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I R~turn solecled tasks to tho pool I

Task. in the pool

[J Awaiting final editor's [Students on lawn email: ill
attention 1112i.l Garofati

[J Awaiting final editor's [Snow penguin University Photograph email: Lisa
attention 1112i.l Collection Garofali

[J Awaiting final editor's
[Students 19705]

University Photograph email: Lisa
attention Collection Garofati

[]
Awaiting final editor's [President Pugsley University Photograp~1 email: Lisa
attention ill2l Collection Garofali

[J Awaiting final editor's
[ROTC 1970]

University Photograph emaH: Lisa

attention Collection Garofati
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You may start a new submission, this function enables user to add items to DSpace. The processes of
submission includes filling out information about the item on a metadata form and uploading the fHe(s)
comprising the digital item, Each community or collection may set it's own submission policy,

SUbmissiom being reviewed

Log onto D-Space with the user email and password

Steps

1. Go to submissions under the My Account menu on the right hand side of
the screen.

2. Under submissions, click on the link that says Start a New Submission
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This website is using Manakin, a new front end for DSpice cr@atedbyTexas AIiM University

Libraries. The interface can be extensively modified through Mahakin Aspects and XSl based

Themes For more information visit http://di.tamu.eduand http://dma....' org

•

Select the collection you wish to submit an Item to,

Collection:

Item submission

YQ!!I1g~town
STATE UNIVERSITY

3. Under the drop-down box click on YSU Archival Finding Aids
4. Click Next



Item submission
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Multipo titles; []

Published; []

I Sovef(:;"ncei II Next >1

5. Do not click in any of these boxes for the Finding-aids, leave them blank.
6. Click Next
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: Book
i Book ch~pter
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7. Leave Authors blank
8. For the Title, type: Inventory of the (name of collection)

For example Inventory of the Office of the Vice President of Student Affairs
9. Leave SerieslReport No. blank
10. Leave Identifiers as is, do not click on the drop down menu, leave blank
11. Under Type, make sure Text is highlighted.
12. Under Language, click: English (United States).
13. Click on Next



"J Item submisSlOn MoziUa firefox ~~Hl
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AC!ldem1cs

[J Social Events

D Administration

[] Athletics

I. Remove ,.lec!eo I

Subject Keywords:

L1br..-y of Congress
Subject Headlnc:

other Subject
(ControUed
Voc.buLvy):

Item mbmhsion

14. Under Subject Keywords, type in the subject specific to your finding aid.
For example:

Student affairs
Anderson, Cynthia
Administrative departments
Students

15. Leave Library of Congress Subject Headings blank
16. Under Other Subject (Controlled Vocabulary) type in any of the

following that applies to the finding aid:
i.e. Office of the Vice President of Student Affairs would just be
Administration.

• Facilities
• Academics
• Administration
• Social Events
• Athletics

17. Click Next
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Abstract:

Sponsors:

Description:

Item submhsion

IlnlialQue~i"",J [~e",'iQeJ I Descr~J [J?'E~lid L~£2i!D ~iew 1

18. For the Abstract, just type: Finding aid for (The name of the collection),
Finding aid for the Office of the Vice President of Student Affairs

19. Sponsors leave blank unless otherwise noted
20. Description just type the number of pages in the Finding aid with a "p."

after it, such as 3 p.
21. Click Next



it:Jflnding~ids on disks

iJIDAcademic Senate Finding Aid
'ijAtademic Senate, University Curriculum Committee Records, 1942-1973, 1990
~JCenter for Islamic Studies Findrnt;l aid
~College of liberal Arts and Social Sciences, Africana Studies, 1994, 1998,2000-2001,

:~E.l. O'Connor FindinfJ Aid

!~EOHS Safety Committee

:~Fi"lding Aid Budget Report

:~Finding aid for Faculty Meetings

'~Graduate COUnta

i~Harry Mesh~ Paper Finding Aid

JWi·'d;;S;i;;;';=;
l~office of the Pre~jdentJ Lesl~e H. Cochran, Administrative Advisory (ourKiI, 1992-1999

!iiOffice of the ReQlstrar, ReOlstratlon Records
!~Offlce of the Registrar, Schedule of Classes, 1951-2006

~ ~
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My Recent
Documents.

Desktop
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My Computei'
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I. <PJevious. j I .Sllvel Cancel I~

Description:

Rill:

Item submission

Inlial Q"""i"", I I p..Clibe I

22. For the File Upload click the Browse button
23. Locate the File on the computer (make sure the file is a PDF so it is

searchable)
24. Click Open
25. Description, leave blank
26. Click Next
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Social Events

Oth«S.bjKl
(Co.....I..d
Vo,aIIoullll''':

Administration

at..... s.bJ_d

(c..roIW
Vo,aIIoul..,):

Athletics

I CorJeclone of these I

~dnd: Finding lid for the (Name ofcollec1ionhere)

[ """."slated I

lpDI'lCrlpti.a:

AgdemjcSeDi:tl UojY'rtityCurrkulymCommltttt Records 19<12.1273 WN doc.

Microsoft Word (kl'lO\IJTl)

27. This is where work can be reviewed and checked.
28. Check for spelling and/or grammatical errors
29. Make sure the correct file is uploaded
30. Click Next
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i:~J J Grant the license

lfthe: .sUbaission cont81n:l aaterial foe which you do not hold copy:tight, you
ti!!pJ:i!!l!Ient that you have obtained the Ull1:e:stJ:icte:d per.15s1on ot· the copye1ght
oWner to g'J:8Ilt YSU the rights tequil:ed by thig license, 8l1d that Buch
thil:d-party otrned matel:ial is clearly identified end acknowledqed within the
text or can~nt at the submis8ion.

You I:epl:esent that the submi88ion is your original ·lIork, and that you have the
right to grant the J:iqht:l contained in this license. You also J:epl:e:!lent that
youl: :!lubmission does not, to the be:!lt of youI: knowledqe, tnftinge upon anyone 15

copydqht.

You al!lo agJ:ee that YSU .8Y keep mote than one copy of this subll.is8ion fat
purpo3es of secUrity,back-up and pl:eserve.tion.

Youaqree thetYSU JUlY, w1thoutcb8l10ihQ thi!! content, tunslatethi!! .:5:UPlI.t.:!i!!iion
to my lIle:d1uaOl::< tomat tor the purpo8e ot preservation.

By fJigning andSubmittinq license, you (the autbor(s) or copytightotmet)
qtan,ts to YOll:fl.9'5to'Wn State el:sity (YSU) the non-exclu:!live [tub-tto
teproduce, tran81ste (as below), and/or diO!lttibute yoUt subIti~~ion

(inclUding the Mstract.) .worldwide in ptint and elect.tonic totmst and ·inany
Ji.ediua, . includ.inq but not· lim.;i.ted to audio Ot video.

1I0N-EXCLUSIVl; PISTRIBUTIOIILICENSE

•••••••••••••YOUNGSTOTJll STATE UN!Vl;RSITI··..••••••••• WILLIAII F. IlAAG LIBRARY
INSTITlITIONAL REPOSITORY SOITWARE D~PAC[ SERVER LICENSEAGREEHENT

Distribution ticens:e:

If you have questions re~rding this license please contact the system administrators.

• Gettilg Started ~~ latest Headlines

I·'· AGENCY· OR ORG.UlIZATION OTHER 'IlW1 Y5U, YOU REPRESENT llIAT YOU HAVE ruLFILLED ANY
RIGIIT OF REVItW OR 01'llER OBLIGATIONS REQUIRED BY SUCH COJrI'RACT OR AGREEllENT.

31. This is the License Agreement, Click the square next to I Grant the
License

32. Click on Complete Submission



Subminion complete

Your submission lIIIiI now &0 through the workflow process designated for the collection to which you are soomittini. You wi"
rece1ve e·mail notification as soon as your submisSlon has become a part of the collection, or If for some reason there is a
problem with your sltlmisslon. You can also check on the status: of your submission by going to the My DSpace page.

Go to the Submissiops page

I Submit another ~e",j

33. Submission is complete
34. Submit another item, view Submissions page, or logout.


