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1. Login with UWTSD login and password 
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2. Click Manage Deposits 

2. Click Manage Deposits 

Click on Manage Deposits and then select New 
Dataset. 

Make sure that your data has been prepared for 

sharing. Please follow our guidance for help on: 

 Deciding which data to preserve 

 Redacting or anonymising datasets 

for preservation 

 Choosing a sustainable file format 

 Describing and documenting your data 

Choose and upload your file in the relevant format, e.g. 
Excel spreadsheet. 

If your dataset is larger than 1GB, please contact 
openaccess@uwtsd.ac.uk for further advice. 

Once you have uploaded your document please expand 

the Show Options tab and complete the output details, 
as below. 

https://digitalservices.uwtsd.ac.uk/library/open-access-and-research/research-data-management/post-project-data-preservation/
mailto:openaccess@uwtsd.ac.uk
mailto:openaccess@uwtsd.ac.uk
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3. Assign a license and an embargo date. 

3. Assign a license and an embargo date. 

Please select 'Repository Staff only' if there is an embargo on 

your output. Your work will change automatically to be 

publicly available once the embargo period has expired. 

Select the content of the document. 

Please enter the date on which any embargo period will expire, 

If your research is funded, it is important to make sure you comply 

with any research data policy requirements from your funding 

body: 

Funder requirements 

While you can use Open Policy Finder to check the copyright 

agreement from your publisher, you should also check with your 

editor. Library and Learning Resources will also check this before 

the output is made public. If in doubt, please contact: 

openaccess@uwtsd.ac.uk 

If your research is funded, you will normally need to select Creative 

Commons: Attribution 4.0. In some cases Creative Commons: 

Attribution-Non-commercial 4.0 is acceptable. Please check the 

terms of your grant or speak to your research officer. 

For non-funded research you can use a Creative Commons: 

Attribution-Non-commercial –No derivative works 4.0 licence. If 

you wish to use a different licence, please speak to your research 

officer. 

Creative Commons Licenses 

https://digitalservices.uwtsd.ac.uk/library/open-access-and-research/research-data-management/funder-requirements/
https://openpolicyfinder.jisc.ac.uk/
mailto:openaccess@uwtsd.ac.uk
https://digitalservices.uwtsd.ac.uk/library/open-access-and-research/open-access-publishing/creative-commons-licences/
mailto:openaccess@uwtsd.ac.uk
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4. Add the details and metadata for your dataset. 

4. Add the details and metadata for your dataset. 

Add the title of the dataset. 

Include an abstract or summary of the contents. 

Please add keywords relating to the subject of 

your dataset. 

These may be amended by repository staff to aid 

discovery of your work. 

Your institute should appear here. 

Scroll down to select the appropriate category. 
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Please provide your ORCID number in the ORCID column: please 
note this is different to your University staff number or IT login. You 
will need to register for an ORCID ID if you do not have one at: 
ORCID 

ORCID provides a persistent digital identifier that distinguishes 
you from every other researcher and, through integration in key 
research workflows such as manuscript and grant submission, 
supports automated linkages between you and your professional 
activities, ensuring that your work is recognized. You can also link 
your ORCID account to the repository, please see instructions here. 

Please use your full names rather than initials to assist indexing 
and discovery of your work. Please also add your UWTSD email 
address to the ID field. 

Add the DOI if available. 

We may also be able to create a DOI for you if required, please 
contact openaccess@uwtsd.ac.uk for more information. 

Enter the type of data, e.g. recording, analysis, etc 

If applicable add any additional contributors that you 

need to credit here, for example additional researchers who did 

not contribute to the final paper, or funders who have requested 

accreditation. 

https://orcid.org/
https://digitalservices.uwtsd.ac.uk/wp-content/uploads/2025/05/repository-ORCID-integration-Oct-2024.pdf
mailto:openaccess@uwtsd.ac.uk
mailto:openaccess@uwtsd.ac.uk
mailto:openaccess@uwtsd.ac.uk
mailto:openaccess@uwtsd.ac.uk
mailto:openaccess@uwtsd.ac.uk
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Complete Funder details as appropriate. If your work 
has not been funded, please leave blank. 

Enter Project information as appropriate. 

Add the dates for the time period over which the 

data was collected. 

Enter geographic coverage and location as 

applicable. 

Describe the methodology used to create your data 

collection, including information on the studied 

population, studied entities and sampling 

procedures. 

Enter a description of any legal, ethical issues 

encountered in generating the data, and how these 

have been dealt with in order to allow sharing, 

including access restrictions in place. 

Add any data processing and preparation activities. 
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Enter the language of any written material in the 

dataset and the language of the metadata in the 

record. 

Add a link to publications related to this dataset. 

The title field can be used to search for 

publications in the UWTSD repository. 

Include any links to any external resources or 

publications that relate to this dataset. 

If applicable, enter the original publication details, 

including the URL. 
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Enter the details of the copyright holder/s. 

Include a contact email address. 

If applicable add details of any retention 

information. 
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5. Deposit your dataset. 

5. Deposit your dataset. 

IMPORTANT 

Click Deposit Item Now when you are happy with your 

submission. If you do not click this, your work will not be 

sent to repository staff for open access publication. Done! 

You can also Save for Later if you wish to make further edits 

before your item is submitted for publication. 
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6. Check and deposit for review and publication 

6. Check and deposit for review and publication 

Your output has been successfully submitted. You can review 

the information here. 

Library and Learning Resources will review your deposit and 

make the full-text freely available at the end of the embargo 

period. 

If there is a problem with the deposit which needs revision 

you will be notified by email. 

Thank you for using the Open Access Repository! 
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7. Retrieving your saved submissions 

7. Retrieving your saved submissions 
    

    

     

        

   

       

        

       

       

         

    

      

Toreview previous submissions, when 

logged in to the repository click on Manage 

Depositsfrom the menu. 

Itemsnot yet submitted appear in yellow 

and will need to be completed before they 

become live in the repository. Items that 

have been submitted and are under review 

display in grey. Itemsthatare live in the 

repository are highlighted in green. 

Delete the item Edit the item Deposit the item 
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