
Birkbeck ePrints Deposit Guide 
 

To deposit a paper: 
Check that the paper is eligible  
Check that you have the document in a suitable electronic format  
Register with Birkbeck ePrints or, if you are already registered, log in.  
Deposit your eprint.  

Alternatively, you can use the Repository Mediated Service. 
 
1. Eligible papers  
Eligible papers are those that are:  

authored by a member of Birkbeck College. In the case of multiple authors, at least one must 
be from Birkbeck.  

one of the following document types:  
article from a journal, magazine, newspaper  
chapter or section in a book  
a book or a conference volume  
monograph ie. a technical report, project report, documentation, manual, working 

paper or discussion paper  
thesis or dissertation  

cleared for copyright. (Don't worry if you aren't sure about this - it will be checked by a 
repository administrator. It would be helpful if you could use the "Comments" box on the 
deposit form for any copyright information you have.)  

 
2. Format of your document  
Many publishers do not allow their PDF of documents to be used in institutional repositories, 
although some do. The best format for deposits is therefore one or more of the following:  

a Word file  
your own PDF  
publisher's PDF  
plain text  

If you do not have your document in one of those formats, and cannot convert it, please deposit it 
anyway, noting which format it is in in the appropriate box.  
You may deposit items in more than one format - the repository administrators will use the most 
appropriate.  
 
3. Registering with Birkbeck ePrints  

1. From the Birkbeck ePrints homepage, click on the Create Account link.  
2. Complete the details on the registration page and click the Register button.  
3. Respond to an email that the system will send you. This will activate your password.  



Once you have registered, you may add papers to the repository. You may also amend your 
personal details and register for the email alerting service, which will inform you when new 
papers are added to the system.  
If you forget your password, you can reset it by following the link at the top of the login page or 
the registration page.  
You can log in to the User Area using the Login button on the Birkbeck ePrints homepage.  
 
4. Depositing an item  
Login with your Birkbeck ePrints username and password.  
Choose New Item to deposit your eprint. You will then be asked for information which will be 
used to create a record for your paper in the Birkbeck ePrints database.  
The information you provide will allow your paper to be found by eprint search engines, so it is 
important that the details are as full and as accurate as possible. If possible, cut and paste details 
such as the title from the paper itself.  
Item type  
Choose the most appropriate type for your deposit and click Next.  
Uploading your document 

Browse your computer for the file you wish to deposit, then click Upload.  
Select the file Format from the drop-down list. Add a description if your format is "Other".  
Leave the other boxes at the default values and click on Update Document.  
If you need to add further files (eg illustrations, tables or figures) to the document, click on 

"Need to add additional files to this document?" and upload the files.  
If you have the full text of the document in another format, add the file using the New 

Document box.  
Click Next.  

Bibliographic data 
The screens that follow ask for bibliographic information about your deposit. See the table below 
for an explanation of the information required in each box.  

If you would like to complete your deposit at a later date you may click on Save for Later at any 
point.  

If you would like a repository administrator to complete the input for you, you may click on 
Deposit at any point. 

Click on Deposit when you have finished. 

Once you have deposited the document, it will be held in a buffer where it will be checked by a 
repository administrator. You will be informed if there are any problems with the deposit, 
otherwise the eprint should appear in the archive after a short while.  

Bibliographic information  

Title (mandatory) The full title of the item you are depositing. If possible, cut and paste from 
the paper itself. 

Authors or creators 
(mandatory) 

Insert the names of all the authors. Try to ensure the format of names is 
consistent as this will enable all papers by a particular author to be found by 
just one search. 



Status  State whether the item has been published, is currently in the process of 
being published or has not been previously published. 

Refereed State whether the version of the paper you are depositing has undergone 
formal peer-review. 

Birkbeck Schools 
and Research 
Centres 

Select your department or unit. You may select more than one if the paper 
is a result of inter-departmental research. 

Keywords  

Enter words or phrases that describe the content of the item. Accurate 
keywording will enable the retrieval of your paper, so it is important to be 
as comprehensive as possible. Ensure you include synonyms and alternative 
spellings although you do not always need to include plurals as the database 
automatically searches for plurals where they end in "s". Do ensure 
however that you include other plurals e.g. women. 

Abstract  
Insert a brief abstract of the paper. The abstract is used for searching so it 
will help the retrieval of your paper if you include one. An author abstract 
may be copied and pasted into this box. 

References Copy and paste the paper's list of references 
Date The date the item was issued, published or submitted.  

Date type 
Click "Submitted" if the Date is when the item was submitted to a 
publisher. Click "Published" if the Date is when the item was published. 
Click "Completed" or "Unspecified" if the item is unpublished. 

Journal or 
publication title Title of the journal, publication or magazine 

Volume  Volume number of the journal or series in which the item appeared 
Number Issue number of the journal or series in which the item appeared 

Page range The sequence of pages of the item (first and last page numbers, linked by a 
dash) 

Pages Total number of pages of the item. 

Publisher Person, firm or corporate body responsible for placing an item on the 
market. 

Place of publication Location of the publisher’s offices. 
Series Name of the series to which the document belongs. 
ISBN Unique 10 or 13 digit code identifying a book. 
ISSN Unique 8 digit code identifying the serial in which the paper was published 
Presentation type The type of the item presented at a conference or workshop. 
Event type The specific type of event. 
Event title The title of the conference or workshop. 
Event location City or town, then country, where the event was held. 
Event date Start and end dates for the event. 
ID number The unique identifier of this item (supplied by the system for new deposits)
Monograph type The specific type of this monograph eg. technical report. 
Institution The institution from which the item originated. 
Department  The department from which the item originated. 
Thesis type The type of thesis eg. Masters, PhD 
Book title As found on the title page of the book. 
Editors The editors of a book or conference proceedings. 



Patent applicant The name of the applicant to whom a patent was granted. 
Official URL Provide a link to the version on the publisher's site 

Additional 
information 

Specify useful information about your deposit that can't be entered 
anywhere else. This information will appear on the public summary page 
for this item. If the publisher of your item requires a formal 
acknowledgement, place it here. 

Comments and 
Suggestions 

Please put any known copyright information here, along with any 
comments to Birkbeck ePrints' administrators. Text in this box will not be 
displayed on the public pages.  

 
5. Repository Mediated Service 
Although staff are encouraged to add items themselves, Repository Support staff will deposit full 
text items on your behalf. You will need to supply details about the publication and an electronic 
version of the paper. It would be useful if you could supply as much bibliographic information as 
possible. Staff will convert the paper to PDF format and check that the publisher allows inclusion 
of the paper in an Institutional Repository.  
Contact:lib-eprints@bbk.ac.uk  
Note: by depositing papers or asking repository staff to deposit on your behalf, you are 
agreeing to the terms of the Deposit licence. Before you complete the deposit process you 
will be asked to accept these terms.  
 


