywords
	 

	Abstract
	

	Department Name
	

	Description (name of the Degree)
	

	Year of Submission(Academic Year)
	


