
Brock University Institutional Repository Submission 

Instructions 

Self Submission 

1. Head to the repository website: https://dr.library.brocku.ca/ldap-login and sign in 

with your Brock Portal ID and password. 

 

2. Click on Self Submission – the second of the three methods listed in the introductory 

paragraph at the top of the page 

 
 

3. From the drop-down menu, choose the appropriate collection in which to deposit your 

research. If you are unsure of which collection to choose, please submit your work 

here: https://dr.library.brocku.ca/handle/10464/12837  

 
 

 

 

 

 

https://dr.library.brocku.ca/
https://dr.library.brocku.ca/handle/10464/12837


4. At this stage, it is important to describe your work with as much detail as possible. 

The first Describe page consists of basic descriptive information including the names 

of the authors, the title of the work, date of issue, publisher, citation, type, and 

language – among others. Fill out every field on this page with as much detail as 

possible, and click Next to continue, or Save & Exit to save your progress and finish 

the process at a later time 

 

 

 

5. The most vital information to submit at this stage is the ISSN and DOI associated with 

your work. If you don’t include this information, you won’t be able to look up your 

work in the repository. The ISSN is a unique number used to identify a print or 

electronic journal title. For example, the ISSN for Nature is 0028-0836.  

 

 
 

 

 

 

 

 



6. The DOI is an identifier used to uniquely identify academic, professional, and 

government information, such as journal articles, research reports and datasets. The 

DOI is often in the form of a URL – the DOI for a specific article about breast cancer 

research in Nature is 10.1038/s41586-019-1005-x 

 

 
 

7. Another important thing to consider at this stage is the “Lookup” option when entering 

the name(s) of the author(s). If you choose the Lookup option, you can search for the 

author you’re looking for in the ORCID database, allowing authors to be associated 

with their ORCID identifier. An ORCID identifier is a digital identifier that distinguishes 

researchers from each other. By associating yourself with your ORCID in the Brock 

Repository, you ensure that you’re credited and recognized for your work. To learn 

more about ORCID, or to register for your own ORCID identifier, visit https://orcid.org 

 

 
 

 

 

 

 

 

 

 

 

https://doi.org/10.1038/s41586-019-1005-x
https://orcid.org/


8. The second Describe page is where you’ll go more in depth with the description of 

your work. Descriptive keywords will help people find your work e.g. via Google 

Scholar, so it’s important to go into as much detail as possible. To include keywords, 

enter the keywords one at a time and click Add in between each keyword. You’ll also 

add an abstract, the names of any sponsors and/or funding codes, and other 

descriptive details/comments about the work. Fill out all of the fields and click Next 

to continue, or Save & Exit to save your progress and finish the process at a later time  

 

 
 

 

 

 

 

 

 

 

 

 

 



 

9. Next, you’ll be taken to the Upload page. This is where you’ll upload an electronic 

copy of the article from your computer. You’ll also write a brief file description such 

as “Main Article” or “Experimental Data”. You’ll also include an “Embargo until” date 

and, if applicable, a reason for the embargo date. For self-archiving purposes, which is 

what we’re doing here, an embargo is a period of time set by the publisher where 

access to the archived version of an article is restricted until the embargo period 

expires. Typically, embargo periods fall between 6-24 months (though some publishers 

may require an embargo of up to 48 months).  

 

10. To check the copyright and self-archiving policies for the journal in which your article 

was published, you can consult the SHERPA/RoMEO database by heading to 

http://www.sherpa.ac.uk/romeo/search.php 

 

11. Type in the name of the journal, and you’ll be taken to a page that shows all journal 

permissions on archiving articles in a repository. This is the SHERPA/RoMEO report for 

Nature 

 

 

 

 

http://www.sherpa.ac.uk/romeo/search.php


12. There are three options as to which version of an article may be submitted to a 

repository. They are as follows: 

 

a. Pre-print: a digital draft before peer review is called 

b. Post-print: a digital draft after it has been peer reviewed 

c. Publisher-PDF: a final version taken directly from the publisher’s website  

  

In this example, the author of an article published in Nature may archive pre-prints, 

and post prints after a 6-month embargo period. Authors in Nature may not archive 

the publisher’s version. 

  

13. For the “embargo reason” option, you may enter a specific reason or simply write “to 

fulfill publisher requirement”.  

 

 
 

 

 

 

 

 

 



14. You’ll notice underneath this information that SHERPA/RoMEO has automatically filled 

in the publisher’s information. This is the benefit of adding the ISSN and DOI 

associated with your work. It makes the submission process much faster. 

 

 
 

 

15. Next, you’ll be taken to the Review page. This is where you can review all of the 

information you’ve entered so far. If you want to make corrections or edits, click on 

the Correct one of these buttons in either of the two description sections. If you 

make changes to any of the previous information, you can return directly to the 

review page when you’re done by clicking on Review in the green menu bar at the top 

of the page. When you’re happy with everything, click Next to continue, or Save & 

Exit to save your progress and finish the process at a later time   

 

 



 

16. Next, you’ll be taken to the CC License page. This is where, if you wish, you can add a 

Creative Commons license to your work. To do this, or to opt out of the Creative 

Commons license, choose the option you’d like from the drop-down menu. If you 

choose to include a Creative Commons license, you must also specify the permissions 

you’ll allow with the license, including whether or not your work may be used 

commercially and whether or not readers can modify your work. To learn more about 

Creative Commons licenses, head to https://creativecommons.org. Once you’ve made 

your decision, click Next to continue, or Save & Exit to save your progress and finish 

the process at a later time 

 

 
17. Finally, you must agree to the Distribution License. These are terms that allow the 

repository platform to reproduce, translate, and distribute your work worldwide. If 

you have any questions or concerns about the Distribution License, contact the 

repository administrators (digitalrepository@brocku.ca). If not, check the box that says 

I Grant the License, and click Complete Submission to finish the process, or Save & 

Exit to save your progress and finish the process at a later time. 

 

 

 

https://creativecommons.org/
mailto:digitalrepository@brocku.ca


If you have any questions, comments, or concerns about submitting your work to the digital 

repository at Brock University, visit https://dr.library.brocku.ca/feedback 

You can also send an email to digitalrepository@brocku.ca if you run into any problems during 

the submission process. 

 

 

https://dr.library.brocku.ca/feedback
mailto:digitalrepository@brocku.ca

