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Bradford Scholars – how to deposit your paper 

COPYRIGHT CHECK  
1. Check if your publisher allows submission to a 

repository 

2. Use the Sherpa RoMEO database if you are not 

sure about your publisher's position. 

(http://www.sherpa.ac.uk/romeo.php) 

 

LOG IN 3. Log in to My Account at 

http://bradscholars.brad.ac.uk  (link is in the left 

hand menu). 

 

DEPOSIT 
4. Select „Submissions‟ from left hand menu. 

5.  Follow the „Start a new deposit‟ link on the 

following page.  

6. Select the collection you are depositing into.  

 

DEPOSIT 7. Fill in the brief submission form with author 

name(s), title of your work, abstract, keywords, 

publication title and year of publication. 

 

UPLOAD FILE 
8. Upload your file(s) NB! if you do not have a final 

draft copy of your paper, you can choose not to 

add a file at this stage. 

9. Accept the deposit agreement. 

 

FINAL CHECK 
10. Repository staff will check the submission.  

 

CONFIRMATION 11. You will receive an email notification when your 

submission has been checked. 

 

  

http://www.sherpa.ac.uk/romeo.php
http://bradscholars.brad.ac.uk/
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Step 1: Click on „Login‟ under „My Account‟ in the left hand menu. 

Tip: your username and password are the same as your email alias and password. 

 

Step 2:  Follow the “Submissions” link in the left hand menu to begin depositing. 
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Step 3: Click on the „start a new Deposit‟ link on the Submissions page. 

 

Step 4:  Choose the subject area for your work. 

Tip: Only one subject area can be chosen here by clicking on the heading with the 

mouse.  

Add details of other subject areas you would like your work to appear in to the „notes‟ 

section. This appears on a subsequent page. Bradford Scholars staff will do the rest.  

 

 

 

Step 5: The box for „The Item has been published…‟ needs to be TICKED.  

If your work has a subheading or a second title in another language, tick the box for 

„The Item has more than one title…‟ 
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Tip*: Click on the “Add More” links to add more boxes, e.g. if you have multiple authors 

Step 6a:  Add author names(s) and title of your work. 

Step 6b:  Add keyword(s) and abstract if available. 

Step 6c: Add the publication name, volume, issue and publication year where 

appropriate. 

Step 6d: Has your work been peer-reviewed? Answer “yes”, “no” or “N/A”. 

Further tips: Boxes with asterisk (*) are mandatory fields. Other fields will provide the 
repository staff with further useful information to add to your repository contribution. 

The „notes‟ field can be used to leave a message for Repository staff. The content will 

not be displayed to the public.  

If your work should appear under more than one subject heading, list the additional 

headings in the „notes‟ box. Repository staff will allocate your paper to the additional 

collections. 
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Step 7:  Click on “browse” to locate the file(s) you wish to add to your deposit. Files are 

added one at a time.  

NB! If you do not have the appropriate copy of the document available, you can 

choose not to attach a file at this stage. Simply click on „next‟ to move on. 

 

Step 8:  If you chose to add a file, you can now check if your file uploaded correctly. 

You can remove the file by using the „Remove selected files‟ button. Add new files by 

using the „browse‟ button or „Upload file & add another‟ depending on the number of 

files you have. 

Move on to the next screen once you have finished uploading your files by clicking on 

the „next‟ button. 
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Step 9: Check through the information you provided. If anything needs changing, click 

on a „Correct one of these‟ button. 

 

Step 10: the final step involves accepting the deposit terms & conditions. Tick the box 

„I Grant the License‟ and then „Complete submission‟. We do recommend all 

contributors read through the terms & conditions carefully prior to depositing files with 

Bradford Scholars.  

The Repository Policies Document is also recommended reading for all contributors. 

The Policies Document is located at 

http://www.bradford.ac.uk/library/documents/bs_policies_document.pdf.    

http://www.bradford.ac.uk/library/documents/bs_policies_document.pdf
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Step 11. You submission is complete. Repository staff will notify you by email when 

your paper has been released to the repository.  

You may continue by depositing another paper from this confirmation page or log out 

of Bradford Scholars via the left hand navigation panel. 

Contact Bradford Scholars staff if you have any questions or need help contributing 

your files to the repository. 

E-mail: bradscholars@bradford.ac.uk. 

Copyright questions can be sent to copyright@bradford.ac.uk.  

mailto:bradscholars@bradford.ac.uk
mailto:copyright@bradford.ac.uk

