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Submissions
You may start a new submission, this functlon enables user to add items ta DSpace. The processes of
submission includes filling out information about the item on a metadata form and uploading the file(s)
comprising the digital item. Each community or collection may set it's own submission palicy.
Submissions being reviewsed

These are your completed item submissions which are currently being reviewed by collection curators.
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start

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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3. Under the drop-down box click on YSU Archival Finding Aids
4. Click Next
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5. Do not click in any of these boxes for the Finding-aids, leave them blank.
6. Click Next
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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 Series/Report 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
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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.
e Facilities
e Academics
e Administration
e Social Events
e Athletics

17. Click Next
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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
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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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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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AGENCY OR ORGANIZATION OTHER THAN YSU, YOU REPRESENT THAT YOU HAVE FULFILLED ANY
RIGHT OF REVIEW OR OTHER OBLIGATIONS REQUIRED BY SUCH CONTRACT OR AGREEMENT.

If-the submission conteins material for which you do not hold copyright, you
répresent that you have obtained the unrestricted permission of the copyright
ouner to grant YSU the rights required by this license, and that such
third-party owned meterial is clearly identified end acknowledged within the
text or content of the submission.

You represent that the submission is your original work, and that you have the
right to grant the rights contained in this license. You also represent that
your submission does not, to the best of your knowledge, infringe upon anyone's
copyright.

You also agres that YSU may keep more than one copy of this submission for
purposes of security, back-up and preservation.

You agree that YSU may, without changing the content, translate the submission
to ahy medium gt format for the purpose of presesrvation.

By signing and submitting this license, you (the suthor(s) or copyright ouwner)
grants to Youngstown State University (YSU) the non-exclusive right to
teproduce, translate (as.defined below), and/or distribute your submission
(including the abstract) worldwide in print and electronic format and in-any
sedium, including but not limited to audio or video.

NON-EXCLUSIVE DISTRIBUTION LICENSE

siznassna=z=sYOUNGSTOWN STATE UNIVERSITY========sx=a= WILLTAN F. MAAG LIBRARY
INSTITUTIONAL REPOSITORY SOFTWARE DSPACE SERVER LICENSE AGREEMENT

r30iiiz005 ======

Distribution license:

If yous have guestions regarding this license pleass contact the system administrators.

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

License

32. Click on Complete Submission
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Submission complete

Your submission wil now go through the workflow process designated for the collection to which you are submitting. You will @
receive a-mail notification as soon as your submission has becoms a part of the collection, or if for some reason thers is a 2 Surch Dipace
problem with your submission. You can atso check on the status of your submission by going to the My DSpace page. fo 7 Lokeetion
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33. Submission is complete
34. Submit another item, view Submissions page, or logout.




