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Instructions for Submitting to the Oregon Explorer library via the 

ScholarsArchive@OSU 

 
 

These instructions illustrate the basic steps for submitting content to the Oregon Explorer 

collection.  To perform the following procedures you’ll need a login account.  Contact 

Linda Kathman (541.737.7315) or Michael Book (541.737.9155) at the OSU University 

Libraries if you have any trouble logging in. 

 

Some "tips and tricks": 

 Preferred browser is Mozilla Firefox, but other browsers such as Internet Explorer 

work also. 

 If you are entering multiple documents with identical citation information, open 

up two sessions of ScholarsArchive for copying and pasting. 

 Your input will not be saved until you click Next. 

 In the Description field, mention funding sources and if the document will be 

updated in the future. 

 

1) From the link on the Explorer website, you will be taken to the 

ScholarsArchive@OSU Welcome page:  http://ir.library.oregonstate.edu/dspace/. 

 

 
 

2) Log in to ScholarsArchive by clicking the Login link in the right hand corner of 

ScholarsArchive.   

 

http://ir.library.oregonstate.edu/dspace/
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If you are not affiliated with OSU, you must register as a ScholarsArchive@OSU 

user. Select “New user? Click here to register.” and follow the requested steps. After 

you have registered, contact Linda Kathman (linda.kathman@oregonstate.edu or 

541.737.7315) or Michael Boock (michael.boock@oregonstate.edu or 541.737.9155) 

for them to give you authorization to submit to collections. 

 

Once you are authorized, use your e-mail address and password to log in.  

 

If you are an OSU student of faculty member, enter your ONID login and password.   

 

3) You then will be taken to “My ScholarsArchive@OSU,” where you can either “Start 

a New Submission” or “View Accepted Submissions.”  Click on the appropriate 

box to proceed. 

 

IF YOU ARE STARTING A NEW SUBMISSION, GO TO #4. 

 

IF YOU ARE VIEWING AND/OR EDITING ACCEPTED SUBMISSIONS, GO 

TO #21. 

 

4) To begin your submission, you will be asked to Choose a Collection to which you 

submission will be added.  From the drop-down list, select “Oregon Explorer” and 

click “Next”.  (REQUIRED FIELD) 

 

5) Complete the next page by checking the appropriate boxes, or leaving them blank if 

neither apply, then click “Next”. 

 

mailto:linda.kathman@oregonstate.edu
mailto:michael.boock@oregonstate.edu
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6) You now will continue the submission process by being asked to Describe Your 

Item. 

 

 

 
 

Complete each of the fields with the requested information.  If the item has more than 

one author, identification number/code, citation, or sponsor, click the “Add More” 

buttons to create additional fields for the category. 
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The only field on this page that is required by ScholarsArchive@OSU is 

the Title.  However, to ensure that your item is described as fully as 

possible, you are highly encouraged to complete the Author and 

Abstract fields, at a minimum. 
 

As you continue on the “Describe Your Item” page, you will be asked to select a 

Hydrologic Unit (or units) that describe the geographic location on which your item 

focuses.   

 

 
 

First, look at the locations listed on the left side of the page, and determine the 

general area that applies to your item.  For example, in the case of the Umpqua Basin 

Explorer, the general area is “Hydrologic Units in Oregon/Washington Coastal 

Basin.”  Next, click the “(change)” link for this area.  You then will see a pop-up box 

that lists 3
rd

-field hydrologic units for this area. 

 

From this list, determine the hydrologic unit 

that best applies to your item and open the 

folder for this unit by clicking the “+” to the left 

of the unit.  However, if your item applies to an 

entire 3
rd

-field hydrologic unit—such as 

“Southern Oregon Coastal (171003)”—click the 

radio button next to that unit. 
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After clicking the “+” to open the folder for a 

specified 3
rd

-field hydrologic unit, you will see 

a list of 4
th

-field hydrologic subunit.  Select the 

area that applies to your item, and click the 

radio button next to that unit. 

 

 

 

 

 

 

After completing the hydrologic unit section of this page, click “Next” at the bottom 

of the page. 

 

7) You will be asked to continue describing your item, specifically information about 

Subject Keywords. 

 

 
 

First, click the “(change)” link for the Subject Keywords category.  Again, you will 

see a pop-up box that includes folders of possible keywords for several categories:  

o Plants and Animals 

o Habitats and Vegetation 

o Water and Air 

o Geography and Geology 

o Land and People 

 

To see this list of keywords for any of these categories, click “+” to the left of 

category.  For example, by opening the folder for Water and Air, you are presented 

with the following list of keywords. 
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Select the appropriate keyword for your item and click the radio button.  In most case, 

multiple keywords will be needed to describe your item.  In this case, click the “Add 

More” button on the Describe Your Item page to add more fields for the Subject 

Keywords category. 

 

8) Now you will be asked to add Other Keywords that pertain to your item.  These 

keywords are not limited by specified classifications, but rather are words that you 

can choose to include. 

 

9) Although you are not expected to include these, OSU Libraries staff may add 

Library of Congress Subject Headings to your submission. 

 

10) You now will be asked to describe the geographic location to which your item 

applies.  If you have specific latitude/longitude coordinates for the item, enter the 

Bounding Coordinates by following the instructions at the top of the page. 

 

 
 

 

Otherwise, continue to the Ecoregion category and click the “(change)” link to see a 

pop-up box that lists ecoregions from which to choose.  Select the area that applies to 

your item, and click the radio button next to that unit.  If the item covers more than 

one ecoregion, click the “Add More” buttons to create additional fields for the 

category. 

 

Next, click the “(change)” link for the Watershed Councils category.  Again, you 

will see a pop-up box that includes a folder of possible watershed councils in Oregon.  

To see this list, click “+” to the left of Oregon, then select the appropriate watershed 

council area for your item and click the radio button.  Again, if the item applies to 

multiple watershed council areas, click the “Add More” buttons to create additional 

fields for the category.  The same instructions apply to the Estuaries, Counties, 

Oregon Plan Basins, and States categories.   
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11) Next, you will see several categories of information types:  Statistics and Data, 

Reports and Publications, and Photos and Videos.  First, determine which of these 

three information types best describes your item.  Then click the “(change)” link for 

that category. 

 

 

 
 

For Statistics and Data, you will be presented with a list of four options: 

o “Air and Water Quality Monitoring Data” are datasets that contain information 

from monitoring programs for air and water quality 

o “Data Clearinghouses” are websites that serve as a clearinghouse for various 

types of data and datasets 

o “General Watershed Information” are data or datasets that do not fit into the “Air 

and Water Quality Monitoring Data” category, but which describe watershed 

conditions 

o  “Metadata Search Sites” are websites from which you can search for metadata (or 

descriptions of datasets or databases) 

 

For Reports and Publications, you will be presented with a list of seven options: 

o Community Wildfire Protection Plans are plans developed by a community in an 

area at-risk from wildfire.   

o Watershed Council Assessments are a process for evaluating how well a 

watershed is working, and typically are conducted by or for a watershed council. 

o Watershed Council Supplemental Assessments are additional assessments 

completed by or for a watershed council that address more focused issues such as 

fish passage, water quality, etc. 

o Watershed Council Reports are reports completed by or for a watershed council 

that summarize such activities as prioritization, monitoring, and restoration. 

o Watershed Council Action Plans establish a unified, holistic approach to protect, 

enhance and restore the natural resources in a particular watershed, and identify 

high-priority projects and programs for implementation over a specified period of 

time. 

http://northcoastexplorer.info/publications/publications.aspx?Res=230&Txt=Watershed%20Council%20%20Assessments&Lev=2
http://northcoastexplorer.info/publications/publications.aspx?Res=231&Txt=Watershed%20Council%20Supplemental%20Assessments&Lev=2
http://northcoastexplorer.info/publications/publications.aspx?Res=232&Txt=Watershed%20Council%20%20Reports&Lev=2
http://northcoastexplorer.info/publications/publications.aspx?Res=233&Txt=Watershed%20Council%20%20Action%20Plans&Lev=2
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o Watershed Analyses are a systematic procedure for characterizing watershed and 

ecological processes to meet specific management and social objectives, and 

oftentimes are conducted by Federal agencies. 

o Other Publications and Reports include a diversity of content including overviews 

and white papers about specific topics, agency reports, etc. 

 

For Photos and Videos, you will be presented with a list of three options: 

o Photo Collections are links to full collections of photos 

o Photos are individual images 

o Videos are individual clips of video-based media 

 

Select the appropriate information type for your item and click the radio button.  

Again, if more than one information type applies, click the “Add More” button on the 

Describe Your Item page to add more fields for the category. 

 

12) Continuing on the Describe Your Item page, if appropriate, enter the Series or 

Report Number for your item. 

 

13) Otherwise, move on to the Relation category to select the website/web portal 

collection to which your item is being submitted from the drop-down list. 

 

14) Then, select the Type of item you are submitting from the drop-down list for that 

category.  Note:  Photos should be tagged as “Image”. 

 

15) Finally, select the Language for your item, if appropriate.  Then, click “Next”. 

 

None of these fields are required; however, to ensure that your item is 

described as fully as possible, you are highly encouraged to complete the 

geographic location information, Keyword, and Information Type fields, 

at a minimum.  In addition, it is important that you correctly assigned the 

correct Relation category (that is, to which Explorer website you are 

submitting). 

http://northcoastexplorer.info/publications/publications.aspx?Res=234&Txt=Watershed%20Analyses&Lev=2
http://northcoastexplorer.info/publications/publications.aspx?Res=322&Txt=Other%20Reports%20and%20Publications&Lev=2
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15) You now will be asked to Upload a File.  First, click the “Browse” button to locate 

the file on from your computer’s files, then click “Next” to continue. 

 

 
 

 

This field is required by ScholarsArchive@OSU. 

 
16) Next, you will have the opportunity to check if the file type that you successfully 

upload is the correct format.   

 

 
 

If not, click “Click here if this is the wrong format,” and you will be given the 

option of selecting the correct format type from a drop-down list or by manually 

adding the format type.   

 

If the file you uploaded is not the correct file, click “Click here if this is the wrong 

file” and you will again be taken to the Upload a File page. 

 

If the file and the format are correct, click “Next”. 
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17) Now you will be asked to Verify the Submission.  Your entries for all of the fields 

completed will be shown.  If upon review of these, you find a mistake in the entries, 

click the “Correct one of these” buttons in the appropriate section to fix the mistake.  

If all of the fields are correct, click “Next”. 

 

… (there are additional fields to review) 

 

18)  Now you will be asked if you would like to Use a Creative Commons License for 

your item.  Read the options on the screen and, if you choose to create this license, 

select the appropriate radio buttons based on your preferences and click “Select a 

License”.  Otherwise, click the “Skip Creative Commons” and proceed. 

 

19) You now will proceed with the final licensing step.  In order for 

ScholarsArchive@OSU to reproduce, translate and distribute your submission 

worldwide, your agreement to the following terms is necessary. Please take a moment 

to read the terms of this license, and click on one of the buttons at the bottom of the 

page. By clicking on the "I Grant the License" button, you indicate that you grant 

the following terms of the license. 

Not granting the license will not delete your submission.  Your item will remain in 

your "My ScholarsArchive@OSU" page. You can then either remove the submission 

from the system, or agree to the license later once any queries you might have are 

resolved. 

This field is required by ScholarsArchive@OSU. 

20) Congratulations!  Your submission is complete.  Your submission will now go 

through the workflow process designated for the collection to which you are 

submitting. You will receive e-mail notification as soon as your submission has 

become a part of the collection, or if for some reason there is a problem with your 

submission. You can also check on the status of your submission by going to the My 

ScholarsArchive@OSU page. 
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21) To view and/or edit accepted submissions, click “View Accepted Submissions” on 

the My ScholarsArchive@OSU page.  You will be presented with a list of your 

submissions to date.  You can click on the title of a submission to open the file for 

that item. 

 

 
 

 

22) By clicking the “properties” link, you will bring up the “identifier” page about that 

item.  Here, you will see the “identifier” URL for citing or linking to the item, along 

with a simplified version of the item’s reference record.  Click “Show full item 

record” at the bottom of the page to see all of the entries in this item’s record.   

 

 
 

23) To edit this record, click “Edit” at the top right of the gray box on the identifier page.  

The Edit Item page gives you the option of Withdrawing the submission from a 

collection, Deleting (or Expunging) a submission entirely, or Editing Authorizations 

for an item.   
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In addition, for fields within the record, you can Edit and Update these or Remove them.  

To Edit a field within a record, revise the information in any of the Value or Language 

text boxes, then click “Update” at the bottom of the page.  This entry in 

ScholarsArchive@OSU will be update to reflect your changes.  To remove a field, simply 

click the “Remove” button in the far right column for the element that you would like to 

delete. 


