Getting Started: How to deposit an item in Insight

After logging in you will be taken to the Manage Deposits screen. From here you need to click on the
"New Item" button to begin adding a new item to the repository.
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Selecting the type of document

Select the type of document you are adding to the repository and click “next” to continue.
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You are both a depositor and an editor of this item. This is a depositor screen.

—+ Upload -+ Details —» Subjects -+ Research -+ Deposit

K Signifies mandatory fields

X Item Type a

& Article

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.

 Conference or Workshop ltem

A paper, poster, speech, lecture, workshop 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 boak or a conference volume. =l
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Uploading the document

First read the depositors declaration, next use the SHERPA RoMEO website to check the publisher’s

policies on documents in repositories: it is strongly recorfimended that you do so, before proceeding
to be sure that you have the right to deposit your researcly in Insight.
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gils —» Subjects - Research — Deposit

Please read the following carefully and confirm yofir acceptance before proceeding:

< Previous

Before you upload your item(s) into the Uni

rsity of Cumbria Institutional Repository, you must be in no doubt that you have the
right to do this.

Please consider all elements of the depgsitor declaration statement below before clicking the 'l accept' button to confirm that you
have read, understood and agree to be bound by the content.

You may wish to use the SHERPA RoMEO tool as a guide to verify publisher guidelines.
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Once you have read and agreed to the depositors declaration you will be able to upload the document.
Browse for the item, then click “upload™:
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Your agreement to the Depositor's Declaration has been registered.

Show Depositor's Declaration

Please upload any files that should appear as links on your item necord. There will be an opportunity to add further files which are
required for your item to work, once you have added the main file.

File Zip File From URL

Add a new main file for your item:
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Once you have uploaded the document, you can add information about it, including file format and

who is allowed to access the file. Once you have done this, select “save” to continue to the next
screen

/2 Edit item: Article #63 - Insight - Windows Internet Explorer provided by the University of Cumbria

= ol x|
@?: - |g, https:)finsight.cumbria, ac,uk/cgifusersfhome?screen—EPrint: (EditReprintid=63Rst age=filestue_view=25 j ﬂ ([ ILive Search L~
File Edit View Favorites Tools  Help % hd
o e Egl v| & | Edititem: Article #63 -1n... X |.‘lDOI; 10,1111 5. 1365-2648, .. | | ﬁ - - @ - leage - @Touls - ¥
Bl
File Zip File tar.gz File From URL
Add a new main file for your ilem:l Browse...
3 Microsoft PowerPoint : ]
49KD Hide options @
Content: [UnsPECIFIED - a8
W What is the file format?: Microsoft PowerPoint = 7]
Additional format information: H
X Who has rights to access this file?: |Aﬂv0ﬂe 'I a8
Publisher embargo expiry date (if applicable): Year: Month: |UﬂSpECIﬁed 'I Day:.|? = 2]
Embedding_innovative_thinking_into_the_public_sector.ppt 49Kb E3
Need to add additional files to this item?
N.B. You may be legally required to add an official website address (e.g. your publisher or research organisation) to support your
copyright agreement. -
[pone [ [ [@nternet [®1o0w -

i/ Start J @ @ @ ”J @2 Microsoft ... = Iézt Internet E...~ @Talis Ao | 34 RE: how ko im... I @Creatingane... I |~} Howto I _'1@“ @,ﬁm 16:17

If the publisher does not allow the document to be uploaded, it would be useful to include the url of the
publishers site, so that interested parties can find out where the item is located. You can add this to
the “official web address/url box at the bottom of the upload page:
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Please upload any files that should appear as links on your item record. Thefe will be an opportunity to add further files which are
required for your item to work, once you have added the main file.
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Click “next” to continue to the details page.

Entering the document details

Once the document has been uploaded, you should enter as many details about the document as you

can. There are a number of mandatory fields marked with a red star # and you will not be able to
deposit the document without filling these in first.

There are also help messages available for most fields in case you are unsure what to enter and these
can be toggled by clicking on the Esymbols.

A useful field is the "Contact e-mail address". If the publisher does not allow items to be uploaded
into the repository, you can just add the basic details and put your contact email address if you are
happy for people to contact you about your article. There is no obligation to do this, and you may
decide you do not want to be contacted directly by other researchers, in which case, leave this field
blank.

Insight has an auto complete feature to help users to fill in certain details and to help prevent item
duplication in the repository. The first field which supports this feature is the title of the item. After

entering a few letters into this field, a list of the items in the repository with matching titles is displayed.

The purpose of this feature is to prevent the duplication of items in the repository. You can click on the
titles of the items in the list displayed to view the items' overview page to ensure that you are not
depositing an existing document.
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Toyn, Mike (2008) Capturing creativity using digital video
. Practitioner Research in Higher Education, 2 (1). pp. 29-35.ISSN
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E
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The auto complete feature is also present in the creators field on the details page. When some letters
of a creator's name have been entered, a list of possible authors is displayed.
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3. Doreen Henderson (Doreen Henderson@Cumbria ac. uk) vl
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Corporate Authors / Crez Janet Henderson (Janet Henderson@Cumbria.ac.uk)
Learning and Information Services

Jill Henderson (Jill Henderson2@Cumbria ac.uk)
Faculty Campus Administration Unit

M Henderson (M.Henderson@Cumbria.ac.uk)
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Clicking on one of the authors in the list will fill in the all of the details about them that the repository
already contains.
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The autocomplete feature is also used in a similar way for entering journal details. Entering part of the
journal title displays a list of possible journals which you may be trying to enter.
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Bibliographic Details
© Published ]

¢ Publication Status: ¢ Submitted to Publisher
" Unpublished

. . " Yes, this version has been peer reviewed or refereed. 7]
¥ Peer Reviewed | Refereed: " No, this version has not been peer reviewed or refereed.
Creation / Publication Date: Year: Month: | Unspecified v Day: | | ]
¥ Journal or Publication Title: jounal | 2]
¥ Publisher: "Journal of Occupational Therapy" published by 7]
"College of Occupational Therapists" ISSN:0308-0226
Place of Publication:  (print) 1477-6006 (online) found on 1 record in this : 2]
repository)
Volume: H
Part/ Issue Number: 7]
Page Range: to 7]
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Clicking on a journal from this list will fill in the rest of the title and, if known, the ISSN and publisher
fields. After filling in as many fields as you can click "Next" to move onto the next page.

Choosing subjects

The next step is to choose which subjects your document is about.
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Search for subject:

100 COMPUTER SCIENCE, INFORMATION & INFORMATION SOURCES
100 PHILOSOPHY

&3 200 RELIGION

300 SOCIAL SCIENCES

400 LANGUAGE

500 NATURAL SCIENCES & MATHEMATICS

600 TECHNOLOGY

700 ARTS & RECREATION (INCL. SPORT)

800 LITERATURE

900 HISTORY & GEOGRAPHY (INCL. TRAVEL)
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From the list presented to you, you can expand a subject area by clicking on the symbol. You can
also search for a subject by typing a subject into the search bar at the top and clicking "Search". To
add a subject to the document, click the button which says "Add" next to the desired subject. A list of
the currently chosen subjects is displayed near the top of the screen and if you wish to remove one of
these then click on the "Remove" button next to the subject you would like to remove.

After you have chosen all of the subjects which match your document, click "Next" to continue.
Choosing Research Headings

The next screen allows you to select appropriate research headings from another expandable list:
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Edit item: Article #57

You are both a depositor and an editor of this item. This is a depositor screen.

Type =+ Upload -+ Details =+ Subjects -b-b Deposit

X Signifies mandatory fields

Research Headings 7]

Search for research heading:

ANALYSIS

DATA COLLECTION
SAMPLING

TYPES OF RESEARCH

If you feel that there are headings missing from these lists, please contact insight@cumbria ac uk.
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Depositing documents

Once you have completed all of the previous steps you will be ready to deposit the document into the
archive. If all mandatory fields have been filled in correctly then you will be presented with the “deposit
item” screen:
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You are both a depositor and an editor of this item.

. « You have not uploaded any documents. While this is not essential, it is strongly recommended.
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For work being deposited by its own author: In self-archiving this collection of files and associated bibliographic metadata, | grant
Insight the right to store them and to make them permanently available publicly for free on-line. | declare that this material is my own
intellectual property and | understand that Insight does not assume any responsibility if there is any breach of copyright in distributing

these files or metadata. (All authors are urged to prominently assert their copyright on the title page of their work.)

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 Insight) 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 entail.

Clicking on the deposit button indicates your agreement to these terms.
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If you are sure that depositing the item does not breach the copyright laws as stated on this page then
click the "Deposit Item Now" button to complete the deposit process.

If you do need to go back and change some data, there will be a link in the warning which takes you
back to where the problem occurred to make it easier for you to amend the data you have entered.

Once you have deposited the document and return to the "Manage Deposits" page, you will see that
the document is now in the "Under Review" status. This means that it is being checked by an editor
of the repository before being put into the live archive. Once it enters the live archive the status of the
document will change to "Live Archive".

If you have any questions or queries about uploading items into the repository, please contact the
Repository Manager at insight@cumbria.ac.uk
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