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The Office of Digital Assets and Infrastructure (ODAI), in collaboration with subject and data librarians
of the Yale University Library (YUL) and selected researchers, is conducting a pilot of an institutional
repository (IR) with DSpace as the underlying open source software developed at MIT. To read more
about the history of DSpace, please visit: http://www.oss-watch.ac.uk/resources/cs-dspace.xml. The pilot
will help to define the service models to support faculty use of the IR once implemented (summer 2011
target implementation date).
Users interact with the IR as content contributors and as end users to search for and retrieve content.
Other types of users may be responsible for approving items, or the approval process may be bypassed
altogether. This guide covers the basics of what users need to know as content contributors and approvers.
For the pilot, the repository administrator will create and administer user groups. Once the IR is
implemented, the function may be automated or the responsibility distributed.
A variety of training materials have been developed by the DSpace user community and are available
from http://www.dspace.org/new-user-training. This may be a useful place to start.
Subject and data librarians, ODAI staff, and researchers or their proxies will submit items to the IR. The
submission and approval workflow is largely self-explanatory. This user guide records ODAI decisions on
how to handle certain aspects of the process.
In addition to individual submission and approval, the IR pilot will test batch ingest, using Yale Medicine
Thesis Digital Library.
SUBMISSION
DSpace Help provides step-by-step submission guidelines. Click Help in the left navigation to get to the
Help Contents. Click Submit to get to the submission guidelines.
Publication Status
In the first step of the submission workflow, you will be prompted with the following statement: The item
has been published or publicly distributed before. If you check this statement, you will be prompted to
supply a publisher and the date of issue. Check the box if the item has previously been distributed through
a publisher, on a web site, at a conference, or through any other venue. This will enable us to track the
provenance of the item.
Item with Multiple Files
In the first step of the submission workflow, you will be prompted with the following statement: The item
consists of more than one file. If you check this statement, you will have the option to upload multiple
files in the Upload step of the workflow. Check the box if your item has multiple files. In the 2 nd Describe
step, remember to select a Type for each file you upload if different. You can do this by holding down the
CTRL or Shift key.
Multiple Authors
For items with multiple authors, enter the name of each author. This will allow users to conduct more
comprehensive searches when they search by author.
Title
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In the first step of the submission workflow, you will be prompted with the following statement: The item
has more than one title, e.g. a translated title. Check the box if the item has multiple titles. Omit any
leading articles (a, an, the) in the title to allow users to sort by the first word of the title that is not an
article.
Checksums
After you upload a file, you will be prompted to calculate a checksum (define in terms faculty can
understand) for the file. Calculate a checksum for each file you upload by clicking Show checksums. You
can read a brief explanation of how checksums work in the DSpace Help file, which you can get to by
clicking Click here for more information. Calculating checksums for files will enable them to be
preserved over time.
APPROVAL
If you are an approver, you will receive an email notification for any pending submissions that require
your approval. Click on My DSpace in the left navigation to review any pending submissions. Click Take
Task to review the submission. You will have an option to provide a reason for a rejection.
If you are a submitter, you will receive an email notification for any approved or rejected submissions.
Rejected submissions will not be deleted but will continue to be available from your My DSpace page in
case you want to resubmit.
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