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[bookmark: _Toc25056698]IN REVIEW WORKFLOW STEP

1. When processing records in WT choose the Title of the record, then select the grey Edit in the top right hand corner – this lets you see all the available details fields.
2. If an output is only available online and not formally published yet, Worktribe makes the Publication Date mandatory.  To cope with this put the Online publication date in both the Online Publication Date field and the Publication Date field. Once the item is published, return to the record and update the date in the Publication Date field. (Note WT have agreed to our request for a new Status of ‘In Press’ that will hopefully help with this situation in future releases).
If a journal article is still only Forthcoming or Forthcoming/Available Online then add the status information to the Notes field prepended with the phrase Output Status:  For example:
Notes
Output Status: Forthcoming
Notes
Output Status: Forthcoming/Available Online

3. For journal articles or paper in Conference Proceedings, when adding Publication Date (or Online Date) if the data is partial – then populate with a full date for the end of the month or year e.g. 2018 = 31/12/2018 and 06/2018 = 30/06/2018. 
4. For Journal Articles, make sure the ‘Journal field’ contains the journal title – not just the Linked Journal field. (This is because it is the Journal field that is used to populate the web page for the output).
5. Once you have finished reviewing the record, click on the green Make Discoverable button- you will be asked if you have checked the OA policy, click Yes (the Repository Librarian will do this at the next step). You will be asked to enter a Message – see the text below under Letter when completing ‘In Review’ record (Replace Betsy’s name with your own name)

[bookmark: _Ref515883421][bookmark: _Toc25056699]DEALING WITH AUTHORS
When dealing with authors it is probably easiest to have your Outlook address book permanently open.  It helps you find the correct Org Units for our internal authors.
1. If authors are already in the record. Do the following:
a. If more than 1 author is listed, it is probably easiest to use the green edit button. 

b. Remove any full stops from author initials and add spaces between initials e.g. M C D Smith or Mary C D Smith (instead of M.C.D. Smith or Mary C.D. Smith)

c. Then for external authors add their organisation under ‘Linked Affiliations’ field. (If an Organisation doesn’t exist we can request that one be added – email repository.librarian@stir.ac.uk to let us know).

d. Click Update

e. Then for internal authors, click the pencil by their name and in the Org Units field, add their Org Unit – always choose the option that has a number at the end – this is designates the current name for the unit.

f. Click Update button


2. If authors haven’t yet been added to the record
a. If you have a list of authors it is probably easiest to attach them using the ‘Add Multiple’ option (Select Authors tab, Edit, then Add Multiple, copy and paste the list of authors as they appear on the publication and select how they are listed: First-Last, Initial-Last, Last-First, Last-Initial; click next).

b. Remove any full stops from author initials and add spaces between initials e.g. M C D Smith or Mary C D Smith (instead of M.C.D. Smith or Mary C.D. Smith)

c. For any Internal authors, Link the Person

d. For external authors add their organisation under ‘Linked Affiliations’ field. (If an Organisation doesn’t exist we can request that one be added – email repository.librarian@stir.ac.uk to let us know).

e. Click Update

f. For internal authors, click the pencil by their name and in the Org Units field, add their Org Unit – always choose the option that has a number at the end – this is designates the current name for the unit.

g. Click update

3. Dealing with Internal Authors when they published the paper with an affiliation other than Stirling (e.g. before they moved to Stirling). In the Author card (click pencil by their name) – add the other affiliation to ‘Linked Affiliations’ (their Current Org Unit should not appear on their Author card).

4. Dealing with authors who are no longer at Stirling. Add their old Stirling Org Unit to the author card’s in the ‘Org Units’ field.

DEALING WITH JOURNAL ISSUE DATES GIVEN AS SEASONS 
You will find that many journals don’t give the month for the date of an issue and instead give a season.
If the journal issue is not denoted by the month of publication, you should enter your best possible estimate of the month of publication.
If it gives a season, and the month of publication is not otherwise known, please enter the following months:
winter (beginning of year) = January (01)
spring = April (04)
summer = July (07)
autumn = October (10)
winter (end of year) = December (12)

[bookmark: _Toc25056700]DEALING WITH ATTACHED FILES
1. If a file is attached to an Output record, during the ‘In Review’ workflow step you must open and Update the Files tab – otherwise even when moved to Discoverable the REF OA Indicator field will say ‘Pending Library Review’.
2. If 2 or more files are attached to a record with different rights requirements: 
a. The Copyright information on the record should apply to the primary file. Add the name of the file to the beginning of the copyright.
i. For example, Fuller-etal-Aquaculture-2018.pdf: Author retains copyright. Proper attribution should be given when citing
b. Copyright for any other files should be added in the Notes section of the file using [Copyright] just before the rights text.
3. For immediately discoverable primary files (have no current embargo and never had an embargo) there is a bug that causes the Free To Read Start Date And Publicly Available Date fields to be set to be the same as the Publication Date (or Online Publication Date if it is populated). So you should put a note in the File’s Notes field to record the actual Date the file was attached to the record. Use the prefix: Free to Read Start Date: For example:

Free to Read Start Date: 01/07/2018

4. The First Compliant Deposit Date doesn’t get set for outputs that were migrated directly into ‘In Review’.  So in the early days of using Worktribe – when working on any outputs ‘In Review’ and you plan to add a file, then first send them back to ‘In Progress’ and thereafter carryon as normal.  This should mean the FCDD date gets populated. 
5. Note First Compliant Deposit Date was removed in version 3.2 because it was no longer used in calculations (see: REF Product_Release Notes_July 2019.pdf in https://stir.box.com/s/cys7t9udang2qe3xb3xlf2f41a935nq6 

REPOSITORY LICENCE URL AND PUBLISHER LICENCE URL FOR ATTACHED FILES

When processing attached files in Worktribe, in the Files tab do the following for the licence related fields:
· for most outputs going into STORRE select the ‘STORRE Licence’ option from the ‘Repository Licence URL’ drop down list  – this will include most green open access journal articles (the STORRE licence is at: https://storre.stir.ac.uk/STORREEndUserLicence.pdf)

· for green open access items where the publisher specifies a particular licence populate the Publisher Licence URL field and leave the Repository Licence URL field empty (for example, for Elsevier specify CC-BY-NC-ND licence)

· for gold open access we populate the Publisher Licence URL field and leave the Repository Licence URL field empty

· (for items that are permanently embargoed leave both Licence fields empty)

Both the Repository Licence URL and the Publisher Licence URL field are exported to STORRE – into the Licence URL field (dc.rights.uri).  If there is more than one file attached in Worktribe and multiple different licences each Licence will be copied into STORRE in repeated dc.rights.uri fields.  Licences that are the same will be de-duplicated in STORRE so that exact copies of a field aren’t unnecessarily displayed.

LENGTH OF FILE NAMES
File names should not be longer than 120 characters.
This is because when a file is copied from Worktribe to STORRE, STORRE only has a field length of 120 characters for the file name and so it can cause problems if the file name is longer than 120 characters. For example:
A novel behavioural INTErvention to REduce Sitting Time in older adults undergoing orthopaedic surgery (INTEREST)_ results of a randomised-controlled feasibility study.pdf
So if you are saving files to attach to Worktribe records make sure they don’t have very long titles – but it is helpful if the file name is still meaningful. 
For example:
Novel behavioural INTErvention to REduce Sitting Time.pdf
(53 characters including spaces)

[bookmark: _Toc25056701]GETTING PUBLICATION IDs
Scopus Output ID field 
a. Go to Scopus http://ezproxy.stir.ac.uk/login?url=http://www.scopus.com
b. Search for article
c. Click on the record title to access the full record
d. In the URL at the top of the page you will see a part that starts with eid=. For example: eid=2-s2.0-85051260187
e. Copy the long string number after eid= into the WT record in the Scopus Output ID field. For example 2-s2.0-85051260187

UT-Number field (WOS)
a. Go to Web of Science core collection http://ezproxy.stir.ac.uk/login?url=http://webofknowledge.com/WOS 
b. Search for article
c. Click on the record title to access the full record
d. Scroll down to the ‘See more data fields’ link, click the link
e. You will see the Access Number field for example WOS:000441914300004
f. Copy the full Accession Number into the WT record in the UT-Number field. For example WOS:000441914300004

PubMed Identifier (PMID):
a. Go to PubMed http://www.ncbi.nlm.nih.gov/sites/entrez 
b. Search for article
c. Click on the record title to access the full record
d. At the foot of the record you will see the PMID. For example:  PMID: 30176487
 Copy the number after PMID: into the WT record in the PubMed Identifier (PMID): field. For example 30176487


[bookmark: _Toc25056702][bookmark: _Ref522273981]BOOKS AND BOOK CHAPTERS

1. Useful resources for finding details of books are:
· Stirling University Library Catalogue http://libcat.stir.ac.uk/
· Library Hub Discover https://discover.libraryhub.jisc.ac.uk/
· WorldCat https://www.worldcat.org/
· Google Books https://books.google.co.uk/

[bookmark: _Toc25056703]MEETING ABSTRACT

1. For a Meeting Abstract – add the publication type information to the Notes field prepended with the phrase Output Type: For example:
 
Notes field
Output Type: Meeting Abstract

[bookmark: _Toc25056704]BOOK REVIEW

1. For a Book Review – add the publication type information to the Notes field prepended with the phrase Output Type: For example:
 
Notes field
Output Type: Book Review

[bookmark: _Toc25056705]EDITORIAL

1. For an Editorial– add the publication type information to the Notes field prepended with the phrase Output Type: For example:
 
Notes field
Output Type: Editorial


[bookmark: _Toc25056706]CONFERENCE PAPER (IN JOURNAL ARTICLE)
1. In WT Journal Article there is no place to enter conference dates for Conference Papers, so you will need to add the conference dates (Start Date and End Date) in the Additional Information field using the bracketed format (details below – see: BRACKETED PHRASES FOR ADDITIONAL INFORMATION [ ]):
[ConferenceStartDate] YYYY-MM-DD
[ConferenceEndDate] YYYY-MM-DD
For example:
[ConferenceStartDate] 2017-12-16
[ConferenceEndDate] 2017-12-17

[bookmark: _Toc25056707]POSTER (PRESENTATION / CONFERENCE)
1. For a Poster – add the publication type information to the Notes field prepended with the phrase Output Type: For example:
 
Notes field
Output Type: Poster

[bookmark: _Toc25056708]WORKING PAPER

1. Platform is a required field for Working Papers – the web site name where the paper is hosted should be added here (for example: RePEc).  
2. Note if you have JEL codes these go in the JEL classification dropdown field.  If a JEL code is not listed in the dropdown, then any Library user can add codes to the JEL list.  Choose Admin from the top blue toolbar, then Tags, then JEL Classification (you might need to select More to see this). Click Add Tag.


[bookmark: _Toc25056709]THESIS
1. If the thesis is deposited in STORRE or another repository/web site, enter the URL in the Publisher URL field. For example: http://hdl.handle.net/1893/39
2. No need to enter data in the free-text supervisors field (link supervisors via the Contributor’s tab)

[bookmark: _Toc522275508][bookmark: _Toc25056710]DIGITAL ARTEFACT
1. WT have made Media a mandatory field for Digital Artefact – this covers the subtypes: Software, Website Content, Image, Video, Audio. For Website Content you can enter things like:
Blog post
DVD
Computer program
Web site
Web page

For the other subtypes, in Media you can enter whatever the output Media is, for example, Software, Image, Video, Audio.

(The text in the Media field will automatically display in the Institutional Citation for the output – so there is no need to add any Media information to the Title field).

There used to be a Medium field in Worktribe – Medium was removed (Version 3.2 onwards) and now only Media is used.

[bookmark: _Toc25056711]PATENT
1. If full-text file attached, this does not go into STORRE. If the patent is definitely granted – then we want to appear as an attached file on the author’s WT web page. In the File tab, select:
Type = Other
Version  = is the description of the file that will appear on the web page – so enter ‘Patent’ followed by its number 
RIOXX Version = NA – Not Applicable
Public Status = Private
Primary = No
Author website = Public

[bookmark: _Toc25056712]JOURNAL AS EDITOR
Worktribe doesn’t have an output form for: Journal as Editor, so if the person is an Editor of the whole journal or a Special Issue then: 
1. Use Journal Article/Other 
2. Add the person as a Contributor/Editor instead of as an Author
3. If appropriate add: Special Issue or similar in the Title field

PREPRINT
For Preprints we’re currently using:
Type: Other 
Subtype: Other
Far from ideal but the best option we have

[bookmark: _Toc25056713]DATASET
1. So far we’ve found that Datasets have been automatically harvested into WT automatically and they have turned out to be registrations of experimental protocols, for example: https://doi.org/10.1186/ISRCTN62510577. If a dataset turns out to be one of these protocols do the following.
2. Edit and change the Type to Other
3. Other Type = Experiment
4. In Abstract copy the whole of the ‘Plain English Summary’ section right down to the end of the ‘Who is the main contact’. At the foot of the ‘Plain English Summary’ section if there is a Trial website URL – add this URL to the ‘Related Public URLs’ field (this field only appears late on in workflow).
5. In Publication Date enter the ‘Date assigned’ from the registry record
6. In Location enter the main URL of the web site, for example: http://isrctn.com
7. In Linked Publisher, enter any Publisher that is associated with the record, for example, BioMed Central may appear at the top of the registry record.
8. In the Publication Title field enter the name of the protocol registry, for example: ISRCTN Registry
9. Enter DOI in the DOI field
10. In the Contact Email Address enter the contact for the Experiment
11. In Public Status enter Discoverable
12. For attaching authors see - DEALING WITH AUTHORS 
13. Attach the Funder under the Funders tab 
14. Push through workflow to Discovered

[bookmark: _Toc25056714]ADDITIONAL ATTACHED FILES FOR DISPLAY ON WEB PAGES

1. If adding files that you want to appear publicly on the researchers web page profile:
· In the Files tab, under Author Website select: Public
· Fill in the Version field with a description of what version of the file it is (and/or what the file contains, for example: Figure 5 from book chapter). The Version field info will also appear on the web page.


[bookmark: _Toc25056715]ADDING NEW TAGS
When researchers submit an Output (or Project) to worktribe they can add a Tag (keyword or short phrase) to describe the output. They choose the tag from a dropdown list of tags.  If the tag they want isn’t listed then they ask in the Notes for a new tag to be added to the drop-down list.  To add a new tag to the list:
1. First check the Tag doesn’t already exist by searching for it in the Output Tag field dropdown list
2. Select Admin Tab, Tags
3. Add tag
4. Then choose Outputs and create the tag
5. When you add a tag for outputs you must also add it for Projects – repeat the process above for Projects
6. Once you’ve added a new tag to the drop-down list – you will need to return to the Output record add the new tag to the Output and remove the Note

[bookmark: _Toc25056716]REMOVING OUTPUTS FROM AN AUTHOR’S WEB PAGE
1. Sometimes authors don’t want an output to appear publicly on their web page – if they are the only author you can make the Output Private (Status = Private) by choosing the Private button that appears at the top of the record.  This will stop the Output appearing on any web page. However, if they have co-authors this will stop the Output appearing on their page.  So the alternative is to unlink the author from the Output instead.
a. In the output Authors tab, choose the pencil next to the author and remove them as a linked author.
b. Then choose the ‘Action’ option (top right) and choose the ‘Send to PublicWebOutput queue’ – this means the output will be re-harvested onto the web pages and updated.  

[bookmark: _Toc25056717]BATCH EDITING RECORDS
Useful for updating many records at once, for example, to add the same Tag to a number of records. Or the Research Areas or Themes.
To do this:
· Run a search to get the outputs you want to edit
· Change display to show all on the same page
· Click ‘actions’ and ‘Select all’ (or choose Select and take next to specific records by ticking them)
· Click ‘actions’ and ‘edit’
· A message will appear to say how many records you are going to edit
· Window appears, select field from list and select field you want to edit from drop down
· Click update 

Note: batch editing is very slow to happen – it can slow the system right down for the person doing the edits (but not for others using the system).
Also some batch editing isn’t possible – although you can change the Type of an output (for example: Other to Journal Article, you can’t change the subtype (e.g. Journal Article/Article) the subtype remains empty.

[bookmark: _Toc25056718]REF RELATED FIELDS

· ‘Date Available In Other Repo’ field in the Details tab – we interpret this date to be the date the output’s file was Deposited in the other Repository. Note this field only appears when using the grey Edit button (and not when using the Blue Edit button).

· REF File Deposit Date – displayed in Outputs Open Access tab (under REF 2021 panel) – explained in this Tracker Call https://tracker.worktribe.com/record.jx?recordid=87884that it means: 
The REF File Deposit Date is located on the Output, under the Open Access tab > REF2021 OA Policy block at the bottom. This can also be found on the corresponding REF output, within the Details tab. The field is only shown when the file has been deposited and the Output and REF Output are compliant, otherwise remains hidden. The REF File Deposit Date does not display for Gold Outputs (makes some sense as Gold Outputs are compliant because of where they are published rather than being deposited into Worktribe).
The REF File Deposit Date is only calculated and displayed after the ‘In Progress’ workflow step.  This means the date is calculated when a researcher moves their output (with a file attached) from ‘In Progress’ to ‘In Review’: the date recorded is the date that the researcher hits the Deposit button (not the date they attached the file to the record).  Once past ‘In Progress’ and the REF File Deposit Date is displayed, this Date will not change if the attached file is switched. Even if a second file is added and made the Primary file instead of the earlier file the REF File Deposit Date will not change. Only if the original attached file is completely removed will the REF File Deposit Date change to the date a new file is added.

[bookmark: _Toc25056719]DEPOSIT INTO STORRE – REPOSITORY LIBRARIAN STEP

1. By default the ‘Submit to STORRE’ flag will be set to No – this is to allow control of workflow e.g. Repository Assistant can validate a publication, push through the workflow but then the Repository Librarian will make the final edits for STORRE and change the Submit to STORRE flag to Yes (or do a batch of records and change them all to Yes in one action). Once set to Yes, the item will be submitted to STORRE the next time this job runs on Work tribe.
2. By default the ‘DSpace Submit Date’ field will be populated with today’s date. In order to automate postponing the date an item is submitted to STORRE to a particular future date: change the ‘Submit to STORRE’ flag to Yes and then edit ‘DSpace Submit Date’ to the future date.  This ‘DSpace Submit Date’ field is really a “date of intended submission to STORRE” or “date from which it is ok for a submission to go ahead”. 
3. STORRE uses the PubliclyAvailableDate on the file to set the EmbargoEndDate on the file in STORRE.
a. If there is no PubliclyAvailableDate on the file and the Output is at Acceptance and the file has a PublicStatus of “Embargoed”, then it is calculated using AcceptanceDate + EmbargoLength + 24 months 
b. dc.rights.embargodate in the STORRE record is set to the EmbargoEndDate of the Primary File (as set using the above rules) – if there is no Primary file, then it is set to the EmbargoEndDate of the first Embargoed file in the list (or not set if no files are embargoed).  (Mike is working on updating the exporter to be more sophisticated – so that if there are multiple attached files and none are labelled as Primary, then the exporter tool will flag this, so that we can go back to the record and choose which file is Primary.  Also the tool will flag if there are multiple files with more than one file labelled as Primary).

[bookmark: _Toc25056720]SETTING A PERMANENT EMBARGO OR A SPECIFIC EMBARGOENDDATE

1. EmbargoEndDate can be set via “explicit” values (as opposed to just using PubliclyAvailableDate or calculating from EmbargoPeriod). So, you can specify explicit EmbargoEndDates using one of the following methods (all assume PublicStatus is set to Embargoed and will override any other value/calculation):
· if you enter a value of “2999” in the EmbargoPeriod (months) field, the EmbargoEndDate will be set to “2999-12-31” in STORRE
· You can use the tag “[EmbargoEndDate]” in the OutputFile’s Notes field to set an explicit embargo:
· a value of “Permanent” (i.e. “[EmbargoEndDate] Permanent”) will set the EmbargoEndDate to “2999-12-31” in STORRE
· an explicit data value will set the EmbargoEndDate to that value (e.g. “[EmbargoEndDate] 2020-04-17” will set the EmbargoEndDate to “2020-04-17” in STORRE)
· Note we no longer use the file’s Notes field to set Embargos because Mike’s script (that catches outputs being exported to STORRE that have an Embargo End Date in the future but incorrectly have a file Public Status of Discoverable) does not work with embargoes in the Notes field.
· If none of the above are set then the STORRE deposit tool will fall back to using the date in PubliclyAvailableDate or calculating the EmbargoEndDate from the number of months. (For details on order of precedence see Appendix I.


WORKTRIBE TO STORRE MAPPINGS TO “REPORTS AND DISCUSSION PAPERS” COLLECTION
· Consultancy Report
· Project Report
· Report  Other
· Discussion Paper

Mapped to the appropriate division’s “Reports and Discussion Papers” Collection

[bookmark: _Toc25056721]MOVING ITEMS FROM WT TO STORRE – EXPORT QUEUE MANAGEMENT TOOL
1. STORRE Export Queue Admin: https://bai-api.stir.ac.uk/worktribe-stirling/admin/storre-queue.jsp
2. In the exporter queue, change Submit Flag to Yes.
3. You can then either explicitly export it immediately by clicking “Export Output” or it should get automatically exported overnight.
4. The “Update Record” button is for saving any changes to the information that appears on the Export Queue Admin page (e.g. if you want to change the “Submit Flag” to True or False so that the Output does, or doesn’t, get exported automatically, or explicitly set the Collection to a specific STORRE Collection (in order to override the default Collection based on the first Internal Author), or set an explicit “Submit Date”).
5. If there is an error possibly due to missing collection info. Go get collection ID from STORRE (last part of collection URL, for example: 1893/238). Enter last part of STORRE Collection URL in the exporter queue ‘Collection’ field, then click Update Record, then Export Output.
6. Items that are already in the Exporter queue (from repository assistants) will probably need extra processing in WT before they are ready for export to STORRE. Once you’ve processed them in WT (i.e. so that you are happy for them to be exported to STORRE), go back to the Queue page, update the Submit Flag to “True”, and then click “Update Record” to save that change to the flag – that Output is then Queued for export to STORRE (it should go Green in the list).
7. Once you have a load of records ready for export, you can either export them one at a time using the “Export Output” button next to the item on the Queue, or you can stick a number in the “Migrate next N Worktribe Outputs to STORRE” (which will then batch export the next N Outputs that are ready for Output – i.e. Green or Blue), or you can leave them on the Queue, and the exporter will then export any Green (or Blue) queued items to STORRE overnight.
8. Note: any Worktribe edit to an Output record already in STORRE should result in the Output being added to the STORRE Queue (as the Edit puts it onto the Action Queue at the WT end) – however (if memory serves!) if you then (try to) Export the Output, Mike’s export code should spot that none of the key STORRE related metadata has changed and so it shouldn’t even bother trying to update the record in STORRE – and it should give you a message to that effect after you click the Export button.
[bookmark: _Toc522275514][bookmark: _Toc25056722]COCHRANE REVIEWS & SYSTEMATIC REVIEWS

1. Cochrane Reviews (and other Systematic Reviews) in WT are categorised as ordinary articles (Journal Article/Article) so when depositing you will need to manually select the separate STORRE collection:  for example:
a. Faculty of Health Sciences and Sport Systematic Reviews (Collection: 1893/2087)
b. Enter the last part of the STORRE Collection URL in the exporter queue ‘Collection’ field (e.g. 1893/2087) then click Update Record, then Export Output.


[bookmark: _Toc25056723]STORRE – EXPORT QUEUE MANAGEMENT TOOL – KEY TO COLOURS
· Green = New Output, will be Inserted
· Red = New Output, will not be Inserted
· Blue = Existing Output, will be Updated
· Orange = Existing Output, will not be Updated
· Purple = STORRE File(s) removed
· Dark Green for new Inserts where the Submit Flag is Yes but the Submit Date hasn’t yet been reached (i.e. it has been configured to be Inserted at some date in the future)
· Dark Blue for Updates where the Submit Flag is Yes but the Submit date hasn’t been reached yet (i.e. it has been set to be Updated at some date in the future)

[bookmark: _Toc25056724]REMOVING ITEMS FROM STORRE
1. STorre Integration Admin page https://bai-api.stir.ac.uk/worktribe-stirling/admin/storre.jsp
2. To remove an item from STORRE – scroll down to: Delete Worktribe Output from STORRE
3. Enter the WT ID of the Output to remove from STORRE, click ‘Remove Output from STORRE’
4. This will delete the STORRE record associated with this WT Output and remove references to it from the WT Output record (enabling this WT Output to be exported to a new STORRE record if needs be).
[bookmark: _Toc25056725]LINKING ORG UNITS TO WORKTRIBE OUTPUT AND GENERATING CITATIONS
1. Worktribe Outputs Admin Page (you can link Org Units to Worktribe Output and generate a citation): https://bai-api.stir.ac.uk/worktribe-stirling/admin/outputs.jsp
[bookmark: _Toc25056726]CREATE A STORRE COLLECTION
Go to the STORRE Integration Admin tool page:
https://bai-api.stir.ac.uk/worktribe-stirling/admin/storre.jsp
- and choose ‘Manage STORRE Collections/Mappings’, then use the “Create STORRE Collection” Utility to add any required collections. For example any  “Reports and Discussion Papers” Collections 
When a new Collection is created via this Utility there are a couple of related tasks that need to be done once the new Collection is in place:
· firstly the Anonymous READ Policy needs to be tweaked so that it applies to Admin users only
· this is just a safeguard in case there is a problem during the export – any OutputFile exported will initially only be accessible by Admin users, until the embargo has been checked and applied – this way, if the export crashes before any embargo is applied, the file is not left as publicly visible! Click Edit next to ‘DEFAULT_BITSTREAM_READ’, change Group from Anonymous to Administrator and save. 
· Login to STORRE, browse to the new Collection, click Edit. In the right hand side options, click Edit next to ‘Collections Authorizations’. Next click Edit next to ‘DEFAULT_BITSTREAM_READ’, change Group from Anonymous to Administrator and Save.
· Anyone with Admin privileges can do this (i.e. you or me!) – feel free to do this yourselves, but, if you aren’t comfortable doing it, just let me know and I can do it, 
· This next task requires Mike - secondly the appropriate “Simple Item View” template needs to be applied to the Collection (so that the appropriate fields are displayed on that page) (For example for Report and Discussion Paper – in the first instance I’m configuring these “Report and Discussion Paper” Collections to use the same template as the other 2 report types, but if that isn’t appropriate (i.e. you need the change what metadata is displayed on the Simple Item View pages for these Output Types, then just let me know and I can sort that out)
· this second tasks requires a server restart for the config changes to be picked up so this is something Mike will do during the “at risk” period for the PROD system 

[bookmark: _Toc25056727]CREATE WORKTRIBE ORG UNITS TO STORRE COMMUNITY MAPPINGS

(In DEV and TEST use: https://bai-api-dev.stir.ac.uk/worktribe-stirling/admin/storre.jsp)
In LiVE


Some of our internal author’s Org Units may not yet be mapped to STORRE collections.  If this is the case you will see an error when you try to export an output via the Export Queue Management tool, for example: 
> 2018-12-12T01:00:39.201	1067577	Insert	ERROR		Influence of Blair on Poe's Gothicism The Style of Terror and Horror in Poe's Early Woman-Centered Tales	
>	[]	No Collection identified from Internal Author/Contributor Org Units (Literature and Languages - Division) for DSpace type: Article;

(or if you manually exported from the STORRE Export Queue you would see: WARN: Collection Handle is blank)
The above is basically saying the code doesn't know what STORRE Community to map the WT OrgUnit "Literature and Languages - Division" to - in this case it should be the STORRE Community "Literature and Languages".

Of course, you can currently work around this issue by explicitly adding the required Collection to the OutputExport record on the STORRE Queue admin page - but that won't prevent the same problem occurring for other Outputs where the author is in "Literature and Languages - Division".

So, the Utility that will enable you to create a mapping from a given WT OrgUnit (e.g. "Literature and Languages - Division") to a specific STORRE Community (e.g. "Literature and Languages").

The Utility is within the "STORRE Admin Page":

https://bai-api.stir.ac.uk/worktribe-stirling/admin/storre.jsp

(Second panel down)

The "Select WT OrgUnit" drop down should only include any WT OrgUnits that aren't already mapped to a STORRE Community.


[bookmark: _Toc25056728]FIXING ERRORS in the STORRE EXPORT
[bookmark: _Toc25056729]FIXING MISSING BITSTREAM UUIDS IN STORRE_FILE MAPPINGS
If there is a problem Updating a WT Output in STORRE that generates an ERROR line in the Export Summary Report similar to this:

2018-07-30T08:34:07.210	747276	Update	ERROR	1893/10298	A comparison of the WHOQOL-100 and the WHOQOL-BREF in detecting change in quality of life following liver transplantation	1893/122	[Update: O'Carroll et al_QLR_2000.pdf ()]	No Bitstream UUID found for WT OutputFile ID: 747290 - WT Output ID: 747276; Problem updating Bitstream in DSpace for WT OutputFile ID: 747290; There was a problem updating this Item's files in DSpace: 1893/10298 (563114b7-e4fa-48df-83f1-333967ea54f4);

- it is due to a problem mapping the WT Output’s OutputFile(s) to the corresponding Bitstream(s) in STORRE (so the code that is trying to Update the OutputFile in STORRE, doesn’t know which STORRE Bitstream it is supposed to be updating).

One reason this problem might happen is if there are apostrophes in the file title (this is a historic issue – STORRE files at some point in the past have had any apostrophes stripped out of the file name)

To fix this:
· Note the WT OutputFile ID from the ERROR line from the part:
· “No Bitstream UUID found for WT OutputFile ID: 747290”
· so the WT OutputFile ID in this example is 747290
· Go to the STORRE Integration – Administration tool: https://bai-api.stir.ac.uk/worktribe-stirling/admin/storre.jsp
· Then select ‘Manage WT OutputFile to STORRE Bitstream Mappings’
· Enter WT OutputFIle ID in the Update Bitstream UUID mapping for Worktribe OutputFile panel
· 747290 in this case:
[image: ]

· Click Get OutputFile Mapping to access the WT OutputFile to STORRE Bitstream mapping:

[image: ]

· Double check that the filename in the Filename column matches the filename in the export summary ERROR line (if the file name contained an apostrophe it will have been stripped out – you can ignore this difference) - in this case:
· O'Carroll et al_QLR_2000.pdf

· Click the STORRE Handle link to open the corresponding STORRE record
· If you are not already logged on as an Adminstrator, log in via the link in the top right hand corner, then go back to the STORRE record in question and reload it.

· Click Edit from the Admin Tools panel:
[image: ]

· Select Authorizations from the Actions panel on the Edit Item screen: 

[image: ]
· On the Policies for Item screen, locate the panel in the Bundle Original that relates the WT OutputFile in question, using the filename included in the Summary line ERROR report or from the Filename column in the Update Bitstream UUID … panel:
· filename in this example is:
· O'Carroll et al_QLR_2000.pdf
· NOTE: The RMS to STORRE export stripped apostrophes in filenames, so the filename in STORRE will be OCarroll et al_QLR_2000.pdf

[image: ]


· Copy the Bitstream UUID that relates to this file - in this example:
· 1e943931-501a-47f4-96d1-30c731dfbfe7

· Paste this Bitstream UUID into the STORRE Bitstream UUID box in the Update Bitstream UUID mapping for Worktribe OutputFile panel back on the Worktribe Outputs Admin Page:

[image: ]

· Finally, click Update STORRE_FILE Mapping to update this mapping in the appropriate mapping table

The problematic WT Output should now export without problem.



[bookmark: _Toc25056730]NO COLLECTION IDENTIFIED FROM INTERNAL AUTHOR/CONTRIBUTOR

If there is a problem Updating a WT Output in STORRE that generates an ERROR line in the Export Summary Report similar to this:
2019-02-21T01:02:06.255	1101025	Insert	ERROR		Training researchers with the MOVING platform		[]	No Collection identified from Internal Author/Contributor Org Units (Mathematics) for DSpace type: Paper in Conference Proceeding;
It might be due to the output not having a linked author and the integration therefore being unable to determine which collection in which to place the output.
Go to STORRE (https://dspace.stir.ac.uk/) You don’t have to log in. Scroll down to see ‘Communities in STORRE’. Click on the appropriate Faculty collection 
[image: ]
and then click on the appropriate sub-community 
[image: ]
and then select the collection of the output type
[image: ]
Look at the top of the page and copy the handle of the collection
[image: ]
In this example it is: 1893/9079
Paste this into the collection box in the STORRE Export Queue 
[image: ]
Click update record. The output should now export to that collection

[bookmark: _Toc25056731]CREATING NEW MAPPINGS BETWEEN ORG UNITS AND STORRE COMMUNITIES
Go to:
https://bai-api.stir.ac.uk/worktribe-stirling/admin/storre-communities.jsp 
Scan the ‘Manage WT OrgUnit to STORRE Community mappings’ table for the Org Unit of the linked author of the offending output. If the org unit doesn’t appear in the list that means that there is no mapping – so the exporter can’t determine what Community the Output should be exported to (no surprise there!) . . .

Therefore, we need to create an appropriate Org Unit to STORRE Community Mapping – you can do this via the “Create WT OrgUnit to STORRE Community Mapping” box at the top of that page . . .
[image: ]
So, first select the WT OrgUnit that doesn’t have a mapping 
Then select the STORRE Community you want Outputs associated with this OrgUnit to be deposited in.
Then hit “Create Community Mapping” – this will create the required mapping in the backend database (and when the page reloads, you should see the new mapping in the table on that page).
[image: ]
Now, when the Output is re-exported, the exporter should know where to send it! 
If it all goes wonky, you can easily Delete any dodgy mappings via the table on that page.
[image: ]

[bookmark: _Toc25056732]WT SYNC QUEUE ADMIN UTILITY - TROUBLESHOOT PROBLEMS WITH THE WT SYNC QUEUES

Mike created a new Utility to help us troubleshoot problems with the WT Sync Queues that we use for the STORRE Integration and for Citation Generation (in DEV at least).
To recap, when an Output, or any of the Output related Entities (e.g. OutputAuthor, etc) is saved in WT, WT places that record on various Sync Queues at the WT end – these are then pushed to our API for processing (either for adding a record to the STORRE Queue, or for regenerating the Citation) every minute or so – then, once our code has processed the Output, or it’s related entity, record, it is cleared from the WT Sync Queue . . .
This generally works OK, but sometimes there can be problems with the WT Sync Queues, and these can be hard to diagnose if you don’t know if the record ever made it to the Sync Queue, or if there was a problem processing it so it never got properly processed or removed from the queue, etc . . .
That’s where the Utility comes in:
https://bai-api-dev.stir.ac.uk/worktribe-stirling/admin/output-sync.jsp
On this page, you can query any of the WT Sync Queues that are used by the STORRE Integration or the Citation generation to see what (if any) records are stuck on the queue – under normal circumstances these queues will be empty (except for the short period between you saving a record when it is added to the queue, and it getting processed when it is removed from the queue) – but if there is anything on them for more than a minute or two, then that means that there has been a problem processing that record (so no point trying to add it to the queue again! ;-) ) . . .
Mike added buttons to this page that enable him (as the admin) to try process any stuck records again – which should then display any resulting error messages to help diagnose why that record is stuck – and also a button to explicitly remove records from the queue (where appropriate). The buttons should only be visible to Mike (and Stephen) so that they can use them for troubleshooting.
The various WT Sync Queues that can (currently) be queried via this tool are:
· STORRE Sync Output
· WT Queue name: StorreSyncOutput
· Holds any Outputs that have been saved so that they can be added to the STORRE Queue if required
· STORRE Sync Author
· WT Queue name: StorreSyncAuthor
· Holds any OutputAuthors that have been saved so that their corresponding Output can be added to the STORRE Queue if required
· STORRE Sync Contributor
· WT Queue name: StorreSyncContributor
· Holds any OutputContributors that have been saved so that their corresponding Output can be added to the STORRE Queue if required
· STORRE Sync File
· WT Queue name: StorreSyncFile
· Holds any OutputFiles that have been saved so that their corresponding Output can be added to the STORRE Queue if required
· STORRE Sync Funder
· WT Queue name: StorreSyncFunder
· Holds any OutputFunders that have been saved so that their corresponding Output can be added to the STORRE Queue if required
· Citation Sync Output:
· WT Queue name: OutputCitationSync
· Holds any Outputs that have been saved so that their Citations can be regenerated (as required)
· Citation Sync Author
· WT Queue name: OutputAuthorCitationSync
· Holds any OutputAuthors that have been saved so that the Citation for their corresponding Output can be regenerated (as required)
· Citation Sync Contributor
· WT Queue name: OutputContributorCitationSync
· Holds any OutputContributors that have been saved so that the Citation for their corresponding Output can be regenerated (as required)

[bookmark: _Toc25056733]CHANGING COLLECTIONS IN STORRE
Moving the record in STORRE is peasy – log on to STORRE, go to the item in question and select “Edit” from the Admin Tools (you may have to refresh the page if the Admin Tools don’t appear, in case you have the “not  logged in” version of the page cached), and then select “Move Item” and select “Collection to move to” from the drop down (and I’d probably leave “Inherit default policies of destination collection” unchecked as you want to the record to maintain whatever permissions are currently set) . . . 
Then, on the “STORRE Integration Admin” page:
https://bai-api.stir.ac.uk/worktribe-stirling/admin/storre.jsp
- enter the WT ID of the Output in question in the “Update STORRE Output Export record” box (the WT ID is held on the STORRE record in “dc.identifier.wtid”) and click “Get OutputExport record” – then update the “Collection” value of the Output Export record for this Output with the value of the new Collection and click “Update Output Export Record” to save that change

DEALING WITH EMBARGO ERRORS DISCOVERED DURING EXPORT TO STORRE
(When an output in WT has an embargo end date in the future even though the file’s Public Status is set to Discoverable)

How the STORRE export queue deals with embargoes when everything is ok:
1. If manually exporting Outputs from the STORRE Queue that have the (primary) file as Discoverable and an existing dc.rights.embargodate in STORRE, then relevant data is included in the main summary report – e.g. (note the 2 highlighted lines which show that the Output already has an Embargo End Date in STORRE (and what that value is), and what the new Embargo End Date is (and that it is in the past so everything OK):

====================================================
2020-05-20T13:08:59.307: Exporting WT Output with id: 1460702
--- INFO: Output Title: 20200518 More testing of move to Discoverable and embargo in STORRE - edited again
--- INFO: Output export is a DSpace Update
--- INFO: Output has existing STORRE record with Embargo End Date: 2021-12-01
--- INFO: (Primary) OutputFile is Discoverable and dc.rights.embargodate in the past: 2020-05-18
--- INFO: dc.date.available already set on existing record: '2020-05-18T11:38:42Z'
etc
====================================================

- the line that is included in the single line Summary Report email (sent to the Repository Librarian mailbox) for the above is:

2020-05-20T13:24:48.664 1460857 Update SUCCESS 1893/30244 200520 – Title of output 1893/231 [Update: Dspace Dummy File.pdf ()]
N.B. Mike made the decision not to include the (past) Embargo End Date in brackets after the file name – the presence of the Embargo End Date in brackets is meant to indicate that the file is embargoed (and until when), however this file is no longer embargoed (it is Discoverable), so he was concerned the presence of a date might be misleading and therefore the data is left out

How the STORRE export queue deals with embargoes when there is an error because there is file with a future embargo end date but the file is Discoverable:
1. If doing a manual export (of an Output where the OutputFile has been made DIscoverable and the dc.rights.embargodate is already set in STORRE) and the newly generated Embargo End Date is in the future, then this is reported as an ERROR: (because an Discoverable output file should not have an embargo that is in the future)

====================================================
2020-05-20T12:59:18.347: Exporting WT Output with id: 1460857
--- INFO: Output Title: 200520 - MW Test - Another test of Discoverable OutputFiles and Embargo End Dates - edited
--- INFO: Output export is a DSpace Update
--- INFO: Output has existing STORRE record with Embargo End Date: 2999-12-31
--- ERROR: (Primary) OutputFile is Discoverable but dc.rights.embargodate set to future date: 2999-12-31
--- INFO: dc.date.available already set on existing record: '2020-05-20T10:47:06Z'
--- INFO: New metadata list and existing metadata list are the same length (24 compared to 24)
--- INFO: Metadata Update required - dc.relation has changed - was 'Goodacre A (2020) 200520 - MW Test - Another test of Discoverable OutputFiles and Embargo End Dates - edited yet again. Nature, 5 (4).', now 'Goodacre A (2020) 200520 - MW Test - Another test of Discoverable OutputFiles and Embargo End Dates - edited. Nature, 5 (4).'
--- INFO: Collection not changed: 1893/231
--- INFO: Successfully deleted metadata of DSpace Item: 4e297c35-a14c-4afb-b286-395f89d96e6a (1893/30244)
--- INFO: Successfully updated metadata of DSpace Item: 4e297c35-a14c-4afb-b286-395f89d96e6a (1893/30244)
--- INFO: WT OutputFile 'Dspace Dummy File.pdf' has changed
--- INFO: Updating Bitstream: 85606703-074b-4e21-9bc7-38d629297054
--- INFO: All Anonymous READ Policies removed from Bitream: 85606703-074b-4e21-9bc7-38d629297054
--- INFO: Anonymous READ Policy added to Bitstream
--- RESULT: Item successfully updated in DSpace: 1893/30244 (4e297c35-a14c-4afb-b286-395f89d96e6a)
====================================================

- and also in the single line Summary Report (sent to the Repository Librarian mailbox) that is included in the email report (shows there was an ERROR and the error message is at the end of the line):
2020-05-20T12:59:18.347 1460857 Update ERROR 1893/30244 200520 - MW Test - Another test of Discoverable OutputFiles and Embargo End Dates - edited 1893/231 [Update: Dspace Dummy File.pdf ()] (Primary) OutputFile is Discoverable but dc.rights.embargodate set to future date: 2999-12-31;

HOWEVER, it is important to note that the current behaviour of the STORRE Queue is only to remove Outputs from the STORRE Queue if their export to STORRE result was a "SUCCESS" - as the above situation results in an "ERROR", the upshot of this is that the exported Output (with Discoverable OutputFile and Embargo End Date in the future) is left on the STORRE Queue . . . . However, if you then try and re-export it (without "fixing" the Output in WT), then, as nothing has actually changed on the Output, the integration reports that the Output won't be exported to STORRE as nothing has changed ('cos it hasn't!):
2020-05-20T13:01:48.530 1460857 WARN 200520 - MW Test - Another test of Discoverable OutputFiles and Embargo End Dates - edited [] Output does not require export: DspaceLastExportDate (2020-05-20T12:59:27) is after LastModifiedDate (2020-05-20T12:55:45); 
Of course, the "erroneous" Output on the Queue can be manually removed, but it is possibly/probably better to leave it there until the underlying issue (Embargo End Date in the future) is addressed.
To fix the error – go back to the Output record in Worktribe and check why it is that an output file is both Discoverable and has a future embargo end date. One of these statuses is wrong.  Fix the problem in WT, then go back to the STORRE export queue and export the record – checking everything looks ok in both WT and the updated STORRE record.
[bookmark: _Toc25056734]CHECKING FOR FILES WITH PUNCTUATION IN THEIR TITLES CAUSING TRUNCATED TITLE
We think this issue was fixed in Version 3.2 with patch 2019.7.306.  What Worktribe does now is change the problematic punctuation.  For example a smart symbol apostrophe in a file name was turned into an underscore (e.g. Output ID 1489395). (See: Samantha Ritchie: sent an image posted in Worktribe/General at 17 Jan 2020 08:23)
Within Worktribe, if a file’s title contains certain punctuation then this can cause the file title to be truncated. This means the .pdf suffix is lost and so the file can’t be opened easily.  (The file will not open automatically and the user will need to select the correct Adobe program to open the file).  The truncated file name gets copied into STORRE and so means it is difficult for users to open the file in STORRE.
For example a file called 'AJICL - Author's Accepted Manuscript.pdf' becomes 'AJICL - Author'.  Possibly the apostrophe causing the break was a smart symbol).
Mike has created a ‘STORRE: Find Broken Filenames’ utility that allows us to search for such files in STORRE so that we can fix them (fix them by renaming the file in WT and re-export the record to STORRE).
Login to the university portal https://portal.stir.ac.uk/my-portal.jsp
Then go to: 
http://www.is.stir.ac.uk/misc/storre/find-broken-filenames.php
Note it can be slow as it has to check every file in STORRE
NOTE: This isn’t part of the “bai-api WT/STORRE Utilities”, but rather it runs on the (old) IS Website (as I already had code there to make the required direct connection(s) to the STORRE database(s)).
It’s a bit rough and ready, but you should be able to use it to search STORRE PROD or DEV for any filenames that don’t have a valid file extension (and hence are probably corrupted). It uses basic access authorisation (via the Portal) – you should have access already, but, if not, just let me know and I’ll sort it out.
As you’ve fixed all the filenames in WT Live/STORRE PROD, searching STORRE PROD won’t return any values – so I had to also make it able to run against STORRE DEV (where there are still corrupt filenames), primarily to make sure that it worked as expected! If you run it against DEV, you’ll see that it outputs the results in a table, with the Handles of the affected records being links to the corresponding record in STORRE (DEV).

GETTING A LIST OF FILE NAMES

1. Create a new advanced search, look for Output File - conditions are Title is set. 
2. After running this search, click ‘Change Search’, select Display Select > Field Selection - set to custom and add columns Output File ID and File and Output and click update.  
3. Save the search.
4. In Saved Searches, run the search you will see the File names on screen but the File column can’t be included in an export to CSV or excel
5. Take a note of the Selection ID (at the end of the url of the search)
6. View this newly created selection via the API (https://stirling-research.worktribe.com/api/4.2/selections/YOURSELECTIONIDHERE) – note: only Mike can login to the Worktribe API
7. The selection will contain all of the information including the File names
8. The API produces JSON files – to convert these to CSV you can use a free tool on the web at: https://json-csv.com/ (note you can only do a couple for free. You can use an incognito browser to get more uses -  press Cntrl + shift + N)


CHECKING FOR REF EXCEPTIONS COMPLIANCE IN THE REF MODULE – TO CHECK DIFFERENT UOA EMBARGO PERIODS ARE BEING MET
Betsy and Clare have been added to the REF Data Admin Group and the REF Officer Group – so can do the following.
To check for exceptions/compliance of embargo periods for outputs in different Unit of Assessments:
· In WT TRAIN https://stirling-research-train.worktribe.com/
· Go to REF then REF Outputs
· Select the grey menu button top right, then Export (Check the ‘All’ records data fields – only works for up to 5,000 records) 
· This will display a column showing compliance in the columns: "REF OA Indicator A&B" and "REF OA Indicator C&D". You can use the "Potential UoAs" column for filtering
For Panels A & B: embargo periods up to 12 months 
For Panels C & D: embargo periods up to 24 months 
You could do this for the 15 units in Train:
· Go to REF then Units of Assessment, choose the UoA
· Choose the REF Outputs tab, then create the report as above (use the lower of the two grey Edit boxes on the right)

FINDING PEOPLES' CONTRACT END DATE
Betsy and Clare have been added to the REF Data Admin Group and the REF Officer Group – so can do the following.
The contract end dates don’t appear to be showing in the REF person displays but Anne has found that you can do the following
· In WT TRAIN https://stirling-research-train.worktribe.com/
· Go to REF, then REF People
· Select the grey menu button top right, then Export (Check the ‘All’ records data fields – only works for upto 5,000 records) 
· See the 'Appointment Start Date' and 'Appointment End Date' columns.
· Note this column won’t useful until all of these dates have been updated correctly.  
· Note you can also do this at the UoA level (choose REF, Units of Assessment, choose a Unit, then REF people tab)

ORDER OF OUTPUTS ON WEB PAGES
The web page ordering for outputs should be determined in the following order
Publication Date, Production Date, Award Date, Online Publication Date, Start Date, Acceptance Date, Submitted Date, Reporting Date, Created Date

Notes:
Since autopatch version 3.2 patch 2019.7.306: 
· For a Dataset, if Publication Status is: Unpublished, then Data Collection Date is used to populate the Reporting Date (it doesn't matter whether Publication Date is populated) – so this is fine for the ordering parameters above.
· [bookmark: _Toc25056735]If there is no Data Collection Date then Reporting Date is not created – using the logic above the ordering would use Created Date.
· WT clears the reporting date field if the output is Unpublished – this is true for everything except the following outputs (which don't have the option to make them unpublished): Exhibition / Performance, Presentation / Conference, Physical Artefact, Working Paper, Thesis



Letters for Message box when you make a record ‘Discoverable’
[bookmark: _Ref522262119][bookmark: _Toc25056736]Letter when completing ‘In Review’ record
I have finished validating this record in Worktribe. It should be copied into STORRE overnight.
Best
Betsy

[bookmark: _Toc25056737]Letter if Added for Author
I have finished adding this record to Worktribe. It should be copied into STORRE overnight.
Best
Betsy

[bookmark: _Toc25056738]Letter for REF database searches if Open Access
I found this article in a [database] search. I have added the published version to Worktribe. It should be copied into STORRE overnight.
Best
Betsy

[bookmark: _Toc25056739]Letter for trials brought in by Worktribe
Worktribe brought in this trial because your ORCID is cited. It will appear on your Research Hub webpage once it goes live again.
Best
Betsy

[bookmark: _Toc25056740]Letter for articles found in Scopus/Wos/PubMed searches
I found this output on a fortnightly search we run in Scopus, Web of Science, and PubMed for articles with a Stirling affiliation that haven't yet been added to the system. I have added this output to Worktribe now. It should be copied into STORRE overnight.
Best
Betsy

[bookmark: _Ref522274380][bookmark: _Toc25056741]BRACKETED PHRASES FOR ADDITIONAL INFORMATION [ ]

Mike has set up a series of phrases that can be entered into WT’s Additional Information field – that will allow us to hold information in a consistent way so that it can be used programmatically.  For example: to add a piece of information to a citation when WT doesn’t have a field for that information.  Here is the list of phrases that should be used.
The general format is a phrase (with no spaces) inside square brackets followed by a space and the information. Note the phrase is case sensitive:
[PhraseWithNoSpaces] additional information 

[bookmark: _Toc25056742]ConferenceLocation
Should be used when you know a Conference Location (WT didn’t previously have a field for Conference Location). Should no longer need to use this as field has now been added to Conference Proceeding and Presentation / Conference types

For example:
[ConferenceLocation] Dakar, Senegal
ConferenceStartDate and ConferenceEndDate 
Should be used for Conference Papers as Journal Articles (the Journal Article form doesn’t have the Start Date and End Date field).  Enter the date in the format YYYY-MM-DD
For example:
[ConferenceStartDate] 2017-12-16

[ConferenceEndDate] 2017-12-17

[bookmark: _Toc25056743]TitleofWebsite
Should be used when you know a website’s title (currently WT don’t have a field for website title). Can be used in any type where it is required – but most likely to be used in the following type:

· Digital Artefact
· Website Content

For example:
[TitleofWebsite] Brookings Future Development

[bookmark: _Toc25056744]eISBN
Should be used when you know a publication’s electronic ISBN but the output form doesn’t have an eISBN field. WT used not to have an eISBN field but now all the Book types and Conference Proceedings have an eISBN field

For example:
[eISBN] 978-1447314837

[bookmark: _Toc25056745]Citation
Should already be present in the record: copied across from the old RMS or automatically generated in new records.  You shouldn’t need to manually add the citation to Additional Information.
[Citation]

[bookmark: _Toc25056746]BRACKETED PHRASES FOR ATTACHED FILES
Phrases that are used in the Output File Notes 
[Notes]
[Description]
[Copyright]
[UK-SCLWaiverRequest]
[ReasonForEmbargoRequest]
Watch out: contact email address will be populated automatically.



[bookmark: _Toc25056748]WORKTRIBE SETTINGS
[bookmark: _Toc25056749]Autopatching
Normally TEST is patched first (week 1) and then TRAIN/LIVE the following week (week 2). 
However, while v3.3 is on TRAIN and v3.2 is on TEST and TRAIN this has been changed to:
TEST/TRAIN are patched first in Week 1, followed by LIVE in Week 2

Harvesting from External Sources

DoarXivImportAllPersons

26th July 2019 – CA asked WT to switch off the DoarXivImportAllPersons in LIVE
Switch Off DoarXivImportAllPersons Job In LIVE Outputs: https://tracker.worktribe.com/record.jx?recordid=73404&fromselectionid=0
The DoarXivImportAllPersons job harvests outputs from an external source called arXiv based on the Person ORCiD or and arXiv ID.
These outputs are pre-prints – normally a version of a paper before it’s been accepted for publication – so they’re not the sort of output we particularly want automatically added to WT.  Also currently the Output forms aren’t set up well to deal with pre-prints. Currently when these outputs are harvested we are simply having to Withdraw them anyway.
 (In emails I had with Caroline Rouault in April about Types and the REF I made some suggestions on how Preprints could be dealt with better – so in future releases this might change. At that point we might consider asking for this job to be switched on again).


Harvesting settings
	Source
	Job
	Description
	LIVE
	TRAIN
	TEST

	CrossRef
	DoCrossRefImportAllPersons
	Find outputs for each Person
ORCiD
	Off
	Off
	Off

	CrossRef
	doCrossRefImportAllOutputs
	Find outputs for each existing
Output DOI, where Output
Reporting Date >= Harvest
Start Date
	Off
	Off
	Off

	CrossRef
	DoCrossRefDatasetRelationImport
	Relate Datasets to other
Outputs
	Off
	Off
	Off

	ORCiD
	DoORCIDImportAllPersons
	Find outputs for each Person
ORCiD where the ORCiD has
been authenticated on the
ORCiD website

	Off
	Off
	Off

	Scopus
	doScopusImportAllOutputs 
	Find outputs for each existing
Output DOI, where Output
Reporting Date >= Harvest
Start Date
	Off
	On
	Off

	Scopus
	DoScopusImportAllPersons
	Find outputs for each Person
Scopus Author ID
	Off
	Off
	On (requested 22/05/2020)

	Web of
Science
	DoWosImportAllPersons
	Find outputs for each Person
Researcher ID
	Off
	Off
	Off

	Web of
Science
	doWoSImportAllOutputs
	Find outputs for each existing
Output DOI, where Output
Reporting Date >= Harvest
Start Date
	Off
	Off
	Off

	arXiv
	DoarXivImportAllPersons
	Find outputs for each Person
ORCiD and arXiv ID
	Off
	Off
	Off






[bookmark: _Toc25056747]Appendix I
Order of precedence for STORRE Deposit tool determining EmbargoEndDate in STORRE:
- if no. of months = 2999 in EmbargoPeriod, set EmbargoEndDate = 2999-12-31 
- if there is an explicit “[EmbargoEndDate]” date value in the Notes field (e.g. “[EmbargoEndDate] 2019-04-17”), use that
- if there is an explicit permanent embargo in the Notes field (i.e. “[EmbargoEndDate] Permanent”), set EmbargoEndDate = 2999-12-31
Note we no longer use the Notes field to set Embargos because Mike’s script (that catches outputs being exported to STORRE that have an Embargo End Date in the future but incorrectly have a file Public Status of Discoverable) does not work with embargoes in the Notes field.
- otherwise do the standard “calculation”:
                - if PubliclyAvailableDate set, use that
                - otherwise see if can calculate EmbargoEndDate from EmbargoPeriod & AcceptanceDate

Appendix II

Date Metadata Elements used in STORRE and DataSTORRE (June 2020) 
	DC Metadata
	Date Type
	Note

	dc.date.accessioned
	Accession Date
	Date record added to STORRE (typically identical to dc.date.available)

	dc.date.available
	Date Available
	[bookmark: _GoBack]Date record available in STORRE (typically identical to dc.date.accessioned)

	dc.date.created
	Created Date (labelled as ‘Date Available’ in Simple Item Record)
	Date a Dataset was collected or created (could only find in DataSTORRE)

	dc.date.accepted
	Acceptance Date
	Date output accepted for publication

	dc.date.firstcompliantdepositdate
	First Compliant Deposit Date
	Historic - First Compliant Deposit Date was removed from Worktribe in version 3.2 because it was no longer used in calculations (see: REF Product_Release Notes_July 2019.pdf in https://stir.box.com/s/cys7t9udang2qe3xb3xlf2f41a935nq6) 


	dc.date.filedepositdate
	Full Text Deposit Date
	Date Researcher added the File to WT record
For example in WT TRAIN see record Output ID 1544598
In Worktribe attached file on 19th June 2020.  
Exported record to STORRE on 22nd June 2020. 
In DEV STORRE dc.date.filedepositdate given as 19th June: https://dspace6dev.stir.ac.uk/handle/1893/30276


	dc.date.publicationyear
	Publication Year
	Date a dataset has been published or made publicly available (only in DataSTORRE)

	dc.date.issued
	Issue Date
	Publication Date of output (or Thesis Date)
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