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Step 1 
Create a User Account ōȅ ŎƭƛŎƪƛƴƎ ƻƴ ǘƘŜ Ψ/ǊŜŀǘŜ !ŎŎƻǳƴǘΩ ǘŀō ƻƴ ǘƘŜ ƘƻƳŜ ǇŀƎŜ ƻŦ ǘƘŜ 
Repository, and following the prompts. If you already have a User Account please proceed to 
Step 2. 
 
Please note that you will only be able to create a User Account using an email address 
containing your institutional domain.  
 
Step 2 
Check to see if your item fits the selection criteria for upload onto the Repository (see Appendix 
1 ς Repository Selection Criteria). 
 
Step 3 
To protect the integrity of your work, it must be uploaded onto the Repository in PDF format.  
 
Step 4 
Log in using your username and password. If you forget your password it can be reset under the 
login tab. If you forget your username, contact the Research Services Officer for help - 
rso@divinity.edu.au 
 
Step 5 
/ƭƛŎƪ ƻƴ ΨbŜǿ LǘŜƳΩ ǘŀōΦ  
 
Step 6 onwards will help you work through the pages denoted by the flow chart at the top of 
the Repository screen ƻŦ ȅƻǳǊ ΨbŜǿ LǘŜƳΩ. It is important to note that the white stars on a 
yellow background indicate compulsory fields required for ǘƘŜ ¦ƴƛǾŜǊǎƛǘȅΩǎ Excellence in 
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Research for Australia (ERA) submissions. Other information may be useful to people accessing 
your item online so please take the time to fill in all fields. 
 
Step 6 
Item Type - Select the appropriate Item Type. 
 
Step 7 
Upload ς Upload your item. Screen shots taken from a repository workstation show how to do 
this in Appendix 2 ς Uploading Your Document onto the Repository. The selection you make 
here for the ΨVisible toΩ field should be consistent with the selection ȅƻǳ ƳŀƪŜ ŀǘ ǘƘŜ Ψ/ƻǇȅǊƛƎƘǘ 
{ǘŀǘǳǎΩ ŦƛŜƭŘ ƻƴ ǘƘŜ next page of the deposit process, ΨDetailsΩ. 
 
Step 8 
Details ς Enter details in the fields. All fields marked with a white star on a yellow background 
must be completed.   
 
Step 9 
Classification ς each item being uploaded must be given three separate classifications: 

¶ FOR (Fields of Research 2008) 

¶ SEO (Socio-Economic Objectives 2008)  

¶ TOA (Type of Activity).  
These are the standard classification schedules of the ANZSRC (Australian and New Zealand 
Standard Research Classification), as determined by the Australian Bureau of Statistics (see 
Appendix 3 ς Selecting FOR, SEO and TOA for your item, on page 7).  
 
Important: classifications should relate to the item being uploaded, and not to the 
ǊŜǎŜŀǊŎƘŜǊΩǎ ŜȄǇŜǊǘƛǎŜΦ  
 
Step 10 
Read through the Copyright Agreement on the Deposit page and click on the Ψ5ŜǇƻǎƛǘ LǘŜƳ 
bƻǿΩ ǘŀōΦ This will send your item to Repository staff at University of Divinity, who will review 
the item before publishing it live onto the Repository (see Appendix 4 ς Copyright).  
 
Help - If you need further assistance, please email your query to rso@divinity.edu.au 
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Appendix 1 ς Repository Selection Criteria 

 
(TƘƛǎ ƛƴŦƻǊƳŀǘƛƻƴ ŀǇǇŜŀǊǎ ŀǎ ǘƘŜ Ψ/ƻƭƭŜŎǘƛƻƴ tƻƭƛŎȅΩ ǳƴŘŜǊ ǘƘŜ ΨIŜƭǇΩ tab on the home page of 
the Repository) 
 
Key Principles 
1. The research must be associated with University of Divinity, its journal (Pacifica), or its 

Research Institutes.  
2. For Pacifica articles, only the ŀǳǘƘƻǊΩǎ Ŧƛƴŀƭ ƳŀƴǳǎŎǊƛǇǘ can be uploaded.  Due to the 

current copyright agreement ǿƛǘƘ ǘƘŜ ƧƻǳǊƴŀƭΩǎ ǇǳōƭƛǎƘŜǊΣ ƴƻ publisher proofs or 
published version can be stored on the repository. 

3. All items must be either:  
a. Scholarly work published, accepted or submitted for publication in a refereed 

journal or conference proceedings, or as a book or book chapter, OR 
b. Material deposited with the permission of the UD Director of Research. 

 
Eligible items:  
1. Book chapters  
2. Books/monographs  
3. Conference papers  
4. Data sets  
5. "Enduring" teaching material of a substantial nature that forms an independent work of 

scholarly value (e.g., unpublished case study)  
6. Formal public lectures  
7. Literary works, art works, or musical compositions  
8. Published articles  
9. Research reports  
10.  Higher degree by research theses  
 
Items not eligible: 
1. Forwards, Conclusions and Opinions are not eligible to be uploaded onto the Repository.  
2. Items you have edited, but not written or produced, are ineligible to be uploaded onto 

the Repository under your name. 
3. If you have an unpublished work to be uploaded onto the Repository which requires 

approval from the UD Director of Research, you must forward a copy of emailed or 
written confirmation from the relevant party to the UD Research Services Officer at the 
following address rso@divinity.edu.au . Unpublished work cannot be accepted without 
such evidence.   

 
Help - If you need further assistance, please email your query to rso@divinity.edu.au  
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Appendix 2 ς Uploading Your Document onto the Repository 

 
Step 1 (screen shots and corresponding instructions are taken from a Repository workstation) 
On ǘƘŜ Ψ¦ǇƭƻŀŘΩ ǇŀƎŜΣ ŎƭƛŎƪ Ψ.ǊƻǿǎŜΩ to locate your document on the computer, USB drive or CD 
drive as indicated below in red: 

 
 

Step 2 
Locate your document on the computer and highlight it. Click ΨhǇŜƴΩ, as indicated below in red: 
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Step 3  
The pathway to your item on the Repository computer will now appear ƛƴ ǘƘŜ ΨbŜǿ 5ƻŎǳƳŜƴǘΩ 
field of the Repository Upload pageΦ /ƭƛŎƪ Ψ¦ǇƭƻŀŘΩ ǘƻ ŀǘǘŀŎƘ ƛǘ ǘƻ ǘƘŜ wŜǇƻǎƛǘƻǊȅΦ It can take a 
few minutes to attach. 

 
Step 4 
²ƘŜƴ ǘƘŜ ƛǘŜƳ ƛǎ ǳǇƭƻŀŘŜŘΣ ŎƭƛŎƪ ƻƴ ǘƘŜ ŘǊƻǇ Řƻǿƴ ōƻȄ ƛƴ ǘƘŜ Ψ±ƛǎƛōƭŜ ǘƻΩ ŦƛŜƭŘ ŀǎ indicated 
below in green: 

 
It is important to select the correct option from this field as it will determine the accessibility of 
your item to the public.  
 
The University of Divinity encourages open access to all research items, and assumes that in 
most cases, items in the repository will be freely available without restriction.  
 
However, there are occasionally copyright, commercial-in-confidence, and/or culturally 
sensitive reasons why restrictions on access may be appropriate. 
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If your item has been published, you may need to determine its copyright status (The selection 
ȅƻǳ ƳŀƪŜ ŀǘ ǘƘƛǎ ǎǘŀƎŜ ǎƘƻǳƭŘ ōŜ ŎƻƴǎƛǎǘŜƴǘ ǿƛǘƘ ǘƘŜ ǎŜƭŜŎǘƛƻƴ ȅƻǳ ƳŀƪŜ ŀǘ ǘƘŜ Ψ/ƻǇȅǊƛƎƘǘ 
{ǘŀǘǳǎΩ ŦƛŜƭŘ ƻƴ ǘƘŜ ƴŜȄǘ ǇŀƎŜ ƻŦ ǘƘŜ ŘŜǇƻǎƛǘ ǇǊƻŎŜǎǎΣ Ψ5ŜǘŀƛƭǎΩΣ ǿƘŜǊŜ ȅƻǳ ƛƴŘƛŎŀǘŜ ǎǇŜŎƛŦƛŎŀƭƭȅ 
the copyright status of your item. Also see Appendix 4 ς Copyright). 
 
Description of Visible to options: 
Anyone:   

If your item has been published and you have permission from your publisher for your 
ƛǘŜƳ ǘƻ ōŜ ǾƛŜǿŜŘ ƭƛǾŜΣ ƘƛƎƘƭƛƎƘǘ Ψ!ƴȅƻƴŜΩ. 
 

Registered Users only:  
Sometimes a publisher will grant permission for your item to be viewed by staff from 
within your institution only, in which case select ΨwŜƎƛǎǘŜǊŜŘ ¦ǎŜǊǎ ƻƴƭȅΩ. This option 
enables academic staff of the University of Divinity and repository staff only to view 
these items.  
 

Repository staff only:  
You may choose to select this option if: 

1. Your publisher has not granted permission for your item to be sent live 
2. You have published a book or other item and do not wish to adversely affect sales, or 
3. Your item contains sensitive material you do not wish to be widely available 
This option enables staff at University of Divinity to use your item for ERA requirements. It will 
be available for a short time to auditors, during which time it will not be available to the public. 
If you have any concerns about this, or any other copyright or access issue, please contact the 
UD Research Services Officer via email: rso@divinity.edu.au  
 
²ƛǘƘ ŀƭƭ ǘƘǊŜŜ Ψ±ƛǎƛōƭŜ ǘƻΩ ƻǇǘƛƻƴǎΣ Ƴetadata about your work will be available to the public. 

 
Embargo expiry date; 

Some publishers place an embargo on a piece of work, after which time they grant 
permission for the item to be publically accessible. Enter the embargo expiry date in this 
field where applicable. 
 

Please note that the accessibility of you item can be changed at any time. Send your request to 
the Research Services Officer via rso@divinity.edu.au  
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Appendix 3 ς How to select FOR, SEO and TOAs for your Item 

 
NOTE: classifications refer to the research item being uploaded. They do not refer to the 
ǊŜǎŜŀǊŎƘŜǊΩǎ ŜȄǇŜǊǘƛǎŜ ƻǊ ǎǇŜŎƛŀƭƛǘȅΦ 
 
Fields of Research (FOR) 
Most FOR codes for University of Divinity researchers will be found in: 
1. Division 21 (History and Archaeology) 
2. Division 22 (Philosophy and Religious Studies) 
 
However, some researchers may be working in:  
3. Division 13 (Education) 
4. Division 16 (Studies in Human Society) 
5. Division 20 (Language, Communication and Culture) 
 
Each researcher should nominate up to 3 FORs. 
 
Iƴ ǘƘŜ ǎŎǊŜŜƴ ǎƘƻǘ ōŜƭƻǿ ǘƘŜ ǇŀǘƘǿŀȅ ǘƻ ǎŜƭŜŎǘ ΨwŜƭƛƎƛƻƴ ŀƴŘ {ƻŎƛŜǘȅΩ from Division 22 is 
indicated in blue: 
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Socio-Economic Objective (SEO) 
Most SEO codes for University of Divinity researchers will be found in: 
1. Division C95 (Cultural Understanding, subsection Religion and Ethics), or 
2. Division E97 (Expanding Knowledge), 
 as indicated in red: 
 

 
 
OR 

 
 


