IUScholarWorks Submission Guide
The IUScholarWorks submission process involves providing descriptive information
(metadata) about your work, uploading your file(s), and accepting the IUScholarWorks
License. This guide outlines each step in detail and provides tips for increasing the
discoverability of your work.
1. Login to your IUScholarWorks account at https://scholarworks.iu.edu/dspace/login.
a. Choose “Login in with IU network ID” if you are using an IU account.
b. Choose “Login with IUScholarWorks Repository account” if you are using a
non-IU account.
2. Under “My Account,” click on Submissions.

3. Click on Start a new submission. (Note: This screen will look slightly different if you
currently have other submissions in progress.)
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4. Choose a collection from the drop-down menu. You will only see collections to which an
IUScholarWorks administrator has approved you to submit.

5. Fill in the 6-step form. All of the fields except for Author and Title are optional;
however, we encourage you to fill in as much relevant information to increase
discoverability of your work.

Step 1. Describe

This can be a person,
organization or service
responsible for creating
or contributing to the
content of the item.
Refer to Library of
Congress Name
Authority File for
authoritative values for
names of person,
organization, publisher
or service if available.

Use this field if the work
is known under another
title, such as a title in
foreign language or an
abbreviation.

Click here to add
more than one
author. Note that you
cannot change the
order of the authors
after you add them.

This is a really
important field
because it can be the
only place to indicate
context. For example,
if an article is part of
a journal, the only
way the user will
know this is if you
add a citation. The
citation can be in any
format (APA, MLA,
etc).
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Only URLs may be
placed in this field. It
is used when another
copy or version is
available online. Point
it directly to the open
access article. Place
DOI hyperlinks here
in addition to placing
the DOI number in
the Identifier field.

Options are: DOI, ARK,
CODEN, Gov’t Doc #,
ISBN, ISMN, ISSN,
Other, STRN. If
you include a DOI
number (ex:
10.14434/josotl.v15i1.12
905) here, be sure to
enter the DOI as a
hyperlink (ex:
https://doi.org/10.14
434/josotl.v15i1.12905)
in the Other location
field above.

Options are: Animation,
Article, Book, Book
Chapter, Dataset,
Doctoral Dissertation,
Learning Object, Image
(2-D or 3-D), Map,
Musical Score, Plan or
Blueprint, Preprint,
Presentation, Recording
(acoustical, musical, or
oral), Software,
Technical Report,
Thesis, Video, Working
Paper, Other.

This field is used to
enter series data such
as
volume(issue). IUSW
staff will advise on
this matter
particularly if the
material you are
placing in the
repository is a serial
run (i.e., a multi-year
set of volumes of a
journal)
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Step 2. Describe (again)

Describe use and
reproduction rights, such
as those from Creative
Commons. Leave blank
to reserve all rights.
Sometimes the rights
holder (such as a
publisher) will require
specific language in this
space.
Users uploading data can
use either of the two, IUrecommended licenses
for their data (CC-0 or
ODC-BY) or consult the
Digital Curation Centre's
How to License Research
Data guide, Open
Definition’s list of
recommended data
licenses, or IU Legal
Counsel to determine
data licenses that may
meet their needs.

Use Library of
Congress Subject
Headings if possible.
Click here to add
more than one
subject. Do NOT
enter multiple
subjects in one box.
Note that you cannot
change the order of
the subjects after you
add them.

Can be used to
provide a link to the
full text of the license
listed above in the
Rights field. This can
also be used to point
to a publisher website
that explains rights
use, which may be
required by certain
rights holders.
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Free text box in
which any ‘other’
information may be
expressed.

Step 3. Upload

Upload the file (find
on your hard drive,
desktop, server,
etc.). All file types
are accepted,
however, some file
types are much
preferred for our
ability to preserve
them/migrate them
to new formats over
time. Please
contact
iusw@indiana
.edu for consultation.

Give the file a
short descriptive
name as well, like
Laherty Article.
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Step 4. Review
This step gives you an opportunity to edit the metadata. There are other opportunities
to edit the metadata, even once the item is in the repository.
Step 5. License
Accept the IUScholarWorks License. Click here to review the terms of the license prior
to submission.
Step 6. Complete
Depending on the collection, your item may be immediately accepted into the
repository, or it may be sent on for review by the collection administrator. Either way,
you will receive an email confirmation with the permanent URL as soon as your item is
available.

For questions about the IUScholarWorks submission process, please contact your
IUScholarWorks campus liaison.

