SUBMISSION EXERCISE
	LOG INTO DSPACE

	(1) In your web browser type in the address elibrary 
(2) Click on the Submit a document link (to the right)
(3) [bookmark: _GoBack]You will see a login page – type in your email address and password and click the login button.    Contact the library  or self-register if you do not yet have a login
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	SELECT THE COLLECTION

	(1) Select the following collection from the drop down list:    Training Submission area
(2) Click  NEXT

	
 

	ENTER THE DOCUMENT DETAILS (METADATA)

	(1) Fill out the form with the:
· Author
· Title
· Date (at least year)
· Publisher
· Keywords
· Subject year
(your submission form will be more complex than this)
(2)  Click the NEXT button
	Tips:
Selecting multiple entries in multi-select drop-down boxes
You can select multiple entries by holding the CTRL key down and clicking on each member in the list.
Mandatory fields
If you omit a required field you will see an orange warning message on the form.
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	UPLOAD YOUR DOCUMENT(S)

	(1) Browse and select your document from your computer or file share location
(2) Give the file a short description for the file
(3) Click NEXT
Your file will be transferred to the server
(4) Check that you receive a message File upload successful
(5) Optionally, click the ADD ANOTHER FILE button to load a further document (for example if your document is in 2 or more parts)
(6) When you have finished uploading documents, click NEXT
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	REVIEW AND FINALISE YOUR SUBMISSION

	(1) You will be presented with a page showing you all the details of your submission.
(2) If you see a mistake: You can use the CORRECT ONE OF THESE button to revise the details.
(3) If you are happy with the information supplied, click NEXT
(4) You will see a copyright confirmation page.  Click the GRANT THE LICENSE button

Congratulations! Your submission is complete!   The library will receive an email with details of your submission.  The library will give the information you have provided a final review.  The item will only be visible in DSpace after this review.
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Tip:  Click the Home link to return to the DSpace home page or click the button SUBMIT ANOTHER ITEM TO THE SAME COLLECTION to add another new entry
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