
1 
Updated 2011-08-25 

 

Instructions for students  

– publish a student paper, essay or degree project from Stockholm 
University in DiVA.  

Please note that your department may provide their own instructions. In that case these shall 
be used.  

The departments of Stockholm University are responsible for the student publications in DiVA. 
If you have any questions or need some help with the registration or deposition of your 
publication in DiVA, please turn directly to the DiVA-administrator at your department. 

Remember 
• You can save an incomplete registration as a draft by clicking on Cancel/Save draft and selecting 

Save a draft. You can find it later under My drafts. 

• It is vital that you register the correct department.  

How to publish 
Log into DiVA http://su.diva-portal.org/login with your University account and password.  

When you have logged in, select Add publication/Upload files. 

 

 

 

 

 

 

 

 

 

 

 

 

Registering in DiVA consists of four steps: 

Step 1. Select publication type: Student thesis (degree project) is preselected. 

http://su.diva-portal.org/login�
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Step 2. Fill in your details: fill in the details about your paper.  

Fields with red asterisks (*) are required fields.  

  

Click Choose 
organization and 
search or browse for 
your department.  
 

If there are other 
authors, click on 
Another author and 
fill in all details. 

Hjälptexter som förklarar fälten visas 
om du håller muspekaren över 
frågetecknet. De finns även samlade 
under Hjälp i övre menyn. 

* 

* 
* 

You can delete a 
selected organisation 
by clicking on the 
cross. 

Incomplete 
registrations are 
stored under My 
drafts. 

Help texts explaining each field are 
shown if you hold your cursor over 
the question mark. All help texts are 
also available by clicking on Help in 
the top menu. 
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If there is an alternative title, write it in 
here, for example the title in another 
language. 

Select the number of credits for 
the paper. The list shows both 
the old system credits and the 
present system with HE credits 
(Higher Education). 

* 

* 

* 

* 

* 

If the paper is part of a 
series, select the title of the 
series from the list and give 
the number that your paper 
has in the series.  If the 
series is not on the list, fill in 
the field below under Other 
series. 

Give the number 
of the last page 
number printed 
in your paper. 
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You don’t need to 
fill in these fields. 

Optional fields. 
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* 
In order that your paper can be found in  
Libris Uppsök and essays.se you must select 
a general subject category here.  

You can add 
keywords in several 
languages. 

You can add 
abstracts 
(summaries) in 
several languages.  

Give keywords to help 
others find your paper. 

Add name and 
department of 
your supervisor 
and examiner. 
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3. Upload your file: Upload your paper in pdf-format (A4).  
In order that your paper can be found in Libris Uppsök and essays.se you must upload your paper 
full text!  

Let the alternative “Make freely available now” stay selected if your paper doesn’t need any    
special arrangements. “Make freely available” includes archiving the file in DiVA. 

 

  

 

 

 

 

You don’t need to 
fill in anything 
under 
Presentation. 
 

 

 

 

Select 
fulltext and 
pdf. 

Upload your paper by 
clicking on Browse 
and selecting your 
paper. The paper 
must be in pdf-
format (A4). 
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 Read the conditions for electronic publishing and tick your acceptance. 

 

 

 

Step 4. Review/Publish:  Check if all details are filled in correctly. If you want to change something, used 
the link Edit information or click on Back to return to the form and make the necessary changes. When you 
are satisfied, click on Submit. 

 

 

 

When you have submitted your paper it has to be approved by a DiVA-administrator at your department 
before it can be published. For that reason, you will not be able to see your paper immediately after you 
have registered it. First after the administrator has published(validated) the paper, you will be able to find it 
in DiVA, Uppsök, Essays.se and finding tools such as Google. 

Tick to 
accept the 
publishing 
conditions. 

Click here if you 
need to edit the 
file information.  

http://uu.diva-portal.org/�
http://uppsok.libris.kb.se/sru/uppsok�
http://www.uppsatser.se/�
http://www.google.com/webhp?hl=en�
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