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Guide to Depositing Items

It is the policy of the University of Worcester that a copy of all research outputs since 2008 should be
deposited in WRaP. Research published from 2000 onwards can also be deposited. Items may only
be deposited by accredited members of the University of Worcester.

WRaP can be accessed:
9 athttp://eprints.worc.ac.uk or

1 gotothe UW Staff Homepage and click on the WRaP link or
91 follow the link in the WRaP LibGuide

Login (top left of the screen) using your usual UW Network Username and Password and you will be
taken to a personal homepage.
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This page will currently allow you to:

f Add a photograph
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We plan to add further functionality to this page, including some statistical information.
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Select New Item then Select Type (the default type is Article).

Types of material which can be included in WRaP: journal articles, book reviews, books, book
chapters, conference papers, power point presentations (where accompanied by conference papers),
conference posters, reports, PhD & Masters theses, inaugural lectures, abstracts (where there is a
link to the full-text of the paper), images of art work.

’
@4 [ https://eprint=worc.ac.uk/cg

University Woarcester Research Publications
of Worcester - -

Eij
N-ac ” [l Review S Worcestl || v [Shimamnn: Inform: | [ Edit item: Artic... X | 2% How to takea scr... ‘ ‘ {0 5

sers/home?screen=EPrint: Edit&leprintid=24388&istage=

Tuesday, 1 October,

searcy eprinTs: [N EETEN

User Support Information -owse by Subject

USER PANEL:

Edit item: Article #2438

Logged in
— Upload - Details - Subjects - Deposit

Manage deposits
Saved searches

Logout ) Item Type 7]
ABOUT THE COLLECTT
@® Article

WRaP is a collection of research papers
and university publications. It presents
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All correspondence about WWRaP should
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Email: researchcollections@worc.ac.uk

An article in a journal, magazine, newspaper. Not necessarily peer-reviewed. May be an electronic-only medium,
such as an online journal or news website.

O Book Section
A chapter or section in a book.

) Report
A report. This may be a technical report, project report, documentation, manual, working paper or discussion
paper.

() Conference or Workshop Item
A paper, poster, speech, lecture or presentation given at a conference, workshop or other event. If the conference
item has been published in a journal or book then please use "Book Section” or "Article” instead.

© Book
A book or a conference volume.

O Thesis
A thesis or dissertation.

O Patent
A published patent. Do nof include as yet unpublished patent applications.

O Artefact
An artist's artefact or work product.

O Show/Exhibition
An artist’s exhibition or site specific perfformance-based depaosit.

() Composition
A musical composition.
(O Performance
Performance of a musical event.
O Image
A digital photograph or visual image.
O Video
A digital video.

O Audio
A sound recording. v
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Select Details.

Adding details to the record.

Tip: » If you keep a copy of the original document open you can simply copy/paste the
required details onto the record.

Please complete the title and add an abstract or brief description for the item. This will help to
provide an accurate description of the document being uploaded to WRaP.

Creators — Please enter your name and Staff ID number from the default list. This will appear as
you enter your surname.

Corporate creators — Use these fields if there are companies that are considered authors of the item.

Contributors — The list of the types of contributor can be accessed by clicking on the arrow at the
side of the box.

Please complete all other mandatory fields, indicated by ".”, and provide any other publication
details, e.g. dates, page numbers if you have them. If the details are incomplete repository staff may
have to contact you for further information. If an article has a Digital Object Identifier (DOI), please
add it as the Identification Number. Please do not add any other information in this field.

Tip: » Your item can be saved at any point and the extra details added later if you
do not have them to hand.

Please add a contact email. WRaP has a ‘Contact the Author’ button
request a copy of the full-t e x t i f it i sn’t a v a iwillaathdl yeur UWniversityloe r ep o s i
Worcester email address if it has not been provided. If you have a reason for not adding your email

address, please contact the Repository Manager.

Uncontrolled Keywords: Please add keywords to describe your research.

Go to Subject and select a category or categories for your research.

Adding keywords and subject headings will increase the likelihood of your research being retrieved by
search engines.

Go to Deposit or click the Next button until you reach the Deposit screen.
Select Upload if you have a document to be uploaded to the record or go straight to Deposit.

Please make sure that you read the Deposit statement before depositing your item; you are solely
responsible for any content which you add.

Click on Deposit Item Now.
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USER PANEL:

Deposit item: Open Access Resources

Logged in as RB Fairman
= You have not uploaded any documents. While this is not essential, it is strongly recommended.

Manage deposits

Profile

Saved searches

Type | Upload - Details - Subjects —b
Logout G j ;

ABOUT THE COLLECTION: For work being deposited by its own author: In self-archiving this collection of files and associated bibliographic
metadata, | grant Warcester Research and Publications the right to store them and to make them permanently available
WRaP is a collection of research papers publicly for free on-line. | declare that this material is my own intellectual property and | understand that Worcester
ity publications. It presents Research and Publications does not assume any responsibility if there is any breach of copyright in distributing these files
ic and creative work of the or metadata. (All authors are urged to prominently assert their copyright on the title page of their work.)

university. You are welcome to look for
and obtain items of interest and make
contact with the authors and creators.

For work being deposited by someone other than its author: | hereby declare that the collection of files and
associated bibliographic metadata that | am archiving at Worcester Research and Publications) is in the public domain. If
this is not the case. | accept full responsibility for any breach of copyright that distributing these files or metadata may
CONTACT DETAILS: entail.

All correspondence about WRaP should Clicking on the deposit button indicates your agreement to these terms.

be sent to the Repository Manager.

After depositing, the work will be reviewed by the editorial team before being made publically available as part
of the Worcester R h and Publicati llection. The editorial team reserve the right to refuse any work
that is d d inappropriate. The decision of the editorial team is final.
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Uploading documents to a record

Tips: » If you are depositing a journal article please check SHERPA RoMEO if you are
uncertain about the copyright policy of the publisher.

» If your original document does not include a copyright statement you may wish to
add one before uploading it.

» Documents should be submitted as PDF files. Repository staff will change
documents to the appropriate format if necessary. Please see Appendix for
requirements for other files.

All work must be original and must not infringe copyright (including Third Party
copyright). The validity and authenticity of the work is the sole responsibility of the
depositor.

If you are not the sole author of the item you must have the consent of each author to
upload the document to WRaP.

Browse for your copy of the saved document and select Upload (other documents relevant to the
original item can also be uploaded here in the same way, e.g. photographs, PowerPoint
presentations).

URLSs can also be selected (where a PDF is already available online) and a copy will be downloaded
into the repository.

Adding information to the Upload page

Content: Select the appropriate version for your document from the drop down menu.
Type: Select the storage format for your document

Visible to: Select the security level for the document

License: Add the appropriate license for the document

=A =4 =4 =4
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Click on Update Metadata to save your changes.
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ABOUT THE COLLECTION: To upload a document to this repository, click the Browse button below to select the file and the Upload button to upload
it to the archive_ You may then add additional files to the document (such as images for HTML files) or upload more files
WRaP is a collection of research papers to create additional documents.
and university publications. It presents
the academic and creative work of the You may wish to use the SHERPA RoMEQ tool to verify publisher policies before depositing.
university. You are welcome to look for
and obtain items of interest and make File From URL
contact with the authors and creators.
CONTACT DETAILS: Browse...
All correspondence about WRaP should
be sent to the Repository Manager. =n, Text
] e —
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Hide options
Content: |Draft Version a8
O Type: |Text 7]
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) Visible to:  [Anyone a
License: [UNSPECIFIED 7]
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Go to Deposit. Please read the Deposit Statement and click on Deposit Item Now.

All items will be reviewed by repository staff before going live in WRaP. Repository staff have the

right to change any of the existing metadata if necessary. The University of Worcester retains the

right to remove items for professional and administrative reasons, or if they are found to violate the

rights of an individual.

You wi || receive an email to |l et you know when your r
i ve’ in WRaP you wil!/| n o(s). Rlease eohtdcieus dat wrap@wal@at.ekify our r e c

you would like a record to be updated or amended, have any queries relating to copyright permission
or would like to receive help uploading your research to WRaP

Roger Fairman Janet Davidson
Repository Manager Research Cataloguer
Ext 2093 Ext 5535

Version 5.2

01July 2014

Email: researchcollections@worc.ac.uk Tel: 01905-542093 or 01905-8555355 5


mailto:wrap@worc.ac.uk

Q University
of Worcester WRaP: Worcester Research and Publications

Appendix 1: Recommended file formats

9 Document files PDF
(documents submitted in other formats, eg MS Word, will be converted to PDF by repository
staff)

1 Image files: JPEG or TIFF

9 Audio files: MP3

I Video Files: MP4
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