Stage 3: Depositing an Art/Design Item



Type


Select 'Art/Design Item'. The following workflow is for 'Art/Design Item'.


Upload


Choose one or more files for upload.


Category


Select one or more 'Art/Design Categories'.


Core


Medium/
Event


Further Details


Deposit or Save for Later


Check 'Format' field is correct - this autopopulates.


Check 'Visible to' field is correct - this autopopulates.


Optionally add uncontrolled keywords. 


Enter 'title' and 'date' to describe the file/s.


Either a creator OR a corporate or group creator must be added. An email address must also be added as this may be required for future enhancements such as providing download statistics.


Refer to the example of an item deposited into UCA Research Online to add additional information to improve both the findability of your research in the system and to make it more meaningful to others e.g.  project/series name, dates of event, venues, funders, uncontrolled keywords, description.


The contact email address is required so that users can 'Request a Copy' if the item deposited has restricted access due to copyright or publisher's restrictions.


Select 'Save for Later' or 'Deposit Item Now'.


When selecting 'Deposit Item Now' please check the terms and conditions, the item will be sent to a review area before being put live, any queries please contact Anne Spalding, Repository and Digitisation Officer, via telephone on 01252 89 2708 or email: MASpalding@ucreative.ac.uk 


Check 'License' field is correct - this autopopulates, a 'License Chooser' is available here: http://creativecommons.org/choose/ 

















