HOW TO DEPOSIT AN ARTICLE VIA SYMPLECTIC ELEMENTS

This guide is for depositing articles which are already visible (‘claimed’) in your Symplectic account (please see
below for details on how to check if your article has been claimed and is ready to deposit). If your article
doesn’t appear in Symplectic, please see our ‘How to input an article in Symplectic’ guide.

You will need to have a digital copy of the Author Accepted Manuscript (AAM) in order to complete the deposit.
The AAM is the final version of the article which was sent to the journal (before the journal’s in-house formatting
and publication).

Step 1. Find the output record in Symplectic Elements

Log in to Symplectic Elements with your Single Sign-On and password. This will take you to your

Homepage.

In the Research Outputs box, on the left side of your Homescreen, click on ‘journal articles’ (or
‘conference papers’ if appropriate) under the Claimed heading:
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Step 3. Start the deposit process

Find the record of the relevant output in your list and click the Deposit button.

If your article doesn’t appear in the list, please follow the How to Claim or Manually Enter a
Publication guide to add the output to your account.
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Step 4. Upload your Author-Accepted Manuscript (AAM)

Click Choose File and select the relevant file from your computer. Click Use this file and wait for the

page to refresh automatically. You can upload multiple files if needed (e.g. separate figures or
supporting material) by clicking ‘upload another file’.
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 To avoid deposit errors, please use filenames containing only
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o Datasets only (not publications): large files may take several
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In the File version box, use the dropdown menu to show which version of the output is being uploaded

—this should usually be the Author-Accepted Manuscript—that is, your final version which was

accepted for publication, before any type-setting, etc. from the publisher.

Step 5: Complete the deposit

If needed, use the ‘Deposit comment’ box to add any further information you would like to highlight to
the ORA team, e.g. about embargo (though the ORA review team will automatically check this), press

release, or if you know data is missing or you are unable to deposit the author accepted manuscript.

Finally, click Deposit.
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