
Guidelines for colleagues depositing work in The Lincoln Repository 
 

The Lincoln Repository is a digital archive where you can deposit 
your work and make it permanently and publicly available.  Making 
your research available in this way has been shown to increase 
citation rates substantially.  Deposit in the repository makes your 
work freely available to others, but does not alter your legal rights 
as the author of the work.  Each entry in the repository is known a
an E-Print.  E-prints can be single research papers or a colle

of files that together make a single work.   

s 
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It isn’t just text-based items that can be deposited onto the institutional repository.  A 
wide range of creative and applied arts outputs can also be showcased, from digital 
versions of paintings, photography, film, graphic and textile design, to records of 
performances, shows and installation. 
 

 Read the repository policy at http://eprints.lincoln.ac.uk/policy.html 
 

 Ensure that you own the copyright for the material or that you have permission to 
make it publicly available.  (If it’s a published article, or an article you are 
submitting for publication you can check the publisher’s policy at 
http://www.sherpa.ac.uk/romeo 

 
 Ensure your work is universally readable by converting it to one of the following 

formats:   
Text RTF, PDF and TXT 
Images JPG and TIF 
Video MPEG 
Audio WAV and MP3 

 
 Should you wish to deposit a single work that includes multiple files you create a 

single.zip file of the folder containing your work. 
 

 Log into the repository: http://eprints.lincoln.ac.uk 
 
       Use your usual university network username and password 
 

 You will see the Manage Deposits screen. 

 

http://eprints.lincoln.ac.uk/policy.html
http://www.sherpa.ac.uk/romeo
http://eprints.lincoln.ac.uk/
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 Click the New Item button and choose the appropriate Item Type.   

 
 
 

 Click Next to go to the details screen. 

 
 

 You are now on the Details page.  This is where you describe your work as a 
whole.  You must provide information in the fields marked with a red star, but you 
are encouraged to provide information in as many fields as possible.  If you are 
not sure what to enter, click the ‘?’ on the right.   
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 Any extra information you wish to be made public should be entered in the 
“Additional information” field.  This could be a synopsis or biography of the lead 
author/ or creator, and colleagues, or explanatory notes.  Comments regarding 
copyright or other concerns can be noted in the field “Notes for editors”: these are 
not made public. 

 
 

 When you have finished describing your work, click Next to move to the 
Subjects screen. 

 
 Choose the most appropriate subject keyword.  Take care here, as this is one of 

the main ways by which users browse the repository.  You can add multiple 
subject keywords if you wish.  Click the Next button.  This will take you to the 
Deposit screen. 
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 Click Browse and select your work.  Click Upload.  If you wish to deposit multiple 

items in a zip file, choose the Zip File tab, click Browse select your relevant file.  
Click upload. 

 

 
 
 

 Next, you should describe the files you have uploaded by giving them a Title and 
Description.  To add these details select the + sign next to the file you have 
uploaded.  You can place certain access and licensing restrictions on the file at 
this stage if you wish.  If your publisher’s policy is to embargo your work for a 
certain period, you can set an expiry date for the embargo.  Click the Update 
Document button when you have finished describing each document.  Click the 
Next button when you have finished describing all your documents. 

 
 If you have completed the process, you should deposit your work immediately, 

although you can save your publication for later if there is something you wish to 
check.  The Repository Editor reviews deposited items and will check that 
everything has been entered correctly.  Once this has been done your work will 
be live and publicly accessible. 
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For assistance, please contact CERD, the Library Team or Research Office via e-
mail: eprints@lincoln.ac.uk. 
 
April 2011 
Brayford Library Team  
CERD 
Research Office 
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