
Step by step guide
to uploading documents into DSpace, v. 3
Getting started

1. Log-in name go to: http://www.tlrp.org/dspace/mydspace. You may want to create a dedicated email account in gmail, hotmail or yahoo, solely for uploading your project’s publications. Please see Staff leaving, Handing over, p4 for the rational of this suggestion.
2. Print out the TLRP Keywords, after you log-in, it is listed on the left of page, half way down, 
or at http://www.tlrp.org/manage/dspace/tlrp_vocabulary_alpha.html. Otherwise, you can print out the grid at http://www.tlrp.org/manage/dspace/Grid_Vocabulary.doc. 
Although many publications limit the number of key works to 6 we would encourage a good number, 10 or more, so that DSpace browsers will find your paper. There are three levels, Level 1 from themes across the TLRP programme. Level 2 and 3 were identified from consultation with projects. Please find more information about the TLRP Keywords, below.
Automatic feed to ESRC website

The good news is that you only need to upload your project output once into DSpace as entries in DSpace automatically feed into the ESRC website.
Preparing to upload a document: 

3. a) Suitability of publications for DSpace
DSpace is a research repository for key findings, e.g., working papers, books, conference contributions (see the types below, p2), Is your document suitable for DSpace? for example, we don't include power-point presentations. Do you have very similar papers that were presented in different conferences? It is a good idea to make them available through DSpace, but please only choose the best version available to upload. A note can be added in the description mentioning that “another version of this paper was presented in”, and mention the name of the other conference.
3   b) Copyright 

Has your document been published? If yes, just attach an abstract, not the full paper. You may approach the publisher to ask them to waive copyright. For the publication Broadcast, published by the Scottish Further Education Unit, for example, copyright has been waved and you may upload complete articles. You will also need to enter a URL address that whenever possible, links directly to the electronic version of the paper on the publisher’s web-site. This enables browsers to approach the publisher for a full version of the paper, see ‘Getting links to URLs’ below. The abstract is also inserted in DSpace’s description field.
Working and conference papers can certainly be deposited, even though in later versions they may lead to journal articles. Copyright information is listed at http://www.tlrp.org/manage/dspace. 
3  c) TLRP Keywords – These keywords are critical for the dissemination of your research outputs. Jot these down on paper before you start up DSpace.  Unfortunately, the way keywords are presented in DSpace programme makes it hard to select and enter them at the same time; this is why we suggest you choose your keywords before opening DSpace. Some of the aspects that might help browsers find your publications, apart from the theme, are the contextual level, the research approach where the methodological issues are described, the educational sector and subjects, and the educational issues, among others. A spreadsheet called Vocabulary Grid containing the TLRP Keywords and a grid for selecting keywords for one or a batch of outputs is available at http://www.tlrp.org/manage/dspace/Grid_Vocabulary.doc.
Uploading documents into DSpace

4. Once you have logged in, click on Start a new submission on the bottom on the screen at http://www.tlrp.org/dspace/mydspace. Now, the submission will take you through 7 stages to upload documents into DSpace. The following sections describe each of them.

Page 1, Choose collection, select “All publications”, and now continue with the next 6 pages.

Types
Page 2, Select “type” of publication from the list below that best matches your paper. This list also includes the types of metadata that you will include in your submission. “Metadata” are pieces of descriptive information about your publication, for example, the authors or the output’s title. For a description of each piece of metadata, please refer to page 3.
Types of outputs are:

· Book – Improving Learning: this is a specific TLRP book series written on completion of projects. Include place of publication and publisher name.

· Book – Improving Practice: this is another TLRP book series, include place of publication and publisher name.
· Book - Other:  this category is for books other than the Improving Learning or Improving Practice series. A book is identified as over 70 pages; otherwise please classify the publication as an ‘occasional publication.’ Include place of publication and publisher name

· Chapter in Other Book: this category is for all books except Chapter in User Book. Include: author(s) of the chapter (as above), year and month of publication, full title of the chapter, full title of the book, authors of books (initials, surname, specify whether editors or authors) include place of publication, publisher name.

· Chapter in User Book: this is another specific series of TLRP books. Include the same metadata than Chapter in Other Book.
All books and book chapters listed above - ISBN numbers. Enter the ISBN nos. – A 10-digit and newer 13-digit codes at the end of the Description field.

· Commentary: There are TLRP papers that discuss topical issues with research findings from groups of TLRP projects. They are uploaded by TLRP staff.

· Conference Contribution: include title of conference, place of conference, and month of conference.
Conference Proceedings - although these are published documents we include them in this category.

For Symposia: please would you enter symposium papers separately. Then at the beginning of the description field, include the text: “This paper was delivered in the symposium xxx.”

· Newspaper or magazine article: include day, month, year of publication, full title of newspaper or magazine.
· Occasional publications are reports, working papers, posters or publications less than 70 pages that are not books. This ‘type’ may be use for publications that don’t fit in any of the other categories in this list. Include month and place of publication, name of publisher.

· Paper in Non-refereed Journal: include month of publication, full title of journal, volume, issue and page numbers, e.g., 16(1):101-105, see referred journal below.

· Paper in Refereed journal: include month publication, full title of journal, volume, issue (if applicable) and page nos. must be in this format, 16(1):101-105 (no spaces between characters), If there is no issue number, i.e., just volume and page numbers enter the text as:     16:101-104.
· Poster Intentions: TLRP posters written at the beginning of the project. They describe the projects’ context, research questions/hypotheses and research methods. 
They are uploaded into DSpace by TLRP staff.
· Poster Outcomes: TLRP posters describing the projects’ findings. They are uploaded into DSpace by TLRP staff.
· Press release: month and place of publication, name of publisher.
· Research briefing: month and place of publication and name of publisher. If uploading a TLRP Research Briefing please add “TLRP research briefing #” to the end of the title.
· Summarising statements: Offer a summary of key findings, They are written and uploaded into DSpace by TLRP staff.
· Teaching Material: specify teaching material, place of publication, name of publisher.
· Video/DVD: full title, place of publication and name of publisher

All the above outputs require authors, year and title of publication.
After selecting an output ‘type’ on the next page enter your output’s metadata in the fields provided, see notes below. If you are stuck selecting a type contact the DSpace staff.

Publication’s metadata

Page 3, In this section you will enter your output’s metadata. The fields include:
Authors’ names

Just the names and one initial only, otherwise the authors are listed several times in within DSpace.

e.g.:  Munroe M     DSpace formatting changes this to:   Munroe M.     
Title of papers – all titles in lower case, except for books where keywords are capitalised. 

E.g., most publications: 

Ainscow, M., Booth, T. & Dyson, P. (2003) Understanding and developing inclusive practices in schools, International Journal of Inclusive Education 8 (2), pp. 125-139. 

and books: 

Evans, K., Hodkinson, P.  & Unwin, L. (Eds) (2002) Working to Learn: Transforming Learning in the Workplace, (Oxford, Routledge).
Volume, issue and page numbers
Please use the format,   2(13):24-37 
with no spaces between characters. DSpace formats this to:  

2 (13), pp 24-37.
If there is no issue number, i.e., just volume and page nos. enter:     2:24-37 formats to    2 pp 24-37
Getting links to URLs

This is an important field. Please search for the URL on your publishers/conference etc website that would direct a browser to your paper. 

To access links from journal websites, go to Google and try this example:

a) Search for “British Educational Research Journal”, or “BERJ”,

b) Search for the author, e.g., “Kutnick, P.” (2002) Pupil groupings in primary schools… 

c) When you reach the page with the paper’s metadata and abstract look for and then select the word “link/s” and a chain-like logo (this page will offer permanent URL links). Copy the link that will direct browsers specifically to the paper’s abstract. These provide the best URL links to your paper. Try to avoid copying the link in your address field as this will have recorded a history of your search today which in the future may not lead another browser to your abstract.

However, some conference papers and journal papers don’t have URLs for the paper’s abstract or a good facility for selecting permanent links. If you have searched for the paper’s link and were unable to find one, please add a note to the bottom of the description field which DSpace staff will delete when we are uploading your paper.
Keywords

Please choose at least 10 keywords to level 3, and more if it is a particularly significant publication such as a refereed journal or book. The keywords are critical for the dissemination of your research. Some of the aspects that might help browsers to find your publications, apart from the theme, are the contextual level, the research approach where the methodological issues are described, the educational sector and subjects, and the educational issues, among others. A table called Keywords Grid containing the TLRP Keywords and a grid for selecting keywords for one or a batch of outputs is available at http://www.tlrp.org/manage/dspace/Grid_Vocabulary.doc.
Description field

Page 4, In this page, you will have to describe your output. The description field is the equivalent of an abstract. It gives browsers an outline of the paper’s contents and findings, and is usually 100 – 400 words long. We appreciate that the title “description” may be ambiguous and open to misunderstanding. We have received submissions with the statement “This is a refereed paper”. However, we are after an abstract. Also, if it is a conference paper, that was presented in more than one conference, please add the comment: “another version of this paper was presented in”, and mention the name of the other conference(s).
ISBN number, for books, book chapters and other published reports, please also enter the ISBN nos. – a 10-digit and newer 13-digit codes at the end of your description. 

Uploading your file
In the following pages you will upload your file, choose the format (for example pdf or Word document), and verify the uploading.
Verifying your submissions
Last page, In the last page, you will verify your submission. This is a final check where you can go back and amend as required, before submitting. Once you finish verifying, click in the accept button to complete your submission.
Feedback on submissions

We hope these guidelines are helpful. The DSpace staff are available to give feedback and support and we may be in touch after your first batch of submissions.

Publications after project funding has finished

Owing to the lead time on peer-reviewed journals and books, project funding may run out before these are published. Your project may not have staff to upload documents with important findings at the time of publication. 

One solution is that before funding finishes projects upload this ‘future’ publication as usual, and when they can’t complete metadata such as publication date and or volume, issue and page numbers enter the following so that DSpace staff can search DSpace to amend the submissions when this information is available.

Refereed Journals in the Vol., issue, and pages field enter TBC and if you don’t know the date of publication enter Jan 1900 in the date field

Books or chapters in books in the date field enter Jan 1900. 

If possible it would help if a team member confirms the publication date with us when it becomes known.  

Staff Leaving/Handing over

It is common that before staff leave they submit a considerable number of papers when winding up their work. If you are leaving and another member of the team is taking over uploading papers into DSpace please let us know. If a person has uploaded papers into DSpace, any communication about these papers is associated with the email address they have used for their DSpace login. If a paper submission requires an amendment, the paper would be returned to the account of the person that originally submitted it. This means that the new DSpace contact that takes over, would have to start a new submission from scratch.

One solution for submissions getting tied up or ‘lost’ in another staff’s email and DSpace account, would be to open a project email account dedicated to this end. If this is not possible for institutional reasons, services such as gmail, hotmail or yahoo, among others could be used.  In this case, the person that takes over, can continue to use the same account for submitting papers to DSpace and communicating with us.

We can arrange individual training for the new staff member or they may like to attend a DSpace Training Workshop. 

Useful addresses on the TLRP website

Looking at all TLRP publications 

On TLRP homepage, www.tlrp.org, go to:  

Search\All publications\Search a list of all TLRP publications

http://www.tlrp-archive.org/cgi-bin/search_oai_all.pl
Searching your project’s publications or keywords/vocabulary

On TLRP homepage, www.tlrp.org, go to:  

Search\All publications\Search an overview of all TLRP publications by project, sector and vocabulary or 
http://www.tlrp-archive.org/cgi-bin/search/tlrp_skos_project_search.pl
Select your project from the list on the left. 

Troubleshooting

Apart from this guide, you will find a Help button in http://www.tlrp.org/dspace/mydspace, listed bottom on the left hand side. When you click help, you will find a Help menu in which you can select  Submit. This explanation, developed by the providers of the software, outlines the 7 stages to upload documents onto DSpace. These are broad guidelines, and not all the sections will apply to the way in which TLRP uses DSpace, they offer general information about the software.

If you get stuck, please don’t hesitate to contact us Joanna Penty at j.penty@ioe.ac.uk or 020 7911 5576 or Mabel Encinas, m.encinas@ioe.ac.uk or 020 7911 5311.  

DSpace researchers are the custodians and gatekeepers of our repository. Their responsibility is to check the publications before they are uploaded to maintain quality control of the information submitted, in order to make publications easily available for diverse groups of interested people such as students, researchers, practitioners, policy makers, journalists, and the general public. Your project’s ouputs are important to us.

We look forward to receiving your submissions.
Good luck and best wishes,

Joanna & Mabel
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