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Guidelines for PDF files — Specifications and

recommendations for publishing academic theses on the

Publish.UP publication server

Overview of requirements
The aim is to ensure the long-term readability and accessibility of online publications. To this
end, PDF files must meet the following requirements:

Machine readability and accessibility: The text-based content must be machine-readable and
accessible; in other words, the content must not be embedded as an image, and it must be
searchable, highlightable and selectable.

No password protection: Access to the file must not be restricted by a password via DRM
(Digital Rights Management) measures.

Page format: The manuscript must be created in a standard page format, preferably A4, and
oriented in portrait format. Any deviating page formats must be adjusted accordingly.

Page numbering: Pages in the manuscript must be numbered consecutively.

PDF bookmarks: All headings must be set up as bookmarks to enable readers to navigate the
file easily.

PDF settings: The document properties must contain at least details of the title, author and
keywords; additional details such as language and license information are desirable. The
bookmarks bar must be visible. The page layout must be set to single-sided.

PDF/A: To ensure long-term digital archiving, the publication must be in PDF/A format.
Submission in PDF/A-2a or PDF/A-3a format is recommended.

Further information regarding files

File upload: Files are uploaded directly via Publish.UP. Files up to 250 MB in size can be
uploaded. For larger files, please use Box.UP or alternative cloud services.

Personal data: Please handle personal data with care and check whether certain details are
necessary. For academic theses, it is not necessary to publish your CV, statutory declaration
or similar documents. We also advise against publishing a scan of your signature.
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Machine-readability and accessibility
The text-based content of the manuscript must be machine-readable and accessible. This means that
text-based content:

e must not be embedded as an image,

e must be searchable,

e must be highlightable and selectable,

e must, where possible, be read aloud by screen readers in the logical reading order.

If the embedded text consists of images, either the original file in the format used to create the draft
version should be embedded, or a text-based version should be requested from the publisher. This
applies in particular to the publisher’s version of articles that are included in cumulative university
publications.

The settings for embedding fonts are configured during PDF export. The following default settings in
your word processing program are recommended:

LaTeX Fonts are embedded by default when using
pdflatex. Recommendation: Use the fontenc
package to ensure ligatures and similar
characters are displayed correctly.

Word Recommended default setting: ‘File’ tab -
‘Options’ - ‘Save’ - tick the box at the bottom
labelled ‘Embed fonts in the file’ (Mac: ‘Word’
tab - ‘Preferences’ - ‘Font’ - ...

Problems can arise in particular when embedding graphics created in other programs. In this case,
check the export settings in your graphics program.

Check the document properties of the PDF file to ensure that all fonts used are marked as
‘embedded’.

Check in Adobe Acrobat Pro or Adobe Reader: ‘File’ - ‘Properties’ = ‘Fonts’

Dokumenteigenschaften X

Beschreibung  Sicherheit Schriften  Ansicht beim Offnen  Benutzerdefiniert Erweitert

In diesem Dokument verwendete Schriften

= B DejaVuSans
Typ: Type 3
Kodierung: Benutzerdefiniert
Originalschrift: BMQQDV+DejaVuSans
Originalschrifttyp: Type 3

= B DejaVusans-Oblique
Typ: Type 3
Kodierung: Benutzerdefiniert
Criginalschrift: GCWXDV+DejaVuSans-Qblique
Originalschrifttyp: Type 3

= a Helvetica
Typ: Type 1

Kodierung: Standard
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No password protection

Check the document properties to ensure there are no restrictions on the use of the file.

Check the security settings in Adobe Acrobat Pro or Reader: ‘File’ - ‘Properties’ - ‘Security’ tab >
Under ‘Security system’, ‘No security’ is selected.
Dolurnernteigenschaften M
Eru;hrrihung Sicherhest Scheften  Ansicht beim Offnen  Benutzerdefsniert  Enweitert
Dokumentsicherheit
Dias Sicherheitssystern des Doluments schrinkt die im Dokument ulissigen Vierginge sin. Jum

Entfernen der Sicherheitseinschrinkungen wihle fiir das Sicherheitssystern _Keine Sacherheit™
auUs.

Sicherheitssystern:  Kesne Sicherheit

Kann gedffnet werden durch:  Alle Acrobat-Versionen

Dekumenteinschrinkungen — Zutammenfassung
Drucken: Eulaﬂlg

Andermn des Dokuments:  Zulfssig

Page layout
The manuscript must be created in A4 format, even if it contains articles with different page layouts.
Any page layouts that differ from this must be adjusted accordingly.

Example Word
Example Adobe PDF, US Letter in DIN A4

The manuscript must be set up in portrait orientation. Any pages in landscape orientation must be
rotated 90 degrees anti-clockwise.
Example Adobe PDF

Page numbering

The manuscript must be paginated consecutively. The left-hand page must always be numbered with
an even number and the right-hand page with an odd number. If your manuscript does not follow
this format, please insert a blank page at a suitable point, preferably after the cover page or before
the main text.

An alternative page numbering system may be used for the title page and the appendix. It is
customary to use Roman numerals. The main text must be numbered consecutively using Arabic
numerals.

Example Word

Example LaTeX
Example Adobe PDF

PDF bookmarks

Headings at all levels in the PDF must be marked up in the bookmarks bar to enable easy navigation
within the document.

Example Word



https://support.microsoft.com/de-de/office/%C3%A4ndern-von-seitenformat-papierformat-oder-seitenausrichtung-in-publisher-f5061db1-5431-4836-8c77-0f47f47d37df
https://helpx.adobe.com/de/acrobat/kb/print-mixed-page-sizes-acrobat.html
https://helpx.adobe.com/de/acrobat/using/manipulating-deleting-renumbering-pdf-pages.html
https://support.microsoft.com/de-de/office/einf%C3%BCgen-von-seitenzahlen-9f366518-0500-4b45-903d-987d3827c007
https://www.heise.de/tipps-tricks/LaTeX-Seitenzahlen-formatieren-so-geht-s-4985945.html
https://helpx.adobe.com/de/acrobat/using/add-headers-footers-pdfs.html
https://www.wirliebenoffice.de/magazin/tutorial-word-ueberschriften-als-lesezeichen-in-pdfs
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Example LaTeX
Example Adobe PDF

Word Use a style for headings and select the ‘Create bookmarks’
option when creating a PDF

LaTeX Use the hyperref package
\usepackage[bookmarks=true,bookmarksopenlevel=0]{hyperref}

Adobe Acrobat Adding bookmarks manually after the fact:
1. Open the bookmarks bar (bookmark icon in the left-hand
menu)

2. Select the desired heading in the text

3. Right-click and select ‘Add bookmark’ (or: Ctrl + B)

4. Repeat for all headings (at least the first level)

5. Use drag and drop to indent subheadings to the correct level;
then use the arrows to collapse them to the top-level heading.

PDF settings

In most word processing programs, the key metadata can be entered directly. Please ensure that
details regarding the title, author, subject and keywords are included. You must specify the main
language of your document to ensure accessibility.

Word ‘File’ tab = ‘Properties’ - entries for ‘Title’,
‘Tags’ (equivalent to keywords) and ‘Author’
LaTeX Using the hyperref package: create entries for

‘pdfauthor’, ‘pdftitle’ and ‘pdfkeywords’ (at a
minimum) in ‘hypersetup’. Recommendation:
add an entry for ‘pdflang’ as well.

Adobe Acrobat Add or correct details: ‘File’ tab - ‘Properties’
-> ‘Description’ tab Recommendation: also
specify the language in the ‘File’ tab -
‘Advanced’ - select ‘Language’ under ‘Reading
options’

Check existing entries — e.g. in Adobe Acrobat Pro or Reader: ‘File’ - ‘Properties’ - ‘Description’ tab
(or ‘Additional Metadata’)

Dokumenteigenschaften X

Beschreibung  Sicherheit Schriften  Ansicht beim Offren  Benutzerdefiniert  Erweitert
ﬂvesthr:lhung

Ttel: [Hauptitel : Untertitel

Verfassen |Ma-:hnamq, Vomame

Thema: |Disitn|atu:-n; DDC: 520 Astronomie (Bsp.)

Stichworter  Sohlagwort 15 Schlagwost 21 Schlagwort 3 : Keyword 1: Keyword 2 Keyword 3

Erstelit am:  26.01.2026 10:0717 Fusitzliche Metadaten...

It is recommended that you embed rights information (see point 4 of the checklist).

5


https://ctan.org/pkg/hyperref?lang=de
https://helpx.adobe.com/de/acrobat/using/page-thumbnails-bookmarks-pdfs.html
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LaTeX

Using the hyperxmp and hyperref packages: create entries for
‘pdfcopyright’ and ‘pdflicenseurl’ in ‘hypersetup’
pdfcopyright={CC BY 4.0},
pdflicenseurl={https://creativecommons.org/licenses/by/4.0/}

Adobe Acrobat

Add or correct details: Select ‘File’ - ‘Properties’ >
‘Description’ tab - ‘Additional metadata’

The following information should then be provided:

e Copyright status (always: “Protected by copyright”)

e Copyright information (e.g. “This work is licensed under a Creative Commons license. Unless
otherwise indicated, this work is licensed under a Creative Commons Attribution 4.0
International License. This does not apply to quotations and works used under a different
license. CC-BY - Attribution 4.0 International”)

e URL (e.g. https://creativecommons.org/licenses/by/4.0)

Check or add rights information in Adobe Acrobat Pro: ‘File’ = ‘Properties’ = ‘Description’ tab -

‘Additional metadata’

Beschreibung  Sicherhet Scheiften  Ansicht beim Offnen  Benutzerdefiniert  Erweitert

Beschreibung
k
pibung

Dokumentiiek
Autor:
Autorentitet

Baschrebung:

Verfasser der Beschrebung:
Stichwarter:

Copyright-Status:
Copyright-Informationen:

x
[
Hauptitel : Untertitel
Hachnamse; Varname "
Disertation; DDC: 520 Astronormie (Bsp.) -

R Zusktziiche Metadaten...

Schbgwort 1; Schibgwort 2; Schiagwort 3; Keyword 1; Keyword 2
Kayword 3

Unbekannt
Dieses Werk st unter einer Creative Commons-Lizenz lzennert.

Sowel nicht anders gekennzeichnet, st deses Werk unter einem
Frastued reremnned Fanmrartran Marmanenanmenn 4 N anriart Niac

= httpsyff creativecommons.orgficenses/by/'4.0/deed.de

Gahe tu URL...

Ergralr: 26 01 W06 1000717
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PDF/A

PDF/A is an I1SO standard (1ISO 19005-1 or 19005-2) designed to ensure the long-term digital archiving
of documents. With PDF/A-compliant documents, the content can be reproduced visually identically
on different computers running different operating systems and in various printing environments.

If you are converting a PDF file (retrospectively) to PDF/A format: Any conversion may result in
errors. You should therefore check your PDF/A-converted document carefully: Are images, equations
and special characters displayed correctly? Can the text content be copied without errors?

Creating PDF/A files using Word
There are various ways to export a PDF. To create a PDF/A file, we recommend using the PDFMaker
plugin. On Windows, you can also use the print menu.

Fill in the document properties (at least the title, author, subject and keywords — see the notes under
PDF settings).

Use style sheets for creating headings so that tables of contents are generated automatically and
bookmarks are output correctly during PDF/A creation.

PDF Maker

The Acrobat PDFMaker plugin can be used and installed free of charge, provided that Adobe Acrobat
Reader or Pro is installed on your computer (go to the ‘File’ tab - ‘Options’ - ‘Add-Ins’); it is often
activated automatically when Acrobat is installed. You can then customize the default settings for
PDF export.

In Word, go to the ‘Acrobat’ tab - ‘Basic’ - ‘Settings’

e Conversion settings: ‘PDF/A-1b:2005(RGB)’
e PDF/A compatibility: ‘PDF/A-2a’ (alternatively: PDF/A-2b, PDF/A-1b, PDF/A-1a)
¢ Tick the box next to “Create bookmarks”

Datei  Stat  Einfigen  Entwuf  Layout Referenzen Sendungen  Uberprifen  Ansicht  Zotero  Hife  Acrobat  Citavi £ Teilen

- - - - - - -
&

nnnnnnnnnnnnnnnnn

T Acrobat PDFMaker X

AR

Adobe

Standadwederherstelen [ ok | Abtrechen



Potsdam University Library: Guidelines for PDF files (as of March 2026)

When creating a PDF, check that the settings in the “Options” are correct:
In Word, go to the “Acrobat” tab - “Create PDF” - “Options”

e Tick the box next to “Convert document information”

e Tick “Create PDF/A-1a:2005-compliant file”

e Tick “Create bookmarks” - “Convert Word headings to bookmarks”
e “Convert”

Datei  Stat  Einfigen  Enwurf  layouwt  Referenzen  Sendungen  Uberprifen  Ansicht  Zotero  Hife  Acrobat  Citavi 5 Teilen

- - - -
s F 4

" 3

Erst
Ober

"AdoDe POF ersellen en und freigeben "
E R EY Y K S T TR Ty O O O O Y,
i o A unte
| o > Desktop »
Organisieren ~  Neuer Ordner 28 E o
o P xatalog ~ 02.02.2026 13:57
& B Nesdood. # 17.122025 0854
" Woesktop  #
- 05012026 1134
5 L Downloads #
M B Dokumente # o wil crioet Brun 15.01.2026 11:00
@ Woier  »
cq . 06032025 0837
" O » n
R M cmtenc: Je: 269 Byes
Dateiname: dfgsafdgpdf O ales
E : Al Sete
Datetyp: PDF fils (*pd) e
o sete(n)
b @ Ergebnis anzeigen o Abbrechen
4 ~ Orcner ausbienden Speichem | Abbrechen
Seite1von1 1von13Wertem [}  Englisch Vereinigte Staaten) [ Anzeigeeinstellungen [ Fokus B B - L} + 100%
In Word he ‘File’ tab - ‘Print’ - Pri : ‘Adobe PDF’ - ‘Pri P ies’ - Defaul
n Wora, go to the ‘File’ ta rint rinter: ope rinter Properties efault
settings: ‘PDF/A-1b:2005 (RGB)’
w
@ starseite
Eemplore: [1 )
D) Neu EE:J @ Eigenschaften von Dokument "Adobe PDF" X
Drucken Lovout Papeccuatal BB Adbo PO Ensihingon
‘Adoba POF Korverterungsonsiokungen
POF-
Drucker 7 Dokumenten PDF:
Ersotto POF-
ader noher gedfnet werden
Standardonsiohingen PDFIA-1b2005 (RGE) Boarboten
Adobe POF-Sichatet. Kone
Adobo POF-Ausgaboorte aufordorung o POF-Datonamo Duchachen
Adobo POF-Sotrtom: Hinzutogen
Voehandans POF
inseitiger Druck . 8 Adobo POF-rgan
Nur auf eine Sete des Blts. e
Sortert
0O 5 1 - 8 o Systomscviton vorwendon kona Dokumontsctan
{8 Protokoldateien fur erfogreiche Autrage oschen
[ Hochtormat
o~
21 cmx 297 cm
Normale Seit . e —
Oben: 2,5 cm n: 2 cm Li.
D 1 Seite pro Blatt
Sete inichn
4 1p 7% — + + &
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Creating PDF/A files with LaTeX

It is not always possible to generate a fully PDF/A-compliant document natively from LaTeX. Given
the wide variety of packages and options available, there is no single standard solution. Please
ensure, in particular, that all font and color information is embedded. Always update to the latest
LaTeX distribution. Out-of-date software is one of the most common sources of errors.

Using the pdfx package (\usepackage[a-1b]{pdfx}), you can generate a PDF document that requires as
little post-processing as possible. Alternatively, you can use the pdftex package.

The PDF/A standard stipulates, amongst other things, that document properties must be embedded
in a specific format; this can be implemented, for example, using the hyperxmp package.

To embed colour information, you may need to include an ICC profile file (downloadable, for
example, from http://www.color.org/srgbprofiles.xalter).

We are happy to refer you to the helpful guide ,How to create a PDF/A file with LaTeX" from Jarmo
Niemela (Status 27.09.2023).

Further guidance for LaTeX users

To ensure that all characters (a common source of errors: ligatures such as ff, fi, etc.) can be copied
correctly from the PDF later on, the fontenc package should be included (the T1 option supports
most European languages).

We are also happy to include an author’s notes on typesetting:

“The following packages were loaded for typesetting mathematical formulas:
\usepackage{amsmath}, \usepackage{amssymb}, \usepackage{dsfont}, \usepackage{mathabx},
\usepackage{commath}. The mathematical symbols were displayed correctly in standard PDF;
however, they were removed during conversion to PDF/A. This problem was resolved by removing
the mathabx package.”

Recommended information:

\usepackage[T1]{fontenc}
\usepackage{hyperxmp}
\usepackage[bookmarks=true,bookmarksopen=true,bookmarksopenlevel=0]{hyperref}

\hypersetup{

pdftitle={TITLE},

pdfauthor={first author, second author, ...},
pdfkeywords={KEYWORD, KEYWORD, ...},

pdflang={en},

pdfcopyright={CC BY 4.0},
pdflicenseurl={https://creativecommons.org/licenses/by/4.0/}
}



http://www.color.org/srgbprofiles.xalter
https://webpages.tuni.fi/latex/pdfa-guide.pdf
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Checking PDF/A compliance

PDF/A validation checks for compliance with the ISO standards for PDF and PDF/A. Different
validation tools may produce varying results, as the underlying standards are interpreted differently.
The final check of your file will be carried out by staff at the University Press.

PDF/A validation with veraPDF
veraPDF is open-source software for validating PDFs. Although veraPDF is still in the development
stage, it can already be installed locally (Windows, Mac, Linux) and used.

e About veraPDF https://verapdf.org/
e Download prototype https://verapdf.org/software/

PDF/A validation with Adobe Acrobat Pro

In Adobe Acrobat Pro (licence required), the Preflight function can be used to validate files and
correct issues.

Open the file in Adobe Acrobat Pro = ‘View’ - ‘Tools’ - ‘PDF Standards’ - ‘Preflight’ (alternatively:
Shift + Ctrl + X)

In the ‘Profiles’ tab, select the appropriate standard for validation from the ‘PDF/A’ list - ‘Check’

(If ‘Starter Kit’ is preselected in the top menu, many options will be missing from the list - switch to
‘PDF Standards’)

PDF-5tandards =

Cﬁlﬁmmt » Standards Optionen ~
Standard "1 rﬁ H ﬁ J

v PDF

£ Yerwendet POF 2.0-Funktionen

¥ PDF/A

j + Konformitat mit PDF/A-1a prafen
FA-10 PIUTEN
Konformitat mit PDF/A-2a profen Bearbeiten... | =
Pruft die Konformitat mit PDF/A-2a f0r das aktuelle Dokument.

Konformitat mit PDF/A-2u prufen

Konformitat mit FDF/A-3a prafen

Konfarmitit mit PDF/A-3b prifen

Konformitat mit PDF/4-3u prifen

Konformitat mit ZUGFeRD prufen

A Hach PDF/A-1a konvertieren

L. Mach PDF/A-1b konvertieren

- Nach PDF/A-1b konvertieren (nur régulire Konvertierung)
JL. Nach PDF/4-2a konvertieren

]
D
j +
D
+]
B,
5
j ¥
D

» Weltere Optionen 1 Ooriten

D Prufen und ko r'|;.¢'-:r]

The validation result “No issues found” appears if the file being checked is a long-term archivable
PDF/A file. Please also check that text sections can be copied correctly (e.g. by copying and pasting
into a text editor or Word).

The check result “PDF document does not comply with ...” appears if the checked file does not
comply with the selected standard. The identified errors are displayed individually (e.g. fonts not

10



https://verapdf.org/
https://verapdf.org/software/
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embedded or not fully embedded, device-dependent colors used); if required, details of the errors
can be expanded (triangular arrow in front of the respective error). In this case, conversion is
recommended (see Conversion to PDF/A).

Conversion to PDF/A
As a general rule, it is preferable to export the original file as a PDF/A (using your word processing
program).

Subsequent conversions may result in data loss or errors. You should therefore check your PDF/A-
converted document carefully: Are images, equations and special characters displayed correctly? Can
the text content be copied without errors?

PDF/A conversion with Adobe Acrobat Pro
In Adobe Acrobat Pro (license required), the Preflight function can be used to convert files.

(If ‘Starterkit’ is selected by default in the top menu, many options will be missing from the list -
switch to ‘PDF/Standards’).

||| PDF-5tandards =

ﬁl’m‘hle Ergebr r Standards Optionen =

Standard b i [ﬁ _EJ H "_J

» PDF

¥ PDF/A

B Kontormitat mit PDF/A-12 prifen

D Konformitat mit PDF/A-1b prifen

B Konformitat mit PDF/A-2a prifen

B Konformitst mit PDF/A-2b prifen

B Konformitdt mit PDF/A-2u prifen

B Konformitst mit PDF/A-3a prifen

B Konformitat mit PDF/A-3b prifen

f ] Konformitat mit POF/A-3u prafen

B Konformitit mit ZUGFeRD prifen

15 £ Mach PDF/A-1a konvertieren

1B JC Mach PDF/A-1b konwertieren

D AN . i mungl

5 A} Mach PDF/A-2a konvertieren Bearbeiten... |
Konvertiert das aktuelle Dokument nach PDF/A-2a. Ebenen, Transparenz und eingebettete Dateien bleiben erhalten.

B L Mach PDF/A-2b konvertieren

4
» Weitere Optionen 2 meuu AL Prifen und korrigieren

11
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You will be prompted to save the file under a new name. The preflight report provides details of the
corrections made:

|I| POF-Stamdards =

C@ Prafile * Ergebnisse r Standards Optionen =

¢ Das Pretlight-Profil “Mach POF/A-2a konwvertieren™ ergab keine Probleme und Wamungen:

'E Seiten 1 - 5 aus “Bsp-LO_preflight-POFAZa. pdf”
& ﬂ’ Mach PDF/A-2a konvertieren
JE xommentare 10r PDF/A-2 auTbereiten (6 Objekte)
& Mach POF/A-28 konvertisren [2 Objekte)
A& Objektkomprimierung entfernen, anwenden oder anpassen (1 Objekdt]
A Alie unkomprimierten Objeite mit 2IP-Eompression komprimieren (i Objekd)
A Lw als ZIP neukomprimieren {1 Objakd)
JE Fiige fenlenden Type-Eintrag in "StructElem’-Objekten hinzu (181 Objekte)
a‘- Struktur vardefinierten Typen zuwveisen (3 Objekts)
.‘- Dokument-XMP-Metadaten mit FOF/A-2 konform machen (1 Objekt)
A CharSet entfernen (wenn unvollstandigl (3 Objekte
J& Lesezeichen-Hierarchie korrigieren [1 Objekt)
+ J= TDifferences™-Array T0r PDF/A.2 aus TrueType-Schiriften entlernen 5 Objekte)
o Keine Probleme gefunden
o gl Ubersicht
& [ Preflight-Information

Ol im Snap zeigen ‘% Prifeintrag tinbct'tcn...l m Bericht ersbellen...|

The preflight report also identifies the causes of errors if the file could not be converted to the
selected PDF/A standard.

12
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