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1. Introduction

DSpace administration involves a whole range of tasks the administrator has to perform
for successful creation and maintenance of a digital repository. When we first configure a
digital repository using DSpace, we begin with creating Communities and collections.
While creating communities and collections, we also have to take a decision with regard to
whom or which group can submit digital items to each collection. In addition, we also
have to take a decision on who or which groups of members (E-people) are authorized to
review, approve and modify metadata of submissions.

2. Communities and Sub-communities

In DSpace, a digital repository is organized in terms of communities and collections and
optionally one can create sub-communities under each community and also any number of
levels of sub-communities under each sub-community. In other words, communities and
sub-communities can be arranged hierarchically. One can use ‘Dewey Decimal
Classification (DDC) system and any other classification system depending on how you
would like to organize your digital repository. For example, a digital repository of a
university can be like

Philosophy
Logic
Epistemology
Metaphysics
Indian Philosophy
Heterodox system
Lokayata
Jainism
Buddhism
Orthodox system
Nyaya
Vaiseshika
Sociology

Economics

Under each community or sub-community one can have any number of collections.
Collections can NOT be subdivided into sub-collections. Ultimately, it is to the
collections, authors submit digital documents (items).

Note: The communities and collections need not be subject-wise as shown in the above
example. It can be anything, depending on how you would like organize your repository.
For example, a digital repository of a software company can have communities like —

Administration
Marketing
Projects
The above communities can have collections under each community.

3. Collections
Collections can be created under communities or sub-communities. One way of
organizing collections is by type of digital documents, they hold. For example, one can

have collections like

Published Articles
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Pre-prints
Presentations (PPTs)
Thesis

Movies

Photographs

But again, there is no hard and fast rule, that the collections be named like the above. You
can choose anything keeping in view, the way your users expect it to be.

It is strongly advised that the administrator of a digital repository spends considerable time
on the design aspect of his digital repository, as it is not good idea to modify/ delete
communities or collections once the Digital Library is launched.

4. Items

Each collection in a DSpace Digital Repository is populated with items, also called digital
objects or digital documents. An item may have one or more bitstreams. In other words,
an item can be a bundle of bitstreams (files). An author (submitter) can upload more than
one file for single document. For example, if a submitter wants to upload a thesis having
many chapters and each chapter is a PDF file, he can upload all the PDF files together to
be considered as one digital item. One can also submit a set of html files and mention
which should be considered as the primary file, so that when the digital item is opened by
any end-user, the primary file would be displayed first. Later the user can navigate
through hyperlinks in the html files. In these cases, each file is considered as a bitstream,
and all the files together constitute a digital item.

5. Bitstream

Bitstreams in DSpace are the files having digital content. The bitstreams can be plain text
files, or html files, audio or video files. In fact, DSpace accepts many file formats like
PDF, MS-WORD, PostScript, mpeg, jpeg, tiff, gif etc. as bitstreams.

6. Steps in Administration

Some steps in performing the DSpace Administration are essential and some are optional.
These steps have been enumerated here.

Essential Steps:

1) Create Users who will act as reviewers, metadata editors, approvers
2) Create Communities

3) Create Collections

4) Create Collection authorizations

Optional Steps:

1) Creating Sub-communities

2) Creation of Groups

3) Modifying Dublin Core Registry (Discouraged)

4) Adding additional file formats to Bitstream Format Registry
5) Modifying or Deleting Digital Items

6) Handling News

7. How to login as Administrator

To login as DSpace administrator, one should enter the URL followed by “/dspace-admin’
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For example: http://drtc.isibang.ac.in/dspace/dspace-admin

a) The ‘http’ can be ‘https’ if the repository is configure over a Secure Socket Layer
(SSL). Ex: https://drtc.isibang.ac.in/dspace/dspace-admin

b) Sometimes, you may have to use port number after the host name, if the repository
is configured on Tomcat or JBoss. EX: http://drtc.isibang.ac.in:8080 (Where 8080
is the port number)

c) Sometimes, it might have been configured on SSL with a port number, in which
case the URL may look like: https://drtc.isibang.ac.in:8443/dspace/dspace-admin

Once the repository page is open you will see the login screen. It is looks like the login
screen of any member of the digital repository.

Eile Edit Miew Fawaortes Tools Help ﬁ
=Eock ~ = (@ at | ‘@ Search [EFavortes GMedia 4 | B 5 = r
Address I@] hitprf felrte isibang acin:9080/insa/ passwardHagin ﬂ @ Go | Links »| Marton Antivirus L+ ‘ 3 #DAF

|

Log In to DSpace

Help...

New user? Click here to register.

Please enter your e-mail address and password into the form below.

E-mail Address: |

Password: |
Log In

Have you forgotten your password?
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Fig. 1 Login Screen

Here, you should enter your e-mail address and the password. DSpace will respond only if
you are the Administrator. Otherwise, you will see a message stating ‘Authorization
Required” and “You do not have permission to perform the action you just attempted’.

Note: The administrator account is created at the time of DSpace installation, using the
following command
$DSPACE_HOME/bin/create-administrator

Here, DSPACE_HOME is the directory where DSpace is installed, it could be ‘/dspace’ or
‘/lhome/dspace’ or any other directory.

After successful login, you should see the following screen, which offers a menu to
perform various administrative tasks.


http://drtc.isibang.ac.in/dspace/dspace-admin
https://drtc.isibang.ac.in/dspace/dspace-admin
http://drtc.isibang.ac.in:8080/
https://drtc.isibang.ac.in:8443/dspace/dspace-admin
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a INSA: Administer - Microsoft Internet Explorer ;Iilil
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Communities/ INSA >

Collections
E-people Administration Tools
2 Groups
Ttems Please select an operation from the navigation bar on the left.
Dub_lin Core
Reqistry
Bitstream Format
Reqistry
Workflow
© Authorization
Edit News

Log Out
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Fig. 2 Administration Tools

How to Create Initial Members

Normally, anyone can become a member of a digital repository using ‘My DSpace’ in the
left hand side menu of the first screen of the digital repository. However, it is desirable to
have some initial members, who can take the responsibility of reviewing and approving.
Though it is not mandatory to have members initially, to configure a digital repository for
the first time, it is convenient to create some members or groups. When we first create
communities and collections, the process can be completed by assigning who or which
group is authorized to submit or review or modify metadata. Following are the steps the

administrator should follow to add members to a digital repository.

Once the administrator has logged in, click ‘E-People’ on left hand side menu in the above

Fig. 2. Then the following screen appears

a INSA: EPerson Administrations - Microsoft Internet Explorer ;Iilil
Eile Edit View Favortes Tools Help
&Back v = v @) ) | @Search (EFavorites @Media (3| By S - 7

Agddress |ej hitp:/ fdricisibang.acinB080/insa/dspace-admin/editepeaple ﬂ @Go | Links »| orton Antivirus b ~ | T #DAF
5 e e fe sy 2
{:r.;.r INDIAN NATIONAL SCIENCE ACADEMY

Communities/ INSA >

Collections Administer >

+ E-people .
& Groups Administer EPeople

@ Items .
Dublin Core Choose an action:

Reqistry

1) Bitstream Format Add EPerson..

Reqgistry oR
Select E-person... Edit. .. Delste. .
@ Authorization = . then
2 Edit News

2 log Out
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In the above screen, click ‘Add EPerson’ button, then you will get the following screen

5 INSA: Edit EPerson - Microsoft Internet Explorer ;Iﬁlil
File Edit View Favorites Tools Help ﬁ
HBack * =+ - D ot ‘ @ Search [GlFavorites EfMedia Ql B S - L
Address I@ hiip:/ /dricisibang.acin:3080/insa/dspace-admin/editepeople j @ Go | Links ”| Nortan Antivirug )~ | T #oaF

s

Communities/ IHSA >

Collections Administer >
+ E-people .
® Groups Edit EPerson newuserl13:
2 Items
 Dublin Core Email: [newusert3
Reqistry Last Name: [
Bitstream Format .
® Redistry First Name: [
2 wWorkflow Phone: [
2 Authorization Can Log In: =
@ Edit News Require Certificate: =
Save Edits Delete EPerson..
© log Out
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Fig. 4 Creating a new user

In the screen (Fig. 4), enter the e-mail address, last name, first name etc, and click(tick) the
square box opposite to ‘Can Log In:” option. You can ignore ‘Require Certificate:” option.
Once, the details are filled in click ‘Save Edits’ button. This take you back to the earlier
screen. You can verify, whether the system as added the new member by clicking, *Select
E-person’. Then a new screen (Fig. 5) appears and you can check whether the new
member is added.

a Select E-people - Microsoft Internet Explorer = |EI Iil
E-people 1-8 of 8 |
First =< 5 Pages < 1 Page 1 Page > 5 Pages > Last
D E-mail Last Name First
— T Name
Select | 8 insa@vsnl.com Archives INSA
Select | 3 ardp@drtc.isibang.ac.in ARD Prasad
Selectl 13 dpm@drtc.isibang.ac.in  Devika M
Select | 4 devika@drtc.isibang.ac.in Madalli Devika
Select | 5 umunshi@hotmail.com Munshi Usha
Selectl 1 ard@drtc.isibang.ac.in prasad ard
Select | 10 aditya@drtc.isibang.ac.in Tripathi Aditya
Select | 12 adi@drtc.isibang.ac.in Tripathi Ditto
First < 5Pages < 1 Page 1 Page > 5 Pages > Last
Close | Z|
Fig. 5 E-People

You can click ‘Close’ button to come out of the screen.
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NOTE: Normally, an administrator need not use the facility of creating members.
However, setting passwords for each member should be done by the member himself,
using the ‘Forgotten password’ facility in the login screen (Fig. 1).

9. How to Create Communities, Sub-communities
Firstly, you have to login as administrator, once you see the screen with ‘Administration

Tools’ (Fig. 2), click ‘Communities/ Collection’. Then the “Edit Communities and
Collection” screen appears (Fig. 6)

a INSA: Edit Communities and Collections - Microsoft Internet Explorer ;Iilil
Eile Edit Yiew Favortes Tools Help
+Back » = - @ ot ‘ @Search (] Favoritas @Med\a @‘ %v =) b E 7

Aﬁd’B‘SSI@] http://dite. isibang.ac.in:9080/insa/dspace-admin/editcommunities ﬂ @Go ‘ Links »| Marton Antivirs L - | D ZDAF

YR W s s =

INDIAN NATIONAL SCIENCE ACADEMY

5 Communities/ INSA >

Collections Administer =
» E-people . . .
% Groups Edit Communities and Collections
2 Jtems
Dublin Core Create Top Community |
Reqistry
5 Bitstream Format Publications
Reqgistry 123456789/1 Edit. | Celete. | Create Collection.. | Create Sub-community...
= Workflow (DB ID: 1)
* Authorization Articles
2 Edit News 123456789/2 Edit. Delete.
(DB ID: 1)
Y Log Out Test
123456789720  Edit Delete
(DB ID: 2)
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Fig. 6 Creation Communities and Collections

To create a top level (first order in hierarchy of communities), you can click the button
‘Create Top Community’. This is equivalent to creating communities like Philosophy,
Sociology, Economics etc. in our example in the earlier section. If you wish to create sub-
communities under a community, you should click ‘Create Sub-community’. This is to
create sub-communities like ‘Logic’, ‘Epistemology’, ‘Metaphysics’. Creation of a
community or sub-community involves providing

1) A name to the community (mandatory)

2) A short description of the community (optional)

3) An introductory text (in html format) about the community (optional)

4) A copyright note (optional)

5) Text (in html) to be appeared on the right column of the Digital repository page
(optional)

6) A logo to appear on the community page (optional) and

7) A list of e-people, who can modify the logo (optional)
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a INSA: Edit Community - Microsoft Internet Explorer _|= il

Eile Edit Wiew Favortes Tools Help |
wBack » = @D @ | @ Search CFavortes @Media 8| By S ~= -

o S T e e T e e R L
» Dublin Core Name: FUBBSEE I =
egistry Short Description [NSADGELBERI

Bitstream Format
Reqgistry

2 Workflow

2 Authorization

2 Edit News

Introductory text (HTHML):

2 Log Qut

Copyright text (plain text):

I -

Logo: Upload a logo. ..

Community's
Authorizations: M

Update Cancel =
' o of

Fig. 7 Fields in Collection creation
In the screen in Fig. 7

o Except the name of the community field, the rest of the fields are optional.

e You can enter a 'short description’, which will appear on the community list
page below the community name, and should be one or two sentences of plain
text describing the community.

e The 'introductory text," 'side bar' and 'copyright text' fields are displayed on the
community's home page. Please remember, the introductory text field and the
side bar text field should be filled with appropriate html tags. If you do now
want anything to be displayed, you should provide at least a minimum html
tags like ‘<htmi></html>, otherwise the word ‘null’ will appear on the
community page.

e« To add a logo to be displayed on the community's home page, click on the
Upload Logo button.

e On the next screen either type in a path to the logo file or browse to the logo
file.

e Click on the Upload button.

e When all information for the Community Page is entered, click on the Create
button.

Note: The Community will be given a default READ policy to anonymous group.
Presently, since administration is done centrally, this tool doesn't have a lot of use--usually
you will just add READ permission for the Anonymous group just after you create a
community, and leave it at that. This permission is applied to the community's logo if there
is one.

In a similar fashion, sub-communities are created. When you ‘create sub-community’ the
same screen appears, which allows you to describe a sub-community.

To add all the communities and sub-communities use the screen in Fig. 6 repeatedly.
Though the hierarchy of the communities and communities is not shown either in this
screen (Fig. 6), the top level communities appear on the digital repository page.
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10. How to create Collections

Creating collections is essential. However, to create a collection you should first have
created a community. Collections can appear under a community or sub-community. In
other words, a community can have a combination of sub-communities and collections.
Again under each sub-community there can be sub-sub-communities and/or collections.
However, collection can not sub-divided into sub-collections.

It is the collections that hold digital items (also referred as digital documents, or digital
objects).

To create a collection you should click ‘Create Collection’ in fig. 6, which display the
following screen.

5 INSA: Describe the Collection - Microsoft Internet Explorer ;Iglil
Eile Edit Wiew Favortes Tools Help
wBack » = @D @} | Q@ Search CaFavorites @Media % | B~ S M~ =] »

Address I@ http:/ {dntc.isibang.ac.in:9080/insa/dspace-admin/callection-wizardcommunity_id=1 j & Go | Links ”| Marton Antivius £+ | T #Dar
f;”u’@\ YR wkta e s »

-QZ.M\:J INDIAN NATIONAL SCIENCE ACADEMY

- |
Describe the Collection

Please check the boxes next to the statements that apply to the collection.

¥ New items should be publicly readable

¥ Some users will be able to submit to this collection

I This collection will have workflow reviewers

= This collection will have workflow approvers

¥ This collection will have workflow metadata editors

¥ This collection will have collection editors (administrators)

F New submissions will have some metadata already filled out with defaults

Next =
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Fig. 8 Collection Policy

By default, the first two, viz. ‘New items should be publicly readable’ and ‘Some users
will be able to submit to this collection’, options are ticked. Before choosing the other
options, the DSpace administrator should have clear idea of the workflow. DSpace allows
you to create upto 3 workflows. It is not a good idea to avoid defining workflows. These
workflows allow you create a kind of moderation policy. If you do not define any
workflow, the moment an author submits an item to the digital repository, the item will
straight away will be deposited in the repository. In which case, there is every possibility
of allowing authors to deposit irrelevant items. To filter out irrelevant documents, it is
essential to define workflows. If the administrator defines all the workflows, DSpace
sends e-mail to the reviewers of the collections, once a reviewer is satisfied with the
submitted item and okays it, e-mail will be sent to metadata editors, once the metadata
editors goes though the Dublin core elements and modifies them if necessary and okays
the item, e-mail will be sent to approvers. When the item is okayed by the approver, the
item will be added to the digital repository. Following is the process an item goes through
before it appears in the digital repository.

Submission > review (workflow 1) -> metadata validation (workflow 2) -
approval (workflow 3).

The DSpace administrator can decide on how many workflows are to be defined for each
collection. For example, if he defines workflow-1 only, the item will be deposited in the
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repository immediately after a reviewer okays it. The collection policy can be set using
the screen presented in Fig. 8.

The following screens appear depending on the choices made in Fig. 8. The fig. 9a and 9b
constitute one screen. If you scroll down the screen appearing 9a, you will see the screen
in fig. 9b. The fields are very much similar to the fileds that appear while creating a
community and fairly self-explanatory.

a INSA: Describe the Collection - Microsoft Internet Explorer

File Edit “iew Fawvorites Tools Help |i
GBack v = - D & | @isearch GaFavortes @Media 4| By b W - 4
arss TR NGB BEn S ldapece s/ claeimios T ] &G | ke | neran w3 - | 5048

n

Name: [FRSEGRERRE

Shown in list on community home page

Short Description:

HTML, shown in center of collection home page. Be sure to enclose in <P> «</P> tags!

ooyt -

Plain text, shown at bottom of collection home page

copyright text: _

HTML, shown on right-hand side of collection home page. Be sure to enclaose in <P» </P> tags!

Side bar teXt: -

License that submitters must grant. Leave this blank to use the default license.

Fig. 9a Collection Description

a INSA: Describe the Collection - Microsoft Internet Explorer

File Edit Yiew Favorites Tools Help |

“Back v = + (@ 7} | @ Search [EFavortes hedia | By = M - 7
rirs RS SN =] <o | 7] oot B - | 5o

HTML, shown on right-hand side of collection home page. Be sure to enclose in <P> </P> tags! -

Side bar tEXt: -

License that submitters must grant, Leave this blank to use the default license,

License:
=

Plain text, any provenance information about this collection. Mot shown on collection pages.

Provenance:
-

Choose a JPEG or GIF loga for the collection home page. Should be quite small.

Loge: [T Browse..

4]
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Fig. 9b Collection Description

The following screen (Fig.10), allows the administrator to add e-persons, who can submit
to the collection. If you choose the button ‘Select E-persons’, the screen in the fig. 5, will
appear, where you can click the ‘add’” button to choose the list of e-persons who will be
authorized to submit items to the collection. Normally, e-persons should write to the
DSpace administrator his wish to submit to a collection. It should be noted, that an e-
person who is authorized to submit to a particular collection, does not get authorization

10
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automatically to other collections in the digital repository. For example, if a user is
authorized to submit to the thesis collection only, he may not be able to submit to “pre-
prints’ collection, unless he is added to list of submitters of the ‘pre-prints’ collection’.
The DSpace administrator can prevent any user submitting to a collection by removing his
name form the list of submitters by selecting a user name and clicking the button ‘remove
selected’ in fig. 10.

The following screens appear one after other depending the choices you made in the
screen of Fig. 8.

10.1 Submitters

Submitters are normally authors who are allowed to submit/ upload their publications to a
digital repository. The submitters should already be members of the digital repository.
Much of the DSpace organization is centered around the mail system. Hence, the
membership is essentially providing the e-mail id of the members. It is the e-mail ids of
the members that are added to various lists of submitters or reviewers or approvers. Each
collection will have separate list of submitters, reviewers, approvers and metadata editors.

a INSA: Collection Authorization - Microsoft Internet Explorer ;Iﬁlil
Eile Edit “iew Fawortes Tools Help
wBack » = @D @} | Qi Search CFavorites @hedia % |E~ S M - =]

Address I@ http:/ /dntcisibang.acin:9060/insa/dspace-admin/callectionwizard j @ Go | Links ”| Marton Antivius £+ | T #Dar

=

Authorization to Submit

Who has permission to submit new items to this collection?
You can change this later using the relevant sections of the DSpace admin UL

Click on the 'Select E-people' button to choose e-people
to add to the list,

Select E-people... Remove Selected
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Fig. 10 Submission authorization

In the above screen (Fig. 10), if you click the button ‘Select E-people’, the screen in fig. 5
will appear, where you can select the e-people to be added to the list of submitters. If the
administrator feels that a particular e-person has become problematic or does not wish to
submit publications any more, the administrator can remove his name (e-mail id) from the
list of submitters.

10.2 Reviewers

Reviewers are members you can review the submissions to a digital repository. When an
item is submitted to a collection, the DSpace generates an e-mail alert to the reviewers to
take up the task of reviewing the item. A reviewer examines the item and can accept or
reject the item, depending on the policy of the digital repository.

Note
1) The normal practice is to have more than one reviewer, so that if one reviewer
is away or busy the task of reviewing can be take up any of the other members.
2) DSpace sends e-mail alert to all the reviewers of a collection

11
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3) Also when a reviewer logs in DSpace, he will be presented the list of
submissions to be reviewed by him.

4) However, it does not mean that all the reviewers should accept the task of
reviewing. If does not, perhaps it will be done by another member.

5) If one of the reviewers either accepts or rejects a submission, the task of
reviewing the particular item will be automatically removed from the task list
of other reviewers, though the e-mail alerts already sent can not be recalled!!!

6) A reviewer can not modify the metadata of an item

7) However, if the DSpace administrator has defined only one workflow, all the
tasks of reviewing, metadata validation and approval are bundled to the list of
members in the workflow 1.

10.3 Metadata Editors

DSpace administrator can assign the task of validating the metadata of submitted items to
a list of members. The metadata editors can examine the metadata and make any
necessary modification in case some of the values are wrongly entered. However,
metadata editors can accept or reject a submitted item. Once the metadata editors okays
the item, e-mail alert will be sent to the members in the list of approvers.

It is expected that the metadata editors are thorough with the Qualified Dublin Core and
the way it is implemented in DSpace. The best practice is to have Librarians as metadata
editors, whereas the reviewers should be subject experts of the discipline of the collection.

10.4  Approvers

Approvers are the members who will finally commit a submission to the digital repository.
A member of the approvers list can modify metadata or even reject a submitted item. An
approver can take the final decision depending on the policy of the digital repository.

10.5 Collection Administrators

Collection administrators are like DSpace administrator, having all the power, except that
their scope is limited to that particular collection only. He can not take administrative
decisions on other collections of the repository. He can modify the list of submitters,
reviewers, metadata editors, approvers, change the description of the collection and even
remove items from the collection. He can even modify the metadata at any time, i.e. it
need not be at the stage of submission.

12
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a INSA: Collection Auth: tion - Microsoft Internet Explorer — = Ll

Eile Edit ¥iew Fawvorites Tools Help |
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Workflow Reviewers

Wwho are the workflow reviews for this collection? They will be able to accept or reject incoming submissions.
They will not be able to edit item metadata, however.

You can change this later using the relevant sections of the DSpace admin UL

Click on the 'Select E-people' button to choose e-people
to add to the list,

Select E-people Remove Selected

li)SDace Software Copyriaht © 2002-2004 MIT and Hewlett-Packard - Feedback IJll
4 »

Fig. 11 Creating Reviewers
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Workflow Approvers

Who are the workflow approvers for this collection? They will be able to accept or reject incoming submissions,
and edit item metadata.

You can change this later using the relevant sections of the DSpace admin UI.

Click on the 'Select E-people' button to choose e-people
to add to the list,

Select E-people... Remove Selected

li)SDace Software Copyriaht @ 2002-2004 MIT and Hewlett-Packard - Feedback |4|L|
4 »

Fig. 12 Creating Approvers

13
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j INSA: Collection Authorization - Microsoft Internet Explorer - = il

Eile Edit Wiew Favortes Tools Help |
SBack * = ~ @ @} | Qi Search CFavorites @hedia % |E~ S M - =]
e T~ - |~

R Wk e st ~

INDIAN NATIONAL SCIENCE ACADEMY

Narton Antivirus & + |® FDAF

Workflow Metadata Editors

Who are the workflow metadata editors for this collection? They will be able to edit item metadata of incoming
submissions, but will not be able to reject them.

You can change this later using the relevant sections of the DSpace admin UL

Click on the 'Select E-people' button to choose e-people
to add ta the list.

Select E-people... Remove Selected

Ii)Snace Software Copvyriaht @ 2002-2004 MIT and Hewlett-Packard - Feedback |4|LI
4 »

Fig. 13 Creating Metadata Editors

ization - Microsoft Internet Explorer — |7 il
File Edit Yiew Favorites Tools Help |

“Back v = + (@ 7} | @ Search [EFavortes hedia | By = M - 7
+ares RS B SN =] oo | -

Norton Antivirus b=} ~ |@ #DAF

-

Collection Editors (Administrators)

Who are the collection editors for this collection? They will be able to decide who can submit items to the
collection, withdraw items, edit item metadata (after submission), and add {map) existing items from other
collections to this collection (subject to authorization from that collection).

You can change this later using the relevant sections of the DSpace admin UI.

Click on the 'Select E-people' button to choose e-people
to add to the list,

Select E-people... Remove Selected

Fig. 14 Creating Collection Administrators
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10.6 Default Metadata

Either the DSpace administrator or the Collection administrator can set default values to
some the fields in the Dublin core metadata. This facility is hardly used, as in many cases
it is hard to have a constant value for any field in the Dublin core element set. Some of the
elements that may be considered for setting up default values are:

1)  Publisher (if it is repository of your institutes/ university) publications, where
the publisher field always will have your organization name as the default
value.

2) Type of digital item (if the collection is intended only for a particular type of
items). For example, collection of ‘ppts’.

3) Language (If the collection vastly consists of items in a particular language.

4)  Sponsors (If majority of the items are sponsored by one sponsor)

Note: These default values are presented to the author/ submitter while submitting an item
to a repository. However, the author can always override the default values at the time of
submission. It is just save the time of the author while filling up certain fields.

a INSA: Enter Default Metadata - Microsoft Internet Explorer — = il
File Edit Yiew Favorites Tools Help |

GBack v =+ - @D 7} | @ Search [EFavortes hedia | By = M - 7
scioes SRR S ST = o L 7| oron s 5 - |10 s

i ekt fer et N

INDIAN NATIONAL SCIENCE ACADEMY

Enter Default Item Metadata

Whenever a new submission is started in this collection, it will have the metadata you entered below already
filled out.

You can leave as many fields blank as you like.

Dublin Core Field Value Language

Fig. 15 Setting default values of metadata
11. Modifying Collection Description

The DSpace administrator or the collection administrator can always modify a collection
description. He can remove some of the workflows, can add or delete members in the list
of submitter, reviewers, metadata editors and approvers. Any modification to an existing
collection should be updated by clicking ‘update’ button.
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a INSA: Edit Collection - Microsoft Internet Explorer . —|= il

Eile Edit Wiew Favortes Tools Help |
SBack * = ~ @ @} | Qi Search CFavorites @hedia % |E~ S M - =]
#adress [€] htp fancicioang acin S0 fnsofdspaceadinjealectomnzard  ~] 0o [Links *|NernAnivius I - |71 sDAF

=l

License:

Provenance:

Logo: Upload a logo
Workflow step 1 group: Edit Dielete
Workflow step 2 group: Edit Dielete
Workflow step 3 group: Edit Delete
Submitters: M
Editors: Edit.
Item template: Edit. Delete

Collection's Authorizations: Edit.

Update Cancel

Fig. 16 Updating collection description

Creating communities and collections is an essential step in launching a digital repository.
However, optionally the DSpace administrator can modify Dublin Core registry, bitstream
format registry and can perform various other tasks as and when required.

12.  Item Mapping in DSpace

Item mapping facilities has been providing in 1.2 version of Dspace. ltems can appear in
more than one collection. The tool that 'maps’ items to collections other than the one that
owns it is the "Item Mapper".

It should be noted that the item mapped to a collection does not receive new access rights -

it retains the authorizations that it inherited from the collection.

DSpace at DRTC: Home - Mozilla Firefox
File Edit View Go Bookmarks Tools Help

@ o [9 . @ @ |U hitp:/flocalhost:8080/dspace/ |'| “Q'

[ Red Hat, Inc. [ Red Hat Network "FDownload [ | SourceForge.net: dspa... I!l Installing DSpace on ...

-
S ™
pq ce About DSpace Software
Logged inas DSpace at DATC > DSpace
ravi@lcalhost I t " "
{Logout) Ravis Dspace Digital Repository (N
In ABC
Search DSpace: Welcome to our digital repository at DRTC
Go Lab By
Advanced Search This is the Demo training at DRTC Ravi
(2]
@ Home Search
Enter some text in the box below to search DSpace.
Browse
Communities I &I
I ——
& Collections
<[ I
Done
## | |3 [root@localhost~] | @ DSpace at DRTC: Hon|

@ Applications  Actions @5 £ H ¢ @ saiFeb 26, 358AM Q)

Fig. 17 Home page
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If you want access Item Mapper, first you should log on as administrator and go to the

Collection homepage where you want to map an Item from another collection. (Fig.
18&19).

DSpace at DRTC: Communities and Collections - Mozilla Eirefox
File Edit View Go Bookmarks Tools Help

QEI = E> = %‘ O @ |b http:/flocalhost:B080/ds pace/community-list |"| |@, |

[ Red Hat, Inc. [ ] Red Hat Network "' Download | | SourceForge.net: dspa... !l Installing DSpace on ...
_______________________3

DSpace at DRTC =

Logged inas
ravi@bcalhost

{Logout) Communities and Collections
Search DSpace:

Admin Tools

Shown bel t of communities he collections and Create Top-Level Community.... |

I Go sub-commu hin them. Click ame to view t

Advanced Search

Admin Help

community or collection home page.

Home # Library Science
o Bibliometrics B
Browse B Productivity

Communities
& Collections

o Digital Library

Titles B Digital collections

Authors

31 D Dt B
< i [+
Done

= §|g [root@ localhost:~] |U DSpace at DRTC: Communities ar| E..-
& Applications  Actions & 65 £\ Il & @ satreb 26, 350AM Q)

Fig. 18 Communities and Collections

DSpace at DRTC: Productivity - Mozilla Firefox
File Edit WView Go Bookmarks Tools Help

-0 - & ) ) D hupocalhost:8080/dspace/handle/123456783/9 [+] [lcL |

[ Red Hat, Inc. [ Red Hat Network " Download || SourceForge.net: dspa... [!l Installing DSpace on ...

quce h About DSpace Software

; pace at Lh 1
Logged in as DSpace at DATC > Admin Tools

ravi@kocahost Library Science > Edit
(Logout) Bibliometrics >

Item Mapper |
S h DS 5 -
Im—'m:n Productivity Edit Submitters |

Advanced Search A Admin Help
Collection home page

Home n: [ Productvity =] Recent Submissions
Senrchforl Go

Browse orbrowse  Titles | Authors | By Date |
Communities
ol 41, 1 ubscrbe o this lection t
< 07
Done
| [ [root@localhost: /opt/tomc| @ DSpace at DRTC: Produc|
& Applicaions  Actions @ M5 @ @ satreb 26, 337 AM Q)

Fig. 19 Item Mapper

In the collection homepage (Fig. 19) click on the “Item Mapper” button, which is on the
right corner of the admin toolbox.

The next screen (Fig. 20) displays “Browse items imported from collections” with an
Author’s search box. Give author’s name and click the “Search Authors” button.
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Note: Here Item mapping is done by author match, but there should be a option by the
“Title” of the Item, because if one wanted to map an item to more than one collections,
one would do it by the Title of the Item rather than the author(s).

DSpace at DRTC: Item Mapper - Mozilla Firefox
File Edit View Go Bookmarks Tools Help

QZI - L:}‘ - gg Rad @ |D http://localhost:8080/ds pace/toolsfitemmap |"| |@, |
|| Red Hat, Inc. || Red Hat Network ¥ Download | | SourceForge.net: dspa... 1" Installing DSpace on ...

DSpace at DRTC » had

Logged in as

(Logout) ltem Mapper - Map ltems from Other Collections

Search DSpace: Collection: "Productivity”
Go

Advanced Search There are 1 items owned by this collection, and 0 items mapped in from other collections.

=

Home Import By Author Match

Enter part of an author's name for a list of matching items

Browse ard Search Authors |

Communities .
= — | Browse ltems Imported From Collections:
& Collections

Titles Click on collection names to browse for items to remove that were mapped in from that collection.

(2

® Authors This collection has no items mapped into it.

By Date

[~]

< VZa [+
Done
- §|g| [root@ Iocalhost‘fopﬂtomc;lU DSpace at DRTC: Item M:| E..-
& Applications Actions @My @ @ satFeb 26, 3:38AM Q)

Fig. 20 Authors Search

In Fig. 21, you can see the Items by the author ‘ard’ are listed. Check on the Title you
want to be mapped, and click on the Add button

DSpace at DRTC: Browse Items - Mozilla Firefox
File Edit WView Go Bookmarks Tools Help

@ - LL/’ - ég:] LX) @ |D http://localhost:8080/ds pace/tools/itemmap |"'| ||Q, |
[ ] Red Hat, Inc. || Red Hat Network ¥ Download | | SourceForge.net: dspa... ] Installing DSpace on ...

Spacew About DSpace Software

DSpace at DRTC =

Logged inas
{Logout) Browse ltems matching author "ard'
Search DSpace: Check the box next to items you wish to add or remove, and choose 'add’ or remove’. B
Go
Advanced Search Add | Cancel |
Date First Author Title Add
Home
2005-02-23 ard, prasad  Digital Library [
Browse Add | Cancel |
CL;mTLIn‘I.tIeS =
< e I
Done
= §|g| [root@ Iocalhost‘.n’opt[tomca‘lw DSpace at DRTC: Browse | E--
& Applications  Actions @ Mg @ @ satreb 25 339AM Q)

Fig. 21 Matching Item

If you want to check whether the Item has been mapped or not, you can go the Collection
homepage, and browse by Title of the Item.

If you want to remove the Mapped item, ‘Click’ on the remove button (Fig. 22). The
Mapped item will be removed.
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DSpace at DRTC: Browse Items - Mozilla Firefox
File Edit View Go Bookmarks Tools Help

QEI = E:) = %‘ O @ |b httpﬁlocalhost:8080.|’d5pace.n’too\s.n’itemmap'f‘action:brawse&cwd:|"| |@, |
[ Red Hat, Inc. [ ] Red Hat Network "' Download | | SourceForge.net: dspa... !l Installing DSpace on ...

[2]

Spqce N About DSpace Software

DSpace at DRTC >

Logged in as
ravi@bcahost

{Logout) Browse Digital collections

Search DSpace: Check the box next to items you wish to ackl or remove, and choose 'add' or 'remove’. B
G

Advanced Search Remove | Cancel |

Date First Author Title Remaove |
Home

2005-02-23 ard, prasad  Digital Library [

Browse Remove | Cancel |

Communities

A [~
< VZa I
Done

- é =] [root@localfnst:,fopﬂtomca‘l& DSpace at DRTC: Browse | E..-
& Applications Actions & (5 £\ I & 20 Sat Feb 26, 3:42 AM Q)

Fig. 22 Mapped Item
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