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MCD Repository Deposit Guide

Step 1
Create a User Account by clicking on the ‘Create Account’ tab on the home page of the Repository,
and following the prompts. If you already have a User Account please proceed to Step 2.

Please note that you will only be able to create a User Account using an email address containing
your institutional domain. If you do not have an email address with an institutional domain, please
contact the Research Repository Officer for help - rrofficer@mcd.edu.au.

Step 2
Check to see if your item fits the selection criteria for upload onto the Repository (see Appendix 1 -
Repository Selection Criteria).

Step 3
To protect the integrity of your work, it must be uploaded onto the Repository in PDF. This can be
done in several ways, for example:
a) Save your item in PDF to the Repository computer, so that it will be available when you
come to deposit it onto the Repository at the Upload stage
b) Have it ready on a USB or CD

Step 4
Log in using your username and password.

Step 5
Click on ‘New Item’ tab.

Step 6 onwards will help you work through the pages denoted by the flow chart at the top of the
Repository screen. It is important to note that the white stars on a yellow background indicate
compulsory fields required for Excellence in Research for Australia (ERA) Government Reporting.
Other information may be useful to people accessing your item online so please take the time to fill
in all fields.

Please note that if you have started on a new page, details entered on the previous pages will not
automatically be saved if you exit the Repository, until you click a ‘Save for Later’ tab, located at the
top and bottom of every screen.
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Step 6
Item Type - Select the appropriate Item Type.

Step 7

Upload - Upload your item. An example of how to do this from a Repository Workstation computer
has been provided in Appendix 2 - Uploading Your Document onto the Repository. In particular,
step 4 on page 5 describes how to determine the accessibility of your item to viewers. The selection
you make at this stage should be consistent with the selection you make at the ‘Copyright Status’
field on the next page of the deposit process, ‘Details’, where you indicate specifically the copyright
status of your item.

Step 8
Details - Enter details in the fields. In order for your submission to be accepted by the Repository, it
is necessary that all fields marked with a white star on a yellow background be filled out.

Step 9

On the fourth page, ‘Classification’, you will be asked to classify your work according to three types
of classifications: FOR (Fields of Research 2008), SEO (Socio-Economic Objectives 2008) and TOA
(Type of Activity). These are the standard classification schedules of the ANZSRC (Australian and
New Zealand Standard Research Classification), as determined by the Australian Bureau of
Statistics (see Appendix 3 - Selecting FOR, SEO and TOA for your item, on page 7).

Important - classifications should be made according to the subject of the work being deposited, not
your area of speciality or expertise.

Step 10

Read through the Copyright Agreement on the Deposit page and click on the ‘Deposit Item Now’ tab.
This will send your item to Repository staff at the MCD, who will review the item before publishing
it live onto the Repository (see Appendix 4 - Copyright).
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Help - If you need further assistance, please email your query to rrofficer@mcd.edu.au.

Research Repository Officer, March 2011
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Appendix 1 - Repository Selection Criteria

(This information appears as the ‘Collection Policy’ under the ‘Help’ tab on the home page of the
Repository)

The following must apply:

1.

2.

The research must be associated with the MCD, its journal (Pacifica), or its Research
Institutes.
All items must be either:

a.

b.

Scholarly work published, accepted or submitted for publication in a refereed journal or
conference proceedings, or as a book or book chapter, OR

Material deposited on the advice of the MCD Director of Research, an RTI Research
Coordinator, or the Director of a Research Institute.

Items may include:
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Book chapters

Books/monographs

Conference papers

Data sets

"Enduring" teaching material of a substantial nature that forms an independent work of
scholarly value (e.g., unpublished case study)

Formal public lectures

Literary works, art works, or musical compositions

Published articles

Research essays (with the support of the relevant MCD Chair of Examiners)
Research reports

Theses (if awarded a grade of H2A or above)

IMPORTANT- excluded items
1. Forwards, Conclusions and Opinions are not eligible to be uploaded onto the Repository.

2.

Items you have edited, but not written or produced, are ineligible to be uploaded onto the
Repository under your name.

If you have an unpublished work to be uploaded onto the Repository which requires
approval from the MCD Director of Research, an RTI Research Coordinator, an MCD Chair of
Examiner, or the Director of your Research Institute, as stipulated above in 2 a and 2b, you
must forward a copy of emailed or written confirmation from the relevant party to the MCD
Research Repository Officer at the following address - rrofficer@mcd.edu.au. Work cannot
be sent live onto the Repository without evidence.

Help - If you need further assistance, please email your query to rrofficer@mcd.edu.au.
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Appendix 2 - Uploading Y our Document onto the Repository

Step 1 (screen shots and corresponding instructions are taken from a Repository Workstation)
When you come to the ‘Upload’ page for your item on the Repository, click ‘Browse’ to locate your
document on the computer USB drlve or CD drlve as indicated below in red:
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MCD Home

Logged in as Cate Headey | Manage deposits | Profile | Saved searches | Review | Admin | Logout T Es

Edit item: Published Articles #727

You are both a depositor and an editor of this item. This is a depositor screen.

Type —» QOLLEGR— Details —» Classification = Deposit

< Previous Save for Later

To upload a document to this repository, click the Browse button below to select
the file and the Upload button to upload it to the archive. Your file will appear below
and you will need to enter some details about your item. You may then add
additional files to the document (such as images for HTML files) or upload more
files to create additional documents_

i

You may wish to use the SHERPA RoMEO or OAKList tool to verify publisher
policies before depositing.

MOTE: Item should be in PDF format. If this poses any difficulties, please contact
the R 1R v Officer at 11 edu au .
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Step 2

Locate your document on the computer and highlight it. Click ‘Open’, as indicated below in red:
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Step 3

The pathway to your item on the Repository computer will now appear in the ‘New Document’ field
of the Repository Upload page. Click ‘Upload’ to attach it to the Repository. It can take a few minutes
to attach.

Step 4
When the item is uploaded, click on the drop down box in the ‘Visible to’ field as indicated below in
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It is important to select the correct option from this field as it will determine the accessibility of
your item to the public. If your item has been published, you may need to determine its copyright
status (The selection you make at this stage should be consistent with the selection you make at the
‘Copyright Status’ field on the next page of the deposit process, ‘Details’, where you indicate
specifically the copyright status of your item. Also see Appendix 4 - Copyright).

Visible to Anyone - if your item has been published and you have permission from your publisher
for your item to be viewed live, highlight ‘Anyone’.

Visible to Registered Users only - Sometimes a publisher will grant permission for your item to
be viewed by staff from within your institution only, in which case select ‘Registered Users only’.
This option enables only MCD and RTI registered staff to view these items.



Visible to Repository staff only - You may choose to select this option if:

1. Upon request, your publisher has not granted you permission to send your item live

2. You have published a book or other item and do not wish to adversely affect sales, or

3. Your item contains sensitive material you do not wish to be widely available

This option enables staff at the MCD to use your item for ERA Government reporting requirements.
It will be available for a short time to auditors, during which time it will not be available to the
public. If you have any concerns about this, or any other copyright or access issue, please contact
the MCD Repository Officer via email: rrofficer@mcd.edu.au .

With all three ‘Visible to’ options, metadata about your work will be available to the public.

Embargo expiry date - some publishers place an embargo on a piece of work, after which time
they grant permission for the item to be publically accessible. Enter the embargo expiry date in this
field where applicable.

Please note, the accessibility of you item can be changed at any time. Send your request to the
Repository Officer via rrofficer@mcd.edu.au .
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Appendix 3 - How to select FOR, SEO and TOAs for your Item

Important - classifications should be made according to the subject of your work being deposited,
not your area of speciality or expertise.

Fields of Research (FOR)

Most FOR codes for Melbourne College of Divinity researchers will be found in:
1. Division 21 (History and Archaeology)

2. Division 22 (Philosophy and Religious Studies)

However, some MCD researchers may be working in:
3. Division 13 (Education)

4. Division 16 (Studies in Human Society)

5. Division 20 (Language, Communication and Culture)

Each researcher should nominate up to 3 FORs.

In the screen shot below the pathway to select ‘Religion and Society’ from Division 22 is indicated
in blue:
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Please select at least one main Fields of Research (FOR2008) Category, and optionally up to two other
FOR2008 categories you think are appropriate for your submission, from the list below. Then click ‘Add".

K Fields of Research

Search for FOR08:

01 Mathematical Sciences
02 Physical Sciences
03 Chemical Sciences
04 Earth Sciences
05 Environmental Sciences I
06 Biological Sciences
07 Agricultural and Veterinary Sciences
08 Information and Computing Sciences
09 Engineering
10 Technology
11 Medical and Health Sciences
12 Built Environment and Design
13 Education
14 Economics
15 Commerce, Management, Tourism and Services
16 Studies in Human Society
17 Psychology and Cognitive Sciences
18 Law and Legal Studies
19 Studies in Creative Arts and Writing
20 Language, Communication and Culture -
21 History and Archaeology
Philosophy and Religious Studies

2201 Applied Ethics
l{ 2202 History and Philosophy of Specific Fields
3 2203 Philosophy
= 2P04 Religion and Religious Studies
220401 Christian Studies (incl. Biblical Studies and Church History)
[2ad] 220402 Comparative Religious Studies
220403 Islamic Studies
220404 Jewish Studies
(23220405 Religion and Society
[22d 220406 Studies in Eastemn Religious Traditions
2d| 220407 Studies in Religious Traditions (excl. Eastern, Jewish, Christian and Islamic
Traditions)
220499 Religion and Religious Studies not elsewhere classified
2299 Other Philosophy and Religious Studies

& Intenet | Protected Mode: On 3 v |100% -




Socio-Economic Objective (SEO)

Most SEO codes for Melbourne College of Divinity researchers will be found in:
1. Division C95 (Cultural Understanding, subsection Religion and Ethics), or

2. Division E97 (Expanding Knowledge),

as indicated in red:
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The ANZSRC SEO classification allows R&D activity in Australia and New Zealand to be categorised according
to the intended purpose or outcome of the research rather than the processes or techniques used in order to
achieve this objective. The purpose categories include processes, products, health, education and other social
I and environmental aspects in Australia and New Zealand that R&D activity aims to improve.
X socio-Economic Objective
|
Search for SEQ08:
A Defence
B Economic Development
Society
92 Health
& 93 Education and Training
94 Law, Politics and Community Services
95 Cultural Understanding
\/ 9501 Arts and Leisure
502 Communication —
9503 Heritage
504 Religion and Ethics
950401 Bioethics
950402 Business Ethics
950403 Emvironmental Ethics =
950404 Religion and Society
950405 Religious Structures and Ritual
950406 Religious Traditions (excl. Structures and Rituals)
950407 Social Ethics
950408 Technological Ethics
950409 Workplace and Organisational Ethics
950499 Religion and Ethics not elsewhere classified
9505 Understanding Past Socisties
| 9599 Other Cultural Understanding
D Environment
E Expanding Knowiedge
€D Internet | Protected Mode: On fa v ®100% -
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Please select one Socio-Economic Objective (SEO2008) classification from the list below. Then click "Add". i
The ANZSRC SEO classification allows R&D activity in Australia and New Zealand to be categorised according
| to the intended purpose or outcome of the research rather than the processes or techniques used in order to
achieve this objective. The purpose categories include processes. products, health, education and other social
and environmental aspects in Australia and New Zealand that R&D activity aims to improve.
I K Socie-Econemic Objective
i Search for SEO0S: [ Search |
A Defence
B Economic Development
C Society
D Environment
= nding Knowledge
9Y Expanding Knowiedae
(5 970101 Expanding Knowledge in the Mathematical Sciences
970102 Expanding Knowledge in the Physical Sciences
970103 Expanding Knowledge in the Chemical Sciences
970104 Expanding Knowledge in the Earth Sciences B
970105 Expanding Knowledge in the Environmental Sciences
970106 Expanding Knowledge in the Biological Sciences
970107 Expanding Knowledge in the Agricultural and Veterinary Sciences
970108 Expanding Knowledge in the Information and Computing Sciences
970109 Expanding Knowledge in Engineering
970110 Expanding Knowledge in Technology =
970111 Expanding Knowledge in the Medical and Health Sciences
970112 Expanding Knowledge in Built Emironment and Design
970113 Expanding Knowledge in Education
970114 Expanding Knowledge in Economics
970115 Expanding Knowledge in Commerce, Management, Tourism and Senvices
970116 Expanding Knowledge through Studies of Human Society
| 970117 Expanding Knowledge in Psychology and Cognitive Sciences
970118 Expanding Knowledge in Law and Legal Studies
970119 Expanding Knowledge through Studies of the Creative Arts and Writing
| 970120 Expanding Knowledge in Language, Communication and Culture
970121 Expanding Knowledge in History and Archaeology
| 970122 Expanding Knowledge in Philosophy and Religious Studies
Please select one Type of Activity (TOA) classification from the list below i
@ Internet | Protected Mode: On 3~ ®|100% -




Type of Activity (TOA)

A description of the four TOA classifications is provided immediately before the TOA field on the
‘Classification’ page of the deposit process in the Repository. Simply read through the descriptions
to determine which one best describes your work item.
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Appendix 4 - Copyright

The following is a copy of the agreement found on the last page of the deposit process, Step 5,
‘Deposit’. It outlines the agreement between yourself and the MCD regarding your item, and details
the responsibility of both parties with regard to copyright. Other information relating to copyright
can be found in Appendix 2, page 5, Step 4, at which stage you determine the accessibility of your
item, and at the ‘Copyright Status’ field on the Details page of the deposit process, where you
indicate specifically the copyright status of your item.

E-Print Repository Agreement

between

Melbourne College of Divinity ("MCD")
and "the Author'"*

1. The author is associated with MCD, its journal (Pacifica) or its associated institutes and is the author of the

following eprints ("eprints").
All works and/or metadata*® which are deposited in the Repository are referred to as an "eprint" in this
Agreement.
2. In consideration of the MCD publishing the eprints, the author grants to MCD:
1. the right to deposit electronic versions of the eprints to the MCD Eprint Repository ;
and
2. the right to store the eprints on the Eprint Repository and subject to any relevant embargoes to
make the eprints available to the general public via the Internet at no cost to the general public.

3. The author warrants that:

1. the eprints are original works, or where metadata only is being submitted, pertain to original
works;

2. Asindicated in the 'Copyright Status' field earlier,
the author is the owner of all of the intellectual property and copyright contained in or indicated by
metadata in the eprint
or
the publisher is the owner of the copyright in the eprint and permission has been granted to store
and make it available to the general public in the MCD repository
or
the author authorises the MCD to apply for copyright permission on the author's behalf

3. the author has the right, power and authority to enter into this Agreement and to grant the MCD
the rights contained in this Agreement; and

4. MCD's use of the eprints pursuant to this Agreement will not infringe the intellectual property
rights of any third party, will not infringe upon anyone's copyright; and

5. the work does not contain any libellous or defamatory material.

4. The author acknowledges and agrees that MCD is not responsible or liable for any infringement of the
author's intellectual property rights in the eprints, in particular any breach of copyright, as a result of the
use of the eprints pursuant to this Agreement.

5. MCD acknowledges that the rights granted by the author in clause 2 of this Agreement, do not cause any
transfer or assignment of any proprietary rights in the intellectual property in the eprints to MCD.

6. MCD will clearly identify your name(s) as the author(s) or owner(s) of the work, and will not make any
alteration, other than as allowed by this Agreement, to your work.

Clicking on the deposit button indicates that this has been agreed by the author as confirmation that the author has
read and accepted the terms of this Agreement:

* "Author" means originator of the work

* "Metadata" refers to information about the author's work (for example, name of the work, publisher, etc.) which
does not include any part of the work itself.
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