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Logging in 
1. Click on the Login link in the top right corner.  

 

 

2. Enter your ANU username and password, or register for an account.  

 

 

3. Once logged in, your display name and your username will appear in the top right corner.  

 

  

The system identifies you by 

displaying your name and userID. 
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Collections 

Add a new collection 
1. If you have not already been granted Access Privileges to a collection, contact 

repository.admin@anu.edu.au for this access. 

2. Click on Contribute your research data. 

 

3. Click on Contribute your data 

 
 

4. Fill in the template form as detailed as possible

 
 

5. Click Submit when complete 

 

Tabs for different 

sections of the form 

Fields marked 

with a red asterisk 

are mandatory 

mailto:repository.admin@anu.edu.au
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6. You will be taken to the newly created collection page.  

a. Click on Edit to return to the template form to update information, or  

b. Click on Download data files to upload your files 

 

  

Data Collection Title 

Publication status 

Record identifier 

To upload data files 
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Data Files 

Upload data files to collection 
1. Click on Download data files to upload files on the collection page. 

 
 

2. Files can be uploaded using the methods below: 

2a. Drag and drop files into the box; OR step 2b 

 
 

2b. Click on the blue up arrow icon and on the opened up page, click +Add files. 

 

 
 

3. Click Start or Start upload to upload your files 

 

  

Drag and drop files 

to upload 

Click to upload 

files 
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Download files from collection 
1. Click Download data files. 

 

2. a. Click on title of a file to download individual files; OR 

b. Check boxes and click on the blue down arrow icon to download multiple files. 

 

 

 

Create folders in collection 
1. Click on the folder icon. 

2. Type the folder name in pop-up window and click OK. 

 

 

 

 

 

 

Name folder and click OK 

Click to create 

new folder 

Click on the title to 

download individually 

To download multiple files, check the 

boxes and click on the download icon 
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Manage external references 
1. Click on Download data files. 

 

2. Click on Add External Reference. 

 

3. Enter the URL reference pointer and click OK.  

 
 

Request data collections 

Request from Collection record 

1. Click on Request data files. 

 

2. ANU users can login using their ANU credentials; External users can login using their existing 

account or register for a new account.

 

Enter URL 

and click OK 
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3. Complete the form and click on Request Access 

 

Complete the form and 

click on Request Access 
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Publishing 
1. Click on Ready for Review. 

   

2. A notification email will be generated and sent to Repository.admin@anu.edu.au for the 

Open Research Team to action 

3. Depositors will be notified when data deposit is completed.        

 

 

 

 

Publish workflow 

status will appear 

mailto:Repository.admin@anu.edu.au
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