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Login to create an account & to upload works
IU staff, students and
faculty can login with
their university
credentials (i.e., CAS)

Start a submission

Start a submission; select the
“upload” button.

Select a Collection for your Upload
Contact IUPUI
ScholarWorks
(digschol@iupui.edu) for
uploading privileges to a
collection in your school or
department.

This dropdown menu
will be empty until your
account is granted
access to one or more
collections.

Describe the Item: Step 1
•
•
•
•
•
•
•
•

Authors: Required field.
Title: Required field.
Date of Issue: Required field.
Citation: Recommended, but not required. Any
citation style will work. (Italics and bolding will not
display.)
Publisher: Optional.
DOI (optional): If DOI is from the previously published
version, do not include the letters "doi”. Use only the
numbers, e.g.: 10.7912/C2059K.
Type: Required field. If you do not see your item
"type," select "other."
Language: Optional.

Describe: Step 2
• Subject Keywords: Recommended, but
optional. Enter a keyword or phrase
and select "Add" before entering a new
keyword (3-5 keywords is plenty).
• Abstract: Recommended, but optional.
(Italics, bolding and line breaks will not
display.)
• Sponsors: Optional. Rarely used.

Upload File(s) Step
Tips:
1. Before uploading your file(s), convert to a format with a
long lifespan--such as, PDF.
2. Check your document for accessibility.
3. Check your document properties for accuracy.
4. Use a short file name with no spaces to make a better
hyperlink.
Upload and Describe:
• Browse to find the file.
• File Description: Optional. Something short, such as:
"Conference Paper"
• Embargo until specific date: Optional. Use an embargo if
required by your publisher. YYYY-MM-DD.
• Embargo reason: Optional. Rarely used.
If your item has multiple files, you can select "Upload file &
add another."
If you are done with this step, select "Next."

Review Step
Check your entries at this step and make
corrections by selecting the “Correct one of
these” buttons. If no corrections are
needed, click “Next.”

Creative Commons Step
(Optional)
Creative Commons is a great
way to let people know that
they can use your work … IF
they acknowledge that you are
the author.

CC0 is rarely used. It means that you
are relinquishing all of your
copyrights—even attribution.

You must hold copyrights in order to select a Creative
Commons license. If you wrote the work and did not
sign a contract with a publisher, you most likely own
the rights. When in doubt, contact the library.

Creative Commons Step
(Optional)
Learn more about Creative Commons licenses at:
https://creativecommons.org/licenses/
Tip: If you want users to be able to do anything they want with your work, as long as they name you
as the creator, select the most flexible license: CC-BY (“Creative Commons – Attribution”).
The most restrictive license is less useful, CC-BY-NC-ND (“Creative Commons – Attribution, Noncommercial, No Derivatives”). If what you really care about restricting for-profit uses of your work,
choose CC-BY-NC instead.

The “fine print”

• Non-exclusive permission
to IUPUI to: distribute and
make back ups.
• Revocable. (You can tell us
to take it down.)
• You promise that you’re not
knowingly violating
copyright.

Distribution License
There is one last step: In order for IUPUI to reproduce, translate and distribute your submission worldwide, you must agree to the
following terms.
Grant the standard distribution license by selecting 'I Grant the License'; and then click 'Complete Submission'.
In order for IUPUIScholarWorks to reproduce, translate, and distribute your submission worldwide, your agreement to the following
terms is necessary.
By submitting this license, you (the author(s) or copyright owner) grants to the Indiana University Board of Trustees on behalf of
IUPUIScholarWorks (IUPUI) the non-exclusive right to reproduce, translate (as defined below), and/or distribute your submission
(including abstracts and item descriptions) worldwide in print and electronic format and in any medium, including but not limited to
audio or video.
You agree that IUPUI may, without changing the content, translate the submission to any medium or format for the purpose of
preservation.
You also agree that IUPUI may keep more than one copy of this submission for purposes of security, back-up and preservation.
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.
If the submission contains material for which you do not hold copyright, you represent that you have obtained the permission of the
copyright owner to grant to IUPUI the rights required by this license, and that such third-party owned material is clearly identified
and acknowledged within the text or content of the submission. You agree to hold IUPUI harmless in the event of any violation.
IF THE SUBMISSION IS BASED UPON WORK THAT HAS BEEN SPONSORED OR SUPPORTED BY AN AGENCY OR ORGANIZATION OTHER
THAN INDIANA UNIVERSITY AND PURDUE UNIVERSITY, YOU REPRESENT THAT YOU HAVE FULFILLED ANY RIGHT OF REVIEW OR OTHER
OBLIGATIONS REQUIRED BY SUCH CONTRACT OR AGREEMENT.
IUPUI will clearly identify your names(s) as author(s) or owner(s) of the submission, and will not make any alteration, other than as
allowed by this license, to your submission.
If you have questions regarding this license please contact the system administrators.

Review Process

A librarian or collection owner may
check the submission to make sure
that it’s not spam.

Other ScholarWorks Features
Ask us if you want to own an entire collection or to create a community
for your organization or project.
- Users can be added with roles that you define.
- Collection managers can make changes as needed.
- Collection landing pages can include your organization’s logo.
- Managers have access to Community- and collection-level usage
statistics.
- All the same rules about copyright apply.

Ask Us for Help, Anytime!
IUPUI University Library
Center for Digital Scholarship
digschol@iupui.edu
http://ulib.iupui.edu/digitalscholarship
Jere Odell
Scholarly Communications Librarian
jdodell@iupui.edu

