DSpace for Administrators (Repository Managers)

1. Access a pre-installed DSpace instance

1. Inyou Internet Browser, go to http://neo.bib.sun.ac.za/jspui/. This instance was installed
on the test server of the Stellenbosch University.

2. Register as an E-person on a pre-installed instance of DSpace
1. Click on Sign on to: >> My DSpace.

2. Click on New user? Click here to register.

Administrators, Reviewers, Metadata
Editors always need to log in first.

——) New user? Click here to register.

Please enter your e-mail address and password into the form below.

E-mail Address:

End-users who simply want to conduct a
Reset password ;
Password: search and download full text do not
need to log in, provided that access to
Item was set as Anonymous.

Have you forgotten your password?

3. Click on Register.

E-mail Address: |smith theuns@gmail com|

(Regor] +——

4. Go to your e-mail Inbox and follow the instructions.

= Mail From: <dspace-noreply@nen.sun.ac.za>

File Edit Wiew Actions Tools Accounts Window Help

Click on hyperlink to complete

3L Close ‘.L-" Reply - &Forward - a = | E» ) R
registration process.
Mail Properties || Personalize | Message Source
From: =dspace-noreply@nen.sun.ac.za> Reglstratlon ISa Once—off

To: smith theuns@agmail. com

BL: Ina Smith prOCESS.

Subject: DSpace Account Registration

Ir'o complete registration For a DSpace account, please dick the link

bedow: V
http: ) flocalhost 18050/ ispuifteqister taken=75542531F0bf2 1 4656d26 7 efda 152 1 4

If you need assistance with your account, please email

dspace-help@ry.edu or call us ak xe-5E5-o,

The DSpace Team
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5.  You will be prompted to enter a DSpace password, and to re-type the password to
confirm.

= DSpace al My acn - Win Mernet Explorer
@ _h = | hapiiines.bb, s, 2¢ 9 [4][% 2l
e E& Yow .
cogempns| LOGEEM in. Always remember to 108  f.- ¢l 4 Gose @rs G s & - @i
w o g e outwhendone. h-8 mv_--m-.‘;um-A
My DSpace: Ina Smith —
Search Dspace
View Aetephed Subrussions
B See Your Subscriptions
/J Task Pool area -
currently empty
l::n @ Mekoroet % 100% ’

= UPSpace at tha Univars i it - Wi ront Explarar
[ TR [reree—————p T CIE Bl
Bl Dt Wew Fgeomes Jook el Fcomvert » [ Sebect

Google v Msescch = o g - e B ff voohmarks s O Check + BN Translate = o] Auorl -+ 4 LN e
W@ | [ urspace st the Lneversty of Pretoria: My LESpace - B - & - [rewe - G-

»~

i ST ) UPSpace

TUHIALSITHL XA 08 earch Repository of the University of Pretoria, Seuth Africa

Example of Task Pool with one
task waiting to be completed.

|
My UPSpace: "
L
Search UPSpace
Advanced Search Tasks in the
Below are tagks in the thsk pocl that have been sssigned to vou.
* Homs
Task Item Submitted To Submittad
By
Chack Using the Balanced Scorecard to formulate your library's &- Feedback & Reports (Department of Library Ll Planaar. Taks Tack
5 ) Haila Menaar
Submission Strategy Services)
Viow Aczgnd Subrsions
slan on to -
= G Inteenet L -
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3. Registering an E-person as an Administrator
1. Each of you has Administrator rights on the test server. Ideally maximum 3 persons
are recommended to have administrative rights: the DSpace IT Manager, DSpace IR
Manager, 1 Back-up person. These persons have full authorization on all levels.
2. While logged in, click on Administer in the navigation column to the left of your
DSpace screen.
3. Click on Groups. An Administrator account was set up during the DSpace installation.
4, Click on Edit next to the Administrator Group.
Create a group with only certain members,
and certain rights assigned to these
members.
[ Create Mew Group %
1D Name
— <
1 Administrator
0 Anonymous
Anonymous = Everyone on the Internet can
access/ view/ download item.
5. Example of DSpace Administrators registered:
Edit Group : Administrator (id: 1)
After making changes to this group you must click the "Update Group" button below.
EParson Members Group Membears
Remember to always Update Group
for changes to take effect
Select more people as
Administrators. They ([ Sebet® i
need to be visible as E-
people.
Remove any of the
Administrators at any stage
Page 3



Select E-people: A list of all people who have successfully registered with DSpace or who

were manually registered by the DSpace Administrator will be displayed. Add names from

this list, Close and Update Group:

Arrange e-people according

Search for a specific person — the list
can become very long as your

ect E-people - Windows Internet Explorer

to ID, E-mail, La nguage. By e i B Ry pesaay e e re posito ry grows!

eople 1-3 of 3
default arranged according

icking on the 'Add' button next te an e-person will add that e-per; e main form.
to Last Name. query

D E-mail Last Name 7|First Name Language
2 hgibson@sun.ac.za Hilton Gibson en
1 wklap@sun.ac.za Klapwijk Wouter en
—1—> 5 ina.smith@up.ac.za Smith Ina en

QI. First <5 Pages < 1 Page 1Page > 5 Pages > Last

First < 5Pages < 1Page iPage> 5Pages > Last

Done

[Gise) ——

@ Internet HA00% -

4. Manually create E-people

1. Click on E-people in the administration interface.

2. Click on Add E-person.
3. Complete the form, and Save.

Email:

Last Name
First Name
Phone:
Language:
Can Log In:

christelle steyn@up.ac.za
Steyn

Christelle

01242037TN

English
[

Require Certificate: O

4. To delete an E-person, while within the E-people interface, click on Select E-person.

Select the persons’ name, and choose to Edit (add changes) or Delete.

5. You will be prompted to confirm the deletion. Click Delete.

6. When you want to Edit an E-person, DSpace will display a list of all Groups to which that

person belongs:

Edit EPerson christelle.steyn@up.ac.za:

Sae |

Groups EPerson is Member of:

Email:

Last Name
First Name
Phone:
Language:
Can Log In:
Require Certificate: []

[ Detete
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Automatically generated Groups within DSpace

Everytime a new Collection is created, DSpace automatically generates certain Groups for
that Collection, depending on the workflow for that Group. Names of Groups can be
changed, but avoid as far as possible, unless it is a new group manually created by you and

not automatically generated by DSpace.

Example of automatically generated Groups for one specific Collection (Research Articles

(Arts and Social Sciences)) in DSpace:

(o8]

L

(s3]
[§%]

[¥8)
W

(e8]

5 COLLECTION_28_ADMIN

1 COLLECTION_28_SUBMIT

COLLECTION_28_WORKFLOW_STEP_1

COLLECTION_28_WORKFLOW_STEP_2 @

Members of this Group can be

edited at any stage

Eceroer]

4 COLLECTION_28_ WORKFLOW_STEP_3 @ deleted from here

Any step in the workflow can be

The above was automatically generated and is visible under Administer >> Groups because

of the way the Collection was initially created:

Refers to the Anonymous Group

=

Some users will be able to submit to this collection

The submission workflow will include an accept/reject step

< The submission workflow will include an accept/reject/edit metadata step
The submission workflow will include an edit metadata step

This collection will have delegated collection administrators

[] New submissions will have some metadata already filled out with defaults

() MNew items should be publicly readable

-

Q

s 3

o c

O ®©

o o

= C

c &

o <

5 S %

2 g 9

[%] ~

s £ O

i 2 O \_
To explain:

COLLECTION_28_ADMIN

This Collection will have delegated collection
administrators

COLLECTION_28_SUBMIT

Some users will be able to submit to this collection

COLLECTION_28_WORKFLOW_STEP_1

The submission workflow will include an
accept/reject step

COLLECTION_28_WORKFLOW_STEP_2

The submission workflow will include an
accept/reject/edit metadata step

COLLECTION_28_WORKFLOW_STEP_3

The submission workflow will include an edit
metadata step

Page 5




6. Manually created Groups in DSpace

1. While in the administrative interface, click on Groups.

2. Click on Create New Group.

3. Select individual E-persons or existing Groups to form part of this new Group.

4, Give the Group a descriptive name, or stick to the DSpace Group naming convention,

e.g. COLLECTION_28_EMBARGOES.

5. Click on Update Group.

e DX B Frotw Dok beb @ycoment + [Rteior
Google Mot - g - dpr | B ¥ ookewrisr | % ek + (i Trtete - - & & v @

Edit Group : new group36 (id: 36)

Note: We will work with Groups and E-persons again later, once we start setting up
Collections and assigning rights.
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7. Editing the News on your repository home page
Use the repository home page to communicate news, events, achievements, training and
many more —i.e. as a marketing and communication tool, but also to communicate
important information. DSpace allows html to be used in these fields. Also add images to
make it more attractive if needed.
De [ Yew Fgertes Iook e Foconmwent - [ seeut
Google v S seoch - gt - e B ¥y bockmaks s Check - [Bal Trandte - ] autcrd < 4 D+ @
WS (I usacs st the Uty of Pratoria: Home B-B-& Poge - L} Tauks
é ST aarilh Top News Sidebar News
Search UPSpace Welcome to UPSpace, the full text open access Higital research repository of thel University SChal wnuf‘fsuw
[ﬂ of Pretorial s
::rspal.:‘c supports Up‘:‘n
B L
1. While logged on as Administrator, go to Administer >> Edit News.
Click on Top News or Sidebar News to edit it in html.
3. Save your changes afterwards and view at Home.
8. Edit the default DSpace license
Every time an E-person submits an item to DSpace, he/she needs to grant a license, stating
that copyright has been cleared or that they are the owners of the copyright, that they give
permission to your institution to distribute the item on DSpace, etc. This license can be
customized — work with the legal officer on campus to make sure that all is covered. This
license is to protect the Submitter, but also the institution.
1. While logged in as Administrator, go to Administer >> Edit Default License.
2. Replace the text in the text box with the new text as agreed upon with your legal officer,
and Save.
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9. Metadata Registry (Dublin Core)

Metadata (meta data, or sometimes meta information) is "data about other data", of any
sort in any media. For example, metadata would document data about data elements or
attributes, (name, size, data type, etc) and data about records or data structures (length,
fields, columns, etc) and data about data (where it is located, how it is associated,
ownership, etc.). Metadata may include descriptive information about the context, quality
and condition, or characteristics of the data.

The Dublin Core metadata element set is a standard for cross-domain information resource
description. It defines conventions for describing things online in ways that make them easy
to find. Dublin Core is widely used to describe digital materials such as video, sound, image,
text, and composite media like web pages. Implementations of Dublin Core typically make
use of XML and are Resource Description Framework based. Dublin Core is defined by ISO in
ISO Standard 15836, and NISO Standard Z39.85-2007.

The Dublin Core Metadata Registry is designed to promote the discovery and reuse of
properties, classes, and other types of metadata terms. It provides an up-to-date source of
authoritative information about DCMI metadata terms and related vocabularies. The registry
aids in the discovery of terms and their definitions and shows relationships between terms.
The reuse of existing metadata terms is essential to standardization, and promotes greater
interoperability between metadata element sets. The discovery of existing terms is an
essential, and prerequisite, step in this process. This application promotes the wider
adoption, standardization and interoperability of metadata by facilitating its discovery, and
reuse, across diverse disciplines and communities of practice.

The fifteen element "Dublin Core" described in this standard is part of a larger set of
metadata vocabularies and technical specifications maintained by the Dublin Core Metadata
Initiative (DCMI). The full set of vocabularies, DCMI Metadata Terms [DCMI-TERMS], also
includes sets of resource classes (including the DCMI Type Vocabulary [DCMI-TYPE]),
vocabulary encoding schemes, and syntax encoding schemes. The terms in DCMI
vocabularies are intended to be used in combination with terms from other, compatible
vocabularies in the context of application profiles and on the basis of the DCMI Abstract
Model [DCAM].

Acknowledgement:

Dublin Core Metadata Schema: http://dublincore.org/

Dublin Core Metadata Registry: http://dcmi.kc.tsukuba.ac.jp/dcregistry/

Using Dublin Core — the official usage guide: http://dublincore.org/documents/usageguide/

Expressing Qualified Dublin Core in RDF / XML: http://dublincore.org/documents/dcg-rdf-
xml

Dublin Core on Wikipedia: http://en.wikipedia.org/wiki/Dublin Core

PLEASE REFER TO ADDENDUM A AT BACK OF MANUAL
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1. While logged in as Administrator, go to Administer >> Metadata Registry.
2. You have the option to create a new schema by entering a namespace/name or
edit an existing one by clicking the update button.

Namespace:

MName:

3. Click on the link to the Dublin Core Metadata Registry for this instance of
DSpace.

ID Namespace Name
1 http://dublincore.org/documents/dcmi-terms/ dc

4. Do not change any content within the Element and Qualifier fields. You can
however add a Scope Note to describe each field and how it is suppose to be
used.

Metadata Field Registry

Note: Adding a new field to the registry does not add a corresponding input field to the submit forms!

Column containin
g ID / Element / Qualifier / Scope Note

names of Elements = o Use srimarily for thesis aviace.
Scope Notes can be added

3 | |contributer author m Delete

Column containing

names of Qualifiers lymm

5 |contributor illustrator
6 |contributor other

5. Add Metadata Field: To create a new field you must provide a unique element
and qualifier pair. The qualifier may be left blank if desired and the element and
qualifier cannot contain spaces, underscores or periods. Click Add New.

Add Metadata Field

To create a new field you must provide a unique element and qualifier pair. The qualifier may
be left blank if desired and the element and qualifier cannot contain spaces, underscoras or
periods.

Element:

Qualifier:
Scope Note:

Add ew | ———

6. Move Field: If you have more than one schema a form would appear here
allowing you to move fields between schemas.
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10.

Bitstream Format Registry

A bitstream or bit stream is a time series of bits. A bytestream is a series of bytes, typically
of 8 bits each, and can be regarded as a special case of a bitstream. When a bitstream is
captured and stored in a computer storage medium, a computer file is created.

This list of bitstreams provides information about known bitstreams and their support level.
You can edit or add new bitstream formats with this tool. Please take note of the following:

e You can only edit one bitstream format at a time. Make the edits to one row, and click
the relevant 'update' button. Only edits you've made to that row will be saved.

e Extensions are file extensions that are used to automatically identify the format of
uploaded files. You can enter several comma-separate extensions for each format.

e The Name of each format must be unique, though the MIME type need not be. For
example, you might have separate format registry entries for different versions of
Microsoft Word, even though the MIME type will be the same for each of them.

e Internal formats are hidden from the user, and are used for administrative purposes.
For example, the licenses that submitters grant are stored as License format bitstreams,
and these aren't shown to end users.

e If you delete a bitstream format, any bitstreams in the system of that format will be
reverted to the Unknown format.

e Important: Do not delete the Unknown or License formats.

Also note that the config/registries/bitstream-formats.xml is only used during the build
process to populate the format registry in the database, which is the 'live' version. Changes
you make with this Ul will only be reflected in the database registry, and not the XML file
(and vice versa.)

Source: http://dspace-dev.dsi.uminho.pt:8080/common/dspace-docs-1.1.1-1/admin-ui.html

1. While logged in as Administrator, go to Administer >> Bitstream Format Registry.

Bitstream Format Registry
Extensions are comma-separated lists of filename extensions used to automatically identify the formats of uploaded files. Do not include the dot.

when you add a bitstream format, it is initially made "internal’ so that it does not appear in the submission UI befare you've finished editing the format metadata.
Be sure to uncheck "internal” if the format should appear in the submission UI list of formats.

— ID / MIME Type / Name / Long Description / Support Level / Internal? / Extensions
1 |application/octet-str| Unknown |Unknown data format Unknown |~ | []
2 ltext/plain. charset=| |License ltem-specific license agre [Known
3 |application/pdf Adobe PDF Adobe Portable Documeni | Supported v | [ |pdf
4 text/xml XML Extensible Markup Languy | Known ~| O/ |xml
5 [text/plain Text Plain Text Known | [J |bet. asc
6 |text/html HTML Hypertext Markup Langua| | Known ~ O |htm. html

2. Scroll down to the bottom to Add New.
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11. Statistics

1. While logged in as Administrator, go to Administer >> Statistics.

Be D& ew Fpodes Dok e @icormert - [5elet
Google v M sewh s g s B Oy Bechmardsc JFcheck - B Teariate - | AutoFl < 5

Do -~

WG (e e

Most recent general report
Monthly reports: 072009
Statistics for DSpace at My University on localhost
20 Jul 2009 to 20 Jul 2009
Gan al L I g in hog |
< > n
[ @ peeeret w0 =

2. Also visit the following module: The DSpace Course - DSpace Statistics and Google
Analytics. This module will introduce the statistics available within DSpace, and the
facilities that are available if you use Google Analytics with DSpace.

Available: http://hdl.handle.net/2160/623

= Dazhboard - Goople Analytics - Windows Internet Explorer

0o- oo s s

Fle £t Yew Fpeoekes Jooks  Heb Ecomet « [ Salect
| M seach + - g0 - e Bie Y Bookmars+ UF Check -+ b Tramtate - ) AutoFil + ) [ cestive [ commons. [ beerne [ south [ africa ) -+ @ smith.... -

B B o deme - Qo "

Ll TR Faae

Google | crestive commons boense south africa

W G [59+ | i) Dspartment of Lbvary Services | [ Dashboord - Google And... X |

Google Analytics

SR MeUNSEEQMAILEOm | S420gS | My Ascount|Hal | £

 Saved Repons

8 Visitars Dashboard Aug 3, 2009 - Sep 2, 2008 ~
‘2 Tralfic Sources
[ Content
1 Goals A Viits = n_ _
1000 2000
[ Custam Reparting =
o S —— ——— — —:
— 0\‘_ / '\\_ ./'
(E) agvances Segments B Rt 3, 7009 “Augast 10, 7008 “August 17, 7009 “Ausgust 24, 7089 Ragunt 31, 7000
- (sbovi2e |
Help Resources ANV 22,026 Visis T 69.91% Bounce Rate

() amaut mis Anpant

AMMear 77,766 Pageviews A 00:02:16 Avg. Time on Sie

AenT 3,53 PagesiVisi T B5.98% % New Visks
T—— -~ —= . v
@ Irkoeret 1o -
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12. Structuring DSpace according to Communities & Collections

e  Why? To keep your repository well organized, and keep /tems that belong together
according to media type, disciplines, faculties, departments or anything else -
together.

o Needs will differ from Community to Community or Collection to Collection— make
provision for it. Be flexible, but not too much!

e Some Metadata Editors (Cataloguers) might prefer to work in their subject of
expertise only. They can then be registered within the workflow for the specific
Collections relevant to them.

e By having their own Community within the bigger repository, research output by
faculties and departments can be grouped together, and reflect all research output
with one glance. Links can be created to individual Communities/ Collections.

e Always think and make provision for how the repository/ Community/ Collection
might develop and grow/ change over time.

e |tis ok to change the name of a Community/ Collection at some stage, and if needed.
Remember to record the changes in the Provenance area for that Community/
Collection for future reference. You can also cross-reference to the new Collection if
the previous one was closed. Use the area on the home page of that Collection to
update end-users (Collection >> Edit). Don’t delete the Community/ Collection — it
will only confuse end-users. Clearly refer the end-users to the new Collection.

e Jtems can only be submitted on the following conditions:

- The submitter needs to be registered as a Submitter for that specific Collection.

- Items cannot be submitted if there is no Collection to submit it to.

- Contact details should be clearly visible from where submitters can request to
become Submitters.

- Copyright should have been cleared, and the Item needs to be in the correct digital
format.

e An unlimited number of Top-Level Communities, Sub-Communities and Collections
can be created, but try let it not become too complicated — keep the structure
simple.

e Try to align your Community/ Collection structure with that of your institution, e.g.:

Faculty of .......c.c........ (Top-level Community)

Dept. Of v, (Sub-Community)(optional)
Research Articles (Dept. of .......) (Collection)
Theses (Dept. of .......)

Dissertations (Dept. of ...... )
Mini-dissertations (Dept. of .......)

Dept. of et (Sub-Community)(optional)

Research Articles (Dept. of .......)
Theses (Dept. of .......)
Dissertations (Dept. of ...... )

Mini-dissertations (Dept. of .......)
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Mini-dissertations (Dept. of ....... )
Dept. of v (Sub-Community)(optional)
Research Articles (Dept. of ....... )
Theses (Dept. of ....... )
Dissertations (Dept. of ...... )

Mini-dissertations (Dept. of ....... )

Step 1: Create a Top-level Community

Log in as Administrator on your instance of DSpace at My DSpace.
Click on Communities & Collections (just below Browse).
Click on Create Top-Level Community.

Admin Tools

[ Create Top-Level Community... ]

Admin Help...

Complete the online form describing the Top-Level Community and click on Create. Your
new Top-Level Community will be displayed (also referred to as the ‘Edit Community’

page).

£~ Upace at by University: Taculty of Humandties - Windows Internet Deplorer
@é = T it frames b s 5 _eafhignsdfuarndey| HEETERHE I ol
Bl B few Fgertes [k e @conwert + [ Select
Google v Msewch e e e v € bockmatee | T Chack + b ranlate + 5] Akl ¢ R T

Faculty of Humanities

[d Community home page

Browse

o
[Te ) [Aushor | [issue Date |

Sign on to:

1) el acniwe Chere| I Irkerrat & 100%
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Step 2: Create a Sub-Community (optional)

1. To create a Sub-Community, go to the Community home page of the Community that is

to be the parent of the new Sub-Community.

Then, click on the Create Sub-community in the Admin Tools box at the top right-hand
corner of the page. This will create the new Sub-Community and take you to the home
page for that Sub-Community, also referred to as the ‘Edit Community’ page for that
Sub-Community.

{2 DSpace ot sy University: Dept. of English - Windows Intermet Explorer =
(} E o 5un. . 2alspuaihancle | THEE 5145 e a[-
Do D8 gew Fgeorter ook e Bycorwert + [N Select

Google v M search - g8 - - B ¥ Bockmerks - FCheck - b Translate - E | Aueolll - 0 &), - i snkh.... -

W = | W5 capas: The Dspace Course... T fpacs at My Unverskyi,. %

Search Iﬁp@ Dept. of English

Adwanced Scarch

Community home page

1ns | Depl. of Enghat [+

Sesrch for

Browse =

o browss
[Title ] [ Asthar || tssue Date |

Recent Submissions

Sign on to:

Editing a Top-level Community or a Sub-Community

e Fill out the forms as needed. Name is required. All other fields are optional.

e Short Description: Appears on the Community List page below the Community
name, and should be one or two sentences of plain text describing the Community.

e Introductory Text, Side Bar Text, Copyright Text: Fields are displayed on the
Community’s home page.

e Introductory Text and Side Bar Text are both HTML fields, which means you should
place text in <p> </p>.

e Upload Logo: Relatively small logo sizes look best due to the design of the Collection
home page.

o Click Create or Update when done with changes.

Step 3: Create a Collection

To create a Collection, go to the Community home page of the Community that is to be
the parent of the new Collection.

Then, click on the Create Collection in the Admin Tools box at the top right-hand corner
of the page.

Follow the wizard, and click on Next to move forward each time.
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Screen 1: Describe the Collection (Setting up the Workflow)

Google v sawchc o e e Bhe €y bokmaine T Check ¢ bl urnlate + 5| o o @

- * D Cipae: The Dspace Course... [TV Dipace st My Uriversicy... R o v o Eage = 3 Touks =

Space

Describe the Collection

[ Mew items should be publicly readable

[7] Some usars will be able to submit to this collaction

[ The submission workflow will include an accept /refect step

= The submission workflow will include an accept /reject /edit metadata step
[ The submission workflow will include an edit matadsts step

[2] This collection will have delegated collection administrators

2] New submissions will have some metadata already filled out with defaults

Ders G Irbrrat * oo =

The first page of the wizard will ask you some questions about the new Collection. Check those
that apply and click on the Next > button. Note that after you've completed the wizard, you will
be able to edit the Collection later, so decisions you make here are not permanent.

However, also note that this wizard is a little less polished than the submission Ul, which basically
means there are no 'back' buttons, so if you want to change something you entered on one page
after clicking Next, you need to finish the wizard and then go back and edit the Collection.

When you have completed the wizard, you're dropped into the ‘Edit Collection’ interface. This
allows you to review what you've entered and make any necessary tweaks.

Check the options that will apply for that specific Collection:

New Items should be publicly readable New items arriving via the submission Ul or
batch importer will, by default, get
anonymous READ permissions for both the
item and all the bitstreams. You can change
this later so that e.g. items get anonymous
READ permissions but bitstreams do not.
Items that are 'mapped' or included from
other Collections will not have their
authorizations changed. It is just a default; an
item's permissions may later be changed. If
New items should be publicly readable is not
checked, you will be asked later in the wizard
who is allowed to read new items. Again, this
is just a default, and can be changed later.

Some users will be able to submit to this When checked, you will be prompted to select
Collection persons from the E-people list. These persons
will then have the authorization to submit
items to this specific Collection. You can
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manually add these persons at Administer >>
E-people >> Add E-person, or the person can
register at My DSpace.

The submission workflow will include an
accept/ reject/ edit metadata step (Workflow
Step 2)

Reviewer will be able to check newly
submitted items:
- Do baseline metadata editing e.g. fix
spelling errors
- Check for duplicates
- Check whether item has been
submitted to the correct Collection — if
not, Reject
- Check whether full text has been
submitted in the required file format
e.g. pdf
- Check quality of full text file
- Check whether copyright has been
cleared, if required

The submission workflow will include an edit
metadata step (Workflow Step 3)

Metadata Editor is notified of a new
submission. Commit item to archive, and then
do metadata editing in the DC Registry of an
individual item. Add value to items, e.g. more
keywords, LCSH’s, abstracts, check whether
metadata adheres to the necessary standards
and correct where needed. Always register the
Metadata Editor also as a Collection
Administrator.

This collection will have delegated collection
administrators

This person manages the Collection, manage
Submitters, can edit the Item Template, edit
the Collection home page, edit the DC Registry
of an Item anytime etc.

New submissions will have some metadata
already filled out with defaults

Create an Item Template for that specific
Collection. On this screen you can specify
some Dublin Core values that new submissions
will have pre-filled out e.g. if the Publisher for
all items submitted to that specific Collection
is going to be the same for all Items. Some of
the values you can set here do not appear in
the submission Ul, so end-users may not have
the chance to edit them. Also note that these
Dublin Core values will be added to items
imported via the batch importer.

Screen 2: Describe the Collection (Information)

The next page allows you to fill in some basic information about the Collection. The Name field is

mandatory, the others are not.

Copyright Text is simply text that will appear at the bottom of the Collection's home page, and

that applies to that Collection only.
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License is the deposit license (the license that submitters must grant when they submit an item)
for this Collection. This will override the default DSpace license, and is used when a specific
license applies to that specific Collection only. If you leave this field blank, the site default license

is used.

Provenance is a free-text field you can put any provenance information in you feel like. It is not

visible to end-users.

T P - o Byt + [ s
P TR T 1 L T PO S e 4 @
B e Y Ak e bteecs o T Cipace sty bt & - B = () gk =
gspuce
Describe the Collection
tase:
Shart Description: -
Introductery tet:
Copryright teat:
wade e teat:
.
e ] A -

Screen 3: Select Submitters (E-people who will be allowed to submit to this Collection)

Authorization to Submit
s o 1 SUSRE b ae £ TR Eobaeon
¥ou an changs tres lates sk . sekmin
[ SeciEoecps  |[ PancaSesces | [ Seecimes | [ Rerow Seiecsd |
F:ﬁ-_-‘l L
tura 5ol @ i wien, -

e B e+ - e | [ Y S | it~ i i < it~ G- @me -

Submission Workflow Accept/Reject/Edit Metadata Step

pontie i

the accept/reject edit metadata step? They mil b4 3bi 10 st the MELKSta of noomng Submsn,
o for ach nmason

Weu £ change thes later usineg the relevant setons of the DSgace adme Ul

[ SeeciEgwopw | [ Fenow Saecied | Swiect Grougs | [ o Sebecied

[ aam
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Screen 5: Select Metadata Editors

[+] LI [ — i ok
e [ .t

G e T e e D O onetss T Owa e - Fae s 4 Pui-
M [ CAm: e Digare Ceve T s m by Uty % B0 @Ol "

SDOCR™ s s

Submission Workflow Edit Metadata Step
Wi i rasgrennele for paricemng the edlt metadate Step? They wl be sl £ S:3E 9 metadats of mesmng submasiond, but wll not ba st £ reject them
o ange thes Later weng the reben
o+ ot
Salect E-passia [ Fmen Selecten [ Belect Grocea Famcs Selecied |
|—z)
v -
@ e -y -

Screen 6: Assign Collection Administrators (incl. Metadata Editors)

B LR Yew Ppote luk b & [
Gaogle T e @ e e £ becimetne S Ok b Traece + - o @
S e T cu e Dt G T Ol by urwesty 3 B @ W cirbe-Onm- "
Deleg d Cellection Administrators

e, ot A matadats (afar submeson], snd

SeeciEqwepie | [ RamosSewcsed | [ SelectOmgs | [ emew Selscied |
[Tz

« ¥
Torm B e -y

Screen 7: Set up the Item Template (with pre-filled out metadata)

Space” ...

Enter Default Item Metadata

Wheravar 3 new SUBMSSON i SEMTRD N this colechion, it wil have the matadata you entered belsw ieady filed out

You can beave as many faids blank as you e

Metadata Fiekl Value Language
Sabect o -
Satect ) -
« » o
[ @ i 10,

On the above screen you can specify some Dublin Core values that new submissions will
have pre-filled out. Some of the values you can set here do not appear in the submission
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Ul, so end-users may not have the chance to edit them. Also note that these Dublin Core
values will be added to items imported via the batch importer.

And that’s it! Collection created .... Click on Update at bottom of the following screen. You
can return to the Admin Tools >> Edit within a specific Collection at any stage.

i sk A E
Shart Description
Entraductory text {HTML:

Copyright text [plain text):

Side bar text (HTHL):

S

v Msewchc g dar B ) toskmates T Chech + i wete + F el -

Accopt/Rejoct /Fdi Metadata Step: [

Provenance:

Loge: [ Tgandaig ]
Submission Workflow

Submitters: [Ea | [
Aconpe/Rejest Step: [ Coon

Browse

Sigh on to:

Research Articles (English)

Collection home page

e | Fsaaec Anicies Engias) =
Saamt |
grhewess.

Tt [ Acther | asue Dme |
[Sete

Return to editing
interface for Collection

Recent Submis)

Manage Submitters from
here — add, remove

3@ biwmm
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If you click on Groups in the Administrative interface, you will see that the Collection now has the
following Groups:

40 COLLECTION_29_ADMIN
37 COLLECTION_29_SUBMIT

38 COLLECTION_29_WORKFLOW_STEP_2
39 COLLECTION_29_WORKFLOW_STEP_3

13. Prepare an item for submission to a specific Collection

1. Copyright

- If you are the copyright owner, no consent is needed

- Items donated to the institution: archive letter of consent by original
copyright owner or donor. Permission should be granted to digitize material
and distribute in e-format via the repository.

- Research articles where copyright was transferred to publisher: check
publisher policy on self-archiving within a repository on SHERPA RoMEO
http://www.sherpa.ac.uk/romeo.php. If no policy, check out publisher’s web

site or contact publisher directly and get consent in written format.
- Material created by members of an institution e.g. theses & dissertations:
copyright belongs to institution.

2. Scan/ digitize item
According to international standards e.g. World Digital Library standards for images.
Text documents: 300 — 600 dpi. Tiff image stored on archival server. Derivited jpeg or
pdf file submitted to DSpace. OCR text before migrating to pdf — that way the full text
will also be searchable. Manipulate digital items with e.g. Adobe Photoshop, GIMP.

Visit http://www.dspace.org for more info on various file formats accepted by DSpace or

view at Administer >> Bitstream Format Registry.

Convert documents to pdf using: Adobe Distiller, Abbyy PDF Transformer, CutePDF

Convert documents from pdf back to original format: Abbyy PDF Transformer

3. File naming conventions — guidelines
Also see Library of Congress naming conventions for digital resources

Keep file names as short and descriptive possible.
Avoid capital letters.
Avoid special characterse.g. # * ~

A wnN e

Use _ (underscore) to create spaces between characters — do not use your spacebar.
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14.

5. Use logical file names.

6. Only use alphabetical letters or numbers.

7. Where numerical sequence is important, use numbers e.g. Oltitle_page.pdf,
02content.pdf etc. Submit the last number in the sequence first and work

backwards.

4. Familiarize yourself with the content of the item you want to submit
E.g. title, author/s, keywords, rights, publisher etc. Keep file open while submitting so
that you can copy & paste metadata from the original item.

Submit an Item to a specific Collection

1. Apply for submission rights to a specific Collection with the Collection

Administrator or Repository Manager.
2. Once rights were assigned, log in at My DSpace.

3. Click on Start a New Submission.

4. Select the Collection you wish to submit an /tem to from the list below, then
click Next.

Collection w

\Research Articles (Arts and Social Sciences)

5. Describe the Item. Check the boxes next to the statements that apply to this submission.

Click Next.

Gyt = [ sekct
| M sewch g e Bre oY bovkearts s Check - B Trarulate = EjAutcl -

ol ] e X | 2 ooge

Submit: Describe this Item

Planss chack the bases raat 19 the SEAtemdnts that apply

[ The item has more than one title, e.g. a transiated title
[2] The item has been published or publicly distributed before

> [ The item consists of more than one e
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6. Describe the Item by assigning as much metadata as possible. Remember — what you put
in is what you get out. Click Next.

PO T e ——— t o [t
Gogh T PR TR R - T 1 PO T T S P O @

T i oy sty Do B B S e e Dt

Space

Submit: Describe this Item

[oivm

B DR e Ppete ko & L

Sl v 251 Use red ovals to move backwards and forward

WG Y e My ety Damcrbe e Bam

Submit: Describe this Item
Piazte 18 further nfsmaton shout th submeson balser, (1
oo o e
Subipect Keywinds Fro g [ |
o
Abstract
P
Sponsons
-
Description
$ 0
e ] =,

8. Attach the full text file, and click Next. Attach as many full text files as needed to one
Item, e.g. pdf version and original ppt version etc.

.

e - K K
e O e P e Bt [ et

Caogle Rl ECUERE R S R - e e TR R AU L T
S e g it Ui 8 Fis B o c ipwe- Qs "

mSpuce

Submit: Upload a File

-~ wwml]
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9. Verify that the file that was uploaded is the correct file. Click Next.

derd Files - Windews Intornet Explaene

Bt B Vew Fptss [sok Mep Eicownt ~ [Dsekr
Cocgle v M search <o i - s BYc g boowas s TF Check o e Trarlate = E] Actorl - 4 - -
WG T Cpace & My Unbewsty Uioaded Fles B v B v rbeon = £tk -

Space” ..oues

Upload
Submit: File Uploaded Successfully

Your fike was successhully uploaded.

The table batow shows the fles which have uploaded for this ibem.  Mors He i
Primary . riptl
bitstream| File Size Description File Format
20061 pdi 35154 bybes Post-peint Article | Chang | Adobe PR

N wrveen | e |

ke

Wou can venify that the file(s) have been uploaded comactly by:

Add more files

n check the cont

« Cheking on the flenames above. This will download the file in 3 new browser window, 5o th

+ The system can cakculate 3 checksum you can vendy.

< Pricus_| (e > | CancelGan

@ vtoret P

10. Last opportunity to verify metadata and file. Click Next.

Be [ Yew Fporbes ook teb oot~ [0t

Gacgle o Msanch e e Do O Moimetse | Tk B T+ B o+ 5 IRy T

G G| e ot tay vy Verty Sbsmision = IR R TR L
-

Submit: Verify Sub

ot quite there yet, but reary

Fiease spend a few minutes to e
the progress Bar 4% the tep o

I everything is OK, pleass chck the "hext” button at the bottom of the page.

ou can safely check the fles which have been uploaded - 3 new window will be opened to display them.

Item has more than one tithe: Yes
Previously published item: Yes [ comctomanam |

Item consists of more than one file: Yes

Authors Krueger, Anton
Title On the wild, essential energies of the forest : an
Interview with Bratt Bailey
Other Titles None
Date of Issue 2006
Publisher Centre for Theatre and Performance Studies,
University of Stellenbosch

11. In order for DSpace to reproduce, translate and distribute the submission worldwide,
your agreement to the terms is necessary (default DSpace License). Click | Grant the
License.

12. Your submission is now completed, and the /tem will remain in your Task Pool until
reviewed by the Reviewer and edited by the Metadata Editor.

13. The Reviewer will receive an e-mail notification that a new item was submitted, that
needs to edited/ approved/ rejected.

14. Once approved, the Metadata Editor will receive an e-mail notification that a new item
was approved, and the Editor then commits it to the archive. Once committed to the
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archive, the item will be assigned a persistent URL, and it will be available for the whole

world to see.

15. Once the Item has gone through the workflow, it will display as follows:

Please use this identifier to dte or link to this item: http://hdl . handle.net/123456789/48
Export (migrate) tem

Title:
Authors:
Keywords:

Issue Date:
Publisher:
Citation:

URI:
ISSN:
Appears in Collections:

Edit DC Registry of individual item, add
metadata fields, remove metadata fields etc.

On the wild, essential energies of the forest : an interview with Brett Bailey
Krueger, Anton

Professional theatre

Plays

2006

Centre for Theatre and Performance Studies, University of Stellenbosch
Krueger, A 2006, 'On the wild, essential energies of the forest : an interview with Brett Bailey', South
African Theatre Journal, vol. 20, pp. 323-332. [http://www.sun.ac.za/drama]
http://hdl.handle.net/123456789/48

1013-7548 (online)

Research Articles (English)

Files in This Item:

File Description Size Format

krueger on{2006).pdf Post-print Article 34.33 kB Adobe PDF View/Open

Show full item record

IMPORTANT: Use Unicode/ UTF8 to enter special characters. See
http://www.fileformat.info/info/unicode/char/search.htm

Special characters in DSpace are best viewed with Firefox.

15. Workflow

Use this tool to clear out workflows that have been abandoned and will never be
completed, or for some other reason e.g. duplicate, Submitter realised it was the wrong
version submitted etc.

1. Go to Administer >> Workflow.

2. Find the specific item, and click Abort. You will be asked to confirm the action.

UPSpace

Research Repository of the University of Pretoria, South Africa

E -

[}

Currently Active Workflows
m CoSection Titse

Fining Bth the symproms and tha Cautes of degradation : the Ao
nend for an mtegratad appraach to economs: de L

Handratte Zingen

11678 handriatts, jasers

Rasearch detces
Ceunimes

11588 .a Iraugral Admises rin Malan(mislenc a.up, 5653 Mktusitutsbagnuel n de geokogen Aboa
3. The item will be returned to the Task Pool of the Submitter.

page 24



16. Search a specific Item

You can conduct as Basic or Advanced Search within DSpace, or search from the
Administrative interface.

1. Goto Administer >> Items.
2. Enter the Handle or internal item ID of the item you want to edit or delete.
2263 = Handle for University of Pretoria (CNRI Handle System)

Handle: 2253/2943 | [Find Handle: | | [Find)

|[Find|  Internal ID: 3160 | [Find|

Internal ID:

Both of the above will take you to the DC Registry of the item:

£~ UiSpace at the University of Pretoria: Ldit tem - ¥Windows Internet Ceplorer

Q - . A 8] 4] Bl
O = o o Byt - [seee

Google S M seact - g+ e | e 7Y mookmata | % chack - 18 Tt + 'E] tcrt - & - .
WG| [fuPspace s the Universty of Pretori: [k e Bpv B @ e s Qe

U

3 UPSpace

Research Repository of the University of Pretoria, South Africa

Edit Item

PLEASE NOTE: ges are not way. You are for entering the dats in the correct format. If you are not sure what
the format is, pliase do BOT make changes.

Ttam intasnal ID: 3160 (i)
Wandia: 2263/2948
Last modified: 17302009 10:32:35
1n Collections: Van der Waal Colection Delete Expunge]
Tvem page: hilos://repositone. 0. a0 FaluCspace handie 2263/ 2948
item’s (0]

Authorizations:

Scroll down to the bottom of the DC registry to add more metadata fields. You can
repeat each Element and each Qualifier as many times as you wish. Some of the
metadata is system generated. See ADDENDUM A.

Be [ Yew Fgertes ook el F oot~ [ Sekect

Google | s v g e | e LY soomata s | e+ B Taraen + | soen + o e

WG| [fupspace s the raversty of Pretoris: Edt e B B W rEee s ek

Famow

§
©
i
]
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wmrsity of Pretoria: Ldit Ham - Wie vinrmet Lxplarer

= | I Pt e .. odsnce ookt st b33 WS barit

e [t Wew Fpoortes Ioos  Hep

T R

at Sl NIETHES

Coogle | M sewih o g e e B oy seokmaks W Check o B Trarste = ] AseRt - s @b
WG| [fuPspace o the Universky of Fretoria: Ed Them B B v hEme - s -
de contibuter adhisce - [had
Bitstreams
Note: Changes to the bitstreams will not be ay F u I | text pdf fi I e t h a‘t was -, farmat . nimatype). You
will need to update this by hand.
Also note that if the "user format description” fal H sescription before changing
e et e submitted
Hame Sourd "
o] ar0fzho_vw 0120 pdl | |ar001phe v n-V 3 {adobe POE)
Ieanse [intten by org ¢ 0 2 {License)
a0 ghes v 0120 ol 1 | [Wedtem by Moch 5 {Test)
Add Bastmam
Updata | [[Eaneat]
-
Done & Inberrer 1008

iy of Preforia: Lt ltem - Windmws Infernet Dplorer

. radspaseitoch oo andomifien, e Rcu=F

o Sl NIEHES

Bl [ e Fgeorter ook pep T R
Google v [ seawch - g2 - s B - UF Bookmaris - | UF Ceck - b Transie - ] Aol - 9 LSy U8
O G| [fuescs st the Unkesty o Prateey: L o firs 0 e e Otk -
3
de date issued Fomes
nspe/ (bl mandie ,sen 226302340
de identifier i Tamen
de duscription
de description | sbstract Romas
de description  provenanc Remoe
e duscription | provenance
~ |y Some system generated provenance
de fomat extent metadata
cazs
de format mimetype Reme
cified by the
de rights an -

Ramos

[

17. Mapping

It could be that sometimes you wan

t one item to display in two different Collections

simultaneously, without having to re-submit it. It could be that an article was written by two

researchers from two different departments, and they want the article to be reflected in

both departments’ Collections. Submit the item once only, to the Collection for the first

author. Then ‘map’ it to the second

1. Go to the Collection to which yo

Collection.

u want to map the item.

2. Under Admin Tools, click on Item Mapper.

3. Search according to the surnam

e of the author of the item, and click Search Authors.
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18.

Mappes - Windires Intessast Explésine

B [ Pew Fgertes ook bep o - [ Seker
Google v M seath e ghc e - g bomarkss | s b Traslate + ' Aobl - 9 - ah -

B | DSpace ot My Lrersity: Bom Maggr S e [ v 5 Yook
Search DSpace
anced Scarch s .
Import By Author Match
Enter part of an authar's name for a list of matching items
Browse ter part of an author's name for 3 kst of matching ite
eror Saweh Aty | ————
Browse Items Imported From Collections:
Chick on collection names to browse for items to remove that were mapped in from that collection
This colection has no items mapped into it
Sign on o:
< »
[rrd] @ reoe o -

4. When you have found the correct item, select it and click Add. Then Continue.
5. The item will now be displayed in both Collections.

Withdrawal of Items

Sometimes it might be necessary to withdraw an item because of various reasons, e.g.

legal

action, poor quality, incorrect data etc. Rather Withdraw the item than completely Delete it,

leaving a tombstone in case the item was cited etc.

1. Search the specific item.

Add a description.provenance metadata field to the registry of that item, explaining the

reason for withdrawal for future reference. Update the record.
3. Click on Withdraw. Confirm the withdrawal.

Item internal ID: 3160 Withdraw <

Handle: 2263/2948
Last modified: 17-Jun-2009 10:32:35
In Collections: Van der Waal Collection Delete {Expunge)..

]

pspace/handle/2263/2948

Item page: https://repository.up.ac.za/u

Item's
Authorizations:

Example of a tombstone:

Item Withdrawn

The item you are trying to access has been withdrawn from UPSpace. If have any questions, please contact the administrators.

Leave a message for the UPSpace at the University of Pretoria administrators.

upspace@up.ac.za
IT Help: Tel.: + 27 12 420 2051

Go to the UPSpace home page

4. For a list of items that were withdrawn, go to Administer >> Withdrawn Items.
5. To reinstate the item, find the item under Withdrawn Items, and Edit.
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6. Click Reinstate.

7. While in the DC Registry of an item, the item can also be moved to another Collection if
initially submitted to an incorrect Collection.

8. While in the DC Registry of the item, click on Move Item.

Edit Item

PLEASE NOTE: These changes are not validated in any way. You are responsible for entaring the data in the correct format. If you are not sure what
the Tormat is, please do NOT make changes.

Item Internal ID: & ‘WWithdraw.
Handle: 123456789/48
Last modified: 4-Sep-2009 21:47:07 [ Delete (Expunge, ]
In Collections: Rasearch Articlas (English)
Them pages: | o oo ar
Item's Edit

Authorizations:

9. Select to which Collection the item should be moved, and click on Move.

Name of the item to be movad On the wild, essential energies of the forest : an interview with Brett Bailey
Collection to move from Research Articles (English) v
Collection to move to Research Articles (Arts and Social Sciences) v

19. Authorization Policies

Specific authorization policies can be set for Communities, Collections, and Items. In order
for users to perform an action on an object, they must have permission; DSpace operates a
'default deny' policy. Permissions do not 'commute’; for example, if an e-person has READ
permission on an item, they might not necessarily have READ permission on the bundles
and bitstreams in that item.

Manage a Collection's Policies
Use this tool to authorize Collection-related groups to perform their roles.

1. Click on Administer >> Authorization.

Click on Manage Collection’s Policies.

3. Select the name of the Collection for which you wish to set authorizations, and click on
Edit Policies.

4. Click Add New Policy or Edit an existing policy.

N
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Policies for Research Articles (English) Collection:

Add Mew Policy

ID Action Group

276 READ Anonymous

D Action i Click Edit to restrict access to all full text
277 DEFAULT_ITEM_READ Anon files (bitstreams) in Collection

1D Action roup
278 DEFAULT_BITSTREAM_READ Anonymous

ID Action Group
279 ADD  COLLECTION_29_SUBMIT
ID Action Group

280 ADD  COLLECTION_29_ WORKFLOW_STEP_2

ID Action Group
281 ADD  COLLECTION_29_WORKFLOW_STEP_3

1D Action Group
282 COLLECTION_ADMIN COLLECTION_29_ADMIN

5. Select the Group for which you wish to set authorizations (Group must have been
created in advance), and then select an action for that Group from the drop-down
menu.

Be 6 e fpwtm Tnk e [ em——
G e o T - - I e e ST T o G

SR T T er———

EgSpace

Edit Policy for Collection 29:

6. Click Save. Now only the Administrator Group can open all full text files in this specific
Collection. Repeat until all policies are in place.
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Note:

e Newly-submitted items accepted into a collection inherit the DEFAULT_ITEM_READ
and DEFAULT_BITSTREAM_READ authorization policies associated with the collection,
which become the READ policies for the item and its bitstreams. However, if you
change a collection's default policies after items have been accepted, policies for
existing items will not be changed automatically. You would have to change the
permissions on those items using the Advanced Policy Admin Tool to make them
accessible.

e All collections must have an ADD policy for a submitter group, or else no one will be
able to submit items to the collection.

Manage a Community's Policies

This tool allows you to edit a community's policies in much the same way as a collection's are
edited, described above.

Presently, since administration is done centrally, this tool doesn't have a lot of use--usually you
will just add READ permission for the Anonymous group just after you create a community, and
leave it at that. This permission is applied to the community's logo if there is one, which allows
people to see the logo when they go to the community home page.

A community's policies are set to a default Anonymous READ.
Manage an Item's Policies

This tool allows you to edit the policies for individual items. When you wish an item's policies to
be different from those of the rest of those in a collection, you can use the item policy editor to
customize the policies. It is a good practice long term management of a collection however, for
all of the items in a collection to share the same authorizations.

Advanced Policy Admin Tool

Use this tool to set and clear policies for items or bitstreams across a whole collection. Be
careful about using the Clear Policies button.

Select the collection from the top list and the group you want to give or remove permission for
from the bottom list. Then select the type of object (item or bistream) that you want to edit
permissions for. Then select the action from the drop-down.

For example, say you wanted to give everyone in a group 'privileged_users' Read access to all of
the bitstreams in a restricted collection. You'd select 'privileged users' from the top list,
'bitstream' from the 'content type' drop-down, 'privileged_users' from the 'group’ list, 'Read'
from the 'action' drop-down, and click 'Add policy'.
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