Adding Individual Publication Records to UEA Digital Repository
Before depositing your record
Please check that the record is not already stored in UEA Digital Repository
(https://ueaeprints.uea.ac.uk). As some research has contributors from more than one UEA
department, it is possible that the citation you want to add is already there. Check for this before
logging in and entering the data by doing an Advanced Search by selecting ‘Search’ in the left hand
menu and then ‘Click here for an advanced search’ .
In order to deposit publication data into UEA Digital Repository,select ‘log in’ from the bottom of the
left hand menu. You then need to log in to UEA Digital repository using your UEA IT username and
password.
Creating a new record manually
To create a new record from scratch select ‘New item’
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The option ‘Item Type’ will appear. Usually the default is ‘Article’ but you can also select from a list
of other types of research item. If you don’t have a research object (i.e. the full text) to upload the
next step to depositing your publication data is to click ‘Details’ at this point.

2

Adding information about your article (metadata) to a record
The next screen is for ‘Details’: the information about your article (item) will help to make it
searchable and will put it into categories. There is an autocomplete option for some fields (for
example, Title, Creators, Project, Journal or publication title).
The title search will double-check to check to see if the item has already been added to UEA Digital
Repository. Even if you have not added an item, it may already have been added to the repository
by somebody else (e.g. if it has cross-department authors or if it deposited as part of the initial
transfer of data from school and faculty databases).
The Creator field will suggest staff names from UEA. In order for an item to appear listed in the
‘Browse by author’ field you will need to select the author’s UEA ID. This will provide the author
name in the format that is stored in the UEA HR and IT database. However you can edit this to
display the name as it appears in the article eg initials rather than the full name.
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In the faculty/school field select one or more schools, if the article represents research from across
UEA.

Once the details have been completed, the article can be saved. It is not yet publicly visible. The
item will be passed to a review for an editor to make live in the repository (the relevant Editor in
your afculty will be alerted at this point. If you want to make changes to the record, select Return to
Work Area.
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Importing a new record via a DOI (Digital Object Identifier) or via Endnote
If you don’t want to spend time adding each item manually (as above), you have an option to import
a record via a DOI or Endnote citation for example, which will autocomplete some of the article
details.
Importing a DOI:
Select ‘Manage deposits’ from the left hand menu. From the ‘Import from:’ drop-down menu,
choose DOI (Crossref) and click the ‘Import’ button. Enter the DOI.
You can also import multiple DOIs/citations in bulk by this method by choosing the ‘Import more
than one DOI’ tab. By selecting to test without importing, you can check for errors in DOIs before
the import. Otherwise, simply select to import without testing.
Once the item(s) has been imported, proceed to the Details screen in order to edit the information
relating to the record such as the School, UEA user ID (for the item(s) to appear in the ‘browse UEA
authors’ view) etc.

(NOTE: If you have imported via DOI or a file, you will not be alerted immediately if there is already
a similar record in Eprints so it is helpful to have done an initial check of the repository before you
start using the Advanced Search option. Each evening ISD will check for duplicates, which will be
listed as ‘issues’. Any duplicates will be resolved by ISD staff in liaison with research managers.)
Once the details have been completed, the article can be saved. It is not yet publicly visible. The
item will be passed to a review for an editor to make live in the repository. If at any time after
entering the record, you want to make changes to the record, select Return to Work Area.
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Importing an Endnote file:
Select ‘Manage deposits’ from the left hand menu. From the ‘Import from:’ drop-down menu,
choose EndNote and click the ‘Import’ button. Clcik on the ‘Import more than one item’ tab and the
click on the Browse button to find teh EndNote file which contains the records you wish to upload
(make sure this EndNote file ONLY contains records you wish to upload). Once the file has loaded,
clik on the ‘Import Items’ button.
By selecting to test without importing, you can check for errors before the import. Otherwise,
simply select to import without testing.
Once the items have been imported, proceed to the Details screen in order to edit the information
relating to the record such as the School, UEA user ID (for the item(s) to appear in the ‘browse UEA
authors’ view) etc.
Once the details have been completed, the article can be saved. It is not yet publicly visible. The
item will be passed to a review for an editor to make live in the repository. If at any time after
entering the record, you want to make changes to the record, select Return to Work Area.
(NOTE: If you have imported via DOI or a file, you will not be alerted immediately if there is already
a similar record in Eprints so it is helpful to have done an initial check of the repository before you
start using the Advanced Search option. Each evening ISD will check for duplicates, which will be
listed as ‘issues’. Any duplicates will be resolved by ISD staff in liaison with research managers.)
Once the details have been completed, the article can be saved. It is not yet publicly visible. The
item will be passed to a review for an editor to make live in the repository. If at any time after
entering the record, you want to make changes to the record, select Return to Work Area.

If you have any queries or concerns about any aspect of this deposit process, please liaise with
your research manager in the first instance.
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