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Guide to Depositing Items

It is the policy of the University of Worcester that a copy of all research outputs since 2008
should be deposited in WRaP. Research published from 2000 onwards can also be
deposited. Items may only be deposited by accredited members of the University of
Worcester.

WRaP can be accessed at http://wrap.worc.ac.uk/ or go to the UW Staff Homepage and
click on the WRaP link.

Login (top left of the screen) using your usual Network Username and Password.

Select Manage Deposits from the menu on the left of the screen (this is where a new item
can be added, unfinished/previously saved items can be amended, or an item can be
imported e.g. from Endnote).

Select New Item.
Select Type (the default type is Article).
Types of material which can be uploaded include:

Journal articles, book reviews, books, book chapters, conference papers, power point
presentations (where accompanied by conference papers), conference posters, reports,
PhD & Masters theses, inaugural lectures, abstracts (where there is a link to the full-text of
the paper), images of art work.

Select Next or Upload.

Tips: * Please check SHERPA RoMEO if you are uncertain about copyright of the article.
« If your original document does not include a copyright statement you may wish to
add one before uploading it.
* Documents should be submitted as PDF files. Repository staff will change
documents to the appropriate format if necessary.

All work must be original and must not infringe copyright (including Third Party
copyright). The validity and authenticity of the work is the sole responsibility of the
depositor.

Browse for your copy of the saved document and select Upload (other documents
relevant to the original item can also be uploaded here in the same way, e.g. photographs,
PowerPoint presentations).

Zip or tar.gz files can be uploaded to WRaP. URLs can also be selected (where a PDF is
already available online) and a copy will be downloaded into the repository.

If you upload your paper as a Word document you can use the Convert Document Format
facility to convert to a PDF file (using antiword). The original document should be deleted
from the record. Please note that this facility is only suitable for text documents. If your
original document contains graphics or tables you will need to convert it to a PDF file using
Adobe Acrobat software before uploading to WRaP.


http://wrap.worc.ac.uk/

You do not need to add any details to the next summary screen unless you wish or need to
restrict access to your work.

Select Next or Details.

Tip: < If you keep a copy of the original document open you can simply copy/paste the
required details onto the record.

Please complete the title and add an abstract or brief description for the item. This will
help to provide an accurate description of the document being uploaded to WRaP.

Please complete all other mandatory fields and provide any other publication
details, e.g. dates, page numbers if you have them. If the details are incomplete
repository staff may have to contact you for further information. If an article has a Digital
Object Identifier (DOI), please add it as the Identification Number.

Tip: ¢ Your item can be saved at any point and the extra details added later if you
do not have them to hand.

Please add a contact email. Repository staff will add your University of Worcester email
address unless requested otherwise. If you are not the sole author of the document you
must have the consent of each author to upload the item to WRaP.

Your Manage Deposits screen can be customised by adding columns which can be
selected from the drop-down menu at the bottom of the screen. If you are uploading a
number of papers you may find it helpful to add a column for an Item ID (Item Number).

Go to Deposit or click the Next button until you reach the Deposit screen.

Finally, please make sure that you read the Deposit statement before depositing your item;
you are solely responsible for any content which you add.

All items will be reviewed by repository staff before going live in WRaP. Repository staff
have the right to change any of the existing metadata if necessary. The University of
Worcester retains the right to remove items for professional and administrative reasons, or
if they are found to violate the rights of an individual.

WRaP is compliant with Open Access standards. Records in WRaP may be harvested by
other Open Access services e.g. British Library EThOSnet.

Please contact Janet Davidson if you have any queries relating to copyright permissions or
uploading your research to WRaP. |.davidson@worc.ac.uk
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