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Help video

You can see the general help video on how to publish in the repository on the UOC's YouTube channel
by clicking on the image below or this link: http://www.youtube.com/watch?v=4FSMgAMybhc.
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Steps to take — Teaching materials:
1. Once logged in to the Campus, you can access the repository from the classrooms or the Library,

where you will find a direct link to O2, the institutional repository.

2. Teaching modules are added to the UOC's OpenCourseWare (http://ocw.uoc.edu/) and are automatically
made available via the O2 institutional repository.

You need to access Communities and Collections. To do so, follow the link at the top of the repository's
homepage, below where it says Browse. Search for your studies and click on the Learning Materials,
Exercises, Exams, etc. collection and click on the Submit to this Collection button.

If you access the repository via the Publish button from the homepage, you need to select the Learning
Materials, Exercises, Exams, etc. collection for your studies:
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If the right collection is not available for your teaching materials, add your documents to another

collection and send an email to repositori@uoc.edu asking for the creation of the collection and listing

the materials added.

3. Thenfill in the form that appears.
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Guidelines for filling in the teaching materials form:

» Author: enter their name and surname. If the materials have more than one author, click on the Add
more button.

» Title: enter the work's title and subtitle.

= Keywords: enter the most relevant words that define the contents of the document. Select the
language they are to be entered in.

= Document creation date: a mandatory field — if you do not know the exact date, enter the
approximate year.

= Language: select the language that the work has been written in from the drop-down list.

» Abstract: provide a short summary of the work's content and select the language that the abstract
has been written in from the drop-down list.

The Publisher and Document type fields are filled in automatically.

4. Then upload the file (preferably as a pdf). We would recommend including the document's metadata; eg,

in Word 97-2003, you can do so by filling in the properties (File > Properties) as shown below:
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Click on the Browse button, select the file and click on Next.
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5. Check that the information entered is correct and accept the document publication and
repository licences.
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6. Once you reach the Complete screen, you will know that the materials have been uploaded to the O2

repository correctly.

7. The submission will be revised by the Virtual Library, who will ensure the details have been filled in, add

information to describe the document and, finally, publish it in the repository. You will receive an email to

let you know when the document has been published. It will contain a permanent URL for the document

registered with the Handle System. Unlike most URLSs, this identifier will always remain the same even if

changes are made or the system is migrated to new equipment. Thus, you can safely link to or cite it in

publications or other media.

With publication on the O2 repository, you will always be able to access your teaching materials. We will

take charge of any format changes needed to preserve them in the future.
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APPENDIX: Details of the document publication licences

Creative Commons (CC) licences

These licences allow for certain free use as defined by the author(s), in terms of the combination of different
principles and restrictions. These combinations are based on four basic conditions:

e Attribution (by): there always has to be recognition of the authorship of the work.

e Non-commercial (nc): the work or its derivatives cannot be used for commercial gain.

o No derivative works (nd): the original work cannot be altered, transformed or made into a derivative
work.

e Share alike (sa): if the work is altered or transformed, or if derivative works are produced, they have
to be subject to the same licence as the original work.

The CC licences for publication of documents on the O2 repository are as follows:

Creative Commons by-nc-nd. Attribution - NonCommercial - NoDerivs: No commercial use can be made of
the original work, nor can derivative works be produced.

Creative Commons by-nc-sa. Attribution - NonCommercial - ShareAlike: Commercial use cannot be made of
the original work or any possible derivative works, which must be distributed under the same licence
governing the original.

Creative Commons by-nc. Attribution - NonCommercial. No commercial use can be made of the original
work, but derivative works can be produced.

Creative Commons by-sa. Attribution — ShareAlike: Commercial use can be made of the work and any
possible derivative works, which must be distributed under the same licence governing the original.

Creative Commons by-nd. Attribution - NoDerivs: No derivative works can be produced.

Creative Commons by. Attribution: Commercial use can be made of the work and any possible derivative
works, which may also be produced and distributed without any form of restriction.

GNU licences from the Free Software Foundation

GNU-GPL: The General Public Licence is a licence for software that allows for copying, distribution (whether
commercial or not) and modification of the code, provided that any modification is also distributed under the
same GPL licence. The GPL licence does not allow for distribution of executable programs without the
corresponding source code or the possibility of obtaining it for free.

GNU-FDL: The Free Documentation Licence, GNU FDL or GFDL, is for software documentation and other
institutional material and references. It states that any copy of the material, even if modified, has to be
covered by the same licence. These copies may be sold, but, if they are produced in large quantities, they
have to be distributed in a format that guarantees future editions. Wikipedia is the largest project developed
under this licence.

LGPL: The GNU Lesser or Library General Public License is a free software licence. The main difference
between the GPL and LGPL is that the latter can be linked to or used by (in the case of a library) a non-GPL
program, which may be free software or proprietary. Thus, the GNU LGPL version 3 is presented as a series
of permissions added to the GNU GPL.

Other software licences used by the UOC

Berkeley Software Distribution, FreeBSD (View licence)

Massachusetts Institute of Technology (MIT) X11 licence (View licence)
The Apache Software Licence, ASL 2.0 (View licence)

Mozilla Public Licence (MPL) 1.1 (View licence)

Open Source Licence (OSL) 3.0 (View licence)
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