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Pre-checks 
1. Your right to deposit 
2. Correct digital copy 
3. Go to ORA 

http://ora.ouls.ox.ac.uk  
4. Check the item is not 

already in ORA. 
 

Start New Deposit 
1. Click ‘Contribute’  
2. ‘Click here to submit a 

journal article’. 
3. Enter your WebAuth 

username and password 
4. Click ‘Start new deposit’. 
5. Read the deposit 

agreement and indicate 
agree/disagree. 

A quick method to deposit 
your materials in ORA. 

5 Small Steps 
1. Your email address  
2. Title of the work 
3. Status of the work: 

published or not 
4. Peer reviewed or not. 

Click save at bottom of 
page 

5. Rights page: Copyright 
declaration 

It may take ORA staff up to 5 working days* to add 
the extra data and add your material to the archive.

For help see www.ouls.ox.ac.uk/ora or contact 
ORA staff ORA@ouls.ox.ac.uk or Tel 83809

3. WebAuth = 
WebLearn/Oxford 
Single Sign On 
5. Clicking ‘I 
disagree’ will 
terminate the deposit 

4. Please close 
your Internet 
browser on 
completion to 
avoid losing your 
deposit. We are 
working to 
improve this. 

* Please be patient: whilst 
ORA is in its early stages of 
implementation we are trying 

to iron out unexpected 
problems as they arise. Five 
working days is an estimate, 
in some cases it may take 

longer. 

1. In case of query 
5. See stages of deposit at top 
of page. Click on ‘Rights’ tab to 
take you to the rights page 
You must indicate copyright 
holder and the third party 
copyright statement 

1. Eligible depositors: see policy at 
www.ouls.ox.ac.uk/ora/ora_documents2 
The right to deposit on behalf of all 
authors  
2. Version: check at 
www.sherpa.ac.uk/romeo.php Often 
author’s personal final version. 
Contact ORA@ouls.ox.ac.uk for 
help

This method requires 
minimal details from the 
depositor. However, the 
more details you add, 
the quicker you are 
likely to see your 
material in ORA

Finish Off 
1. Check your entry 
2. Attach file(s) 
3. Complete deposit 
4. Close browser 
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