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UPDATE FALL 2019

̶ Detail author roles: what is the contribution of an author, e.g. first 

author

̶ Detail upload file: which version of the publication?

̶ Extra subtypes of publications
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ADD PUBLICATION



http://biblio.ugent.be -> add publications



ADD PUBLICATIONS

Options:

̶ ID import

̶ Import:

̶ Bibtex

̶ WoS / RIS

̶ Drop OA published file

̶ Fill out a form



I. IMPORT USING AN ID

Automatically upload information using a unique ID

DOI (on publication, any DOI can be found in https://search.crossref.org/) 

PMID (Pubmed id)

arXive ID

Inspire ID

 Form is pre-filled with general bibliographic information

Imports are not perfect. Remember to check the fields

 UGent specific info and full text needs to be added



II. IMPORT FROM A 
DATABASE
WOS: export records from WoS and import in 

biblio. 

RIS: export from a database in .ris format 

and import in biblio. Be careful: not all the

necessary fields are imported!

Bibtex: export bibtex records and import in 

Biblio

Imports are not perfect. Please check the

fields

Add the full text



IMPORT WOS RECORDS IN BIBLIO



SELECT RECORDS TO IMPORT IN BIBLIO



SELECT “EXPORT TO OTHER FILE FORMATS”



CHOOSE “FULL RECORD” AND “PLAIN TEXT” IN THE “EXPORT” BOX



Save the file “savedrecs.txt”

Import this file into Biblio



WOS RECORDS ARE IMPORTED. YOU CAN START EDITING



To find the records you have imported, 

go to the publication list and search for

“WOS import”

The imported WoS-records have the

status private. 

The message field  contains the date of 

the import and funder information



III. IMPORT AN OPEN ACCESS 
PUBLICATION
Add only OA publications published in an OA journal.

We complete the form for you!

Status: new (not visible in the public interface)

Tip

• Type details: Indicate UGent authors and departments other

than yourself and project

• How to identify an OA journal? DOAJ is a reliable list of peer 

reviewed journals: http://doaj.org

• Many OA publications mention a creative commons licence (CC)



V. START FROM THE DEFAULT FORM

Start by selecting the correct 

template: 

Journal article

book / book chapter

book editor / issue editor conference 

contribution dissertation

miscellaneous

research data  
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List of Miscellaneous types has been extended:

artistic work /  art review /  bibliography /  
biography / blog post / book review / correction
/ dictionary entry / editorial material / 
encyclopedia entry / exhibition review / film 
review / lecture – speech / lemma / magazine 
piece / manual / music edition / music review / 
news article / newspaper piece / other / 
preprint / product review / report / technical
standard / tekst edition / tekst translation / 
theatre review / working paper



V. DEFAULT FORM

4 parts:

̶ Details: basic bibliographic information

̶ Upload file: upload several files with indication of copyright

̶ Additional info: abstract / keywords

̶ Links: to a dataset / homepage / …

Fill in the required fields before

̶ save: record is not visible in the public interface, is visible in the back end for creator, author, editor, 

promotor identified as UGent-author

̶ submit: record is visible in the public interface, attached files are visible according to access 

information



FORM: DETAILS 



AUTHOR

Click on the icon to identify UGent author

- If only 1 possibility: no extra clicks

- If more: select from list (department is 

indicated, historic list as of 2009)

TIP

If you have filled out first name and family 

name and the correct person doesn’t

appear, try using family name only

TIP 

Change order by drag & drop

UGent-author missing from list: let us

know and we add the author



AUTHOR

̶ Add contributor role, based on the CREDIT roles
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ALWAYS INDICATE UGENT AUTHORS
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Bibliography Arne Verliefde : 

1e record is not in the list



DEPARTMENT

Don’t forget the department of UGent co-authors



ADD PROJECT INFO

For European projects



Still possible to add a non-UGent publications but don’t forget to

indicate that.

But: no priority in bibliographic review



PUBLICATION STATUS

̶ published

̶ accepted (for publication)

̶ unpublished



FILL OUT OTHER FIELDS

̶ As much info as possible! Also non-mandatory fields

–> important for metrics (VABB / BOF)!

‒ ISSN/ISBN!

‒ Pagination!

‒ Project info

‒ …



FORM CONFERENCE OUTPUT

Chose form conference paper

Select the right conference type:

- Conference paper (WOS) is A1 / P1

- Conference paper (non-WOS) is C1

- Other conference contribution is C3



P1, C1: conference and publication data!
C3: conference data!



TAB UPLOAD



FILE

Edit access: 
̶ File type
̶ Access level

Copyright:  
̶ who owns

copyright?
̶ Select licence for

an open access 
publication



EDIT FILE 
OPTIONS
Indicate which file it is

full text

colophon / title page 

table of contents

data fact sheet

supplementery material

peer review report

table of contents

contract agreement



EDIT FILE 
OPTIONS
Indicate Publication version

• author’s original: not submitted, not

peer reviewed, preprint

• accepted manuscript: peer reviewed

final author’s manuscript, postprint

• published version: version of record, in 

publisher’s lay-out

• corrected version

Indicate access level

• open / local / closed

• switch after embargo

You can give additional info

• use to indicate reason closed access



COPYRIGHT

̶ Creator own copyright of the publication
̶ Creator can transfer the economic rights (not the moral rights)
̶ You need permission of the rights holder to do something with the ork, unless

̶ There’s an exception
̶ A licence is negotiated (e.g. a subscriotion licence for journals of Elsevier)
̶ The right holder added an open licence, such as a creative commons licence, to the

publication
̶ More information in (re)search tips:

̶ Creative commons: open licence for copyrighted works
̶ Open Access in Belgian legislation
̶ Copyright law: the basics in Belgian law
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CREATIVE COMMONS

= open licence: How to share 

without every user knocking on your

door to ask permission?

Give upfront permission to user

= non-exclusive licence

http://creativecommons.org/worldwi

de/be/

Only economic rights, not moral

rights

Conditions may apply

COMMOCEAN, Dec. 6th 2016



INDICATE COPYRIGHT OF ORIGINAL PUBLICATION

Open, creative commons licences

More info on open licence CC: 
https://creativecommons.org/



FULL TEXT: OPEN ACCESS

Text is open to the world, for free
Three  options:
̶ Author retains copyright and selects open access
̶ Copyright is transferred / unknown: does publisher allow OA? Info can be found:

̶ Sherpa/Romeo database: an overview op open access policies publishers 
http://www.sherpa.ac.uk/romeo

̶ Website publisher
Post-print: is frequently allowed in OA

̶ Belgian law allows author to open publication in post print version after embargo 
period. Details: https://onderzoektips.ugent.be/en/tips/00001734/
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SHERPA ROMEO

Can the full text of a publication in a 

toll access journal opened through

a repository? Check Sherpa Romeo

Be aware: Term (self)archive = open 

through an open archive / open 

repository
Example: 

http://www.sherpa.ac.uk/romeo/search.php?id=265&fIDnum=|&l

a=en



FULL TEXT: LOCAL ACCESS

̶ Only in UGent Network: 

o Copyright transferred/ unknown; publishers doesn’t allow OA (outside

UGent)

o Access within UGent is allowed: exception Belgian copyright law:
o For illustration in education and research

o Closed network

o Of a certified educational institution

o Non-commercial goal

o No harm to normal exploitation rights

o Cite source

More info: Auteursrecht: wat kan in het kader van onderwijs en onderzoek? (Dutch)



FULL TEXT: CHANGE ACCESS

̶ Switch automatically to open access / local access on this date

OA allowed, taking into account an embargo period (6/12/24 months)



FULL TEXT: NO ACCESS

̶ Only Author/Reviewer/Administrator

Exceptional: Only D1, some books



FORM: ADDITIONAL INFORMATION



Add abstract: possible in different 
languages

Keywords enhance findability

External identifier: eg. WoS id, PMID

Message: to give a message to the 
reviewer, this is not visible to the user



FORM: LINKS



LINKS 

Eg. to link to a data set, link to the project website, etc.



STATUS OF A RECORD



Save = private, record is not visible in the public interface
creator & (co-)authors can see and adjust

Submit = record is visible in the public interface for everyone
(before biblio review!), attached files are visible according to
access information

Withdrawn: remove from public interface

New: only Open Access publication upload untill opened in the
form

Creator and author can delete a record if it is not public yet



LOCKED RECORDS

̶ After review, records are locked. The user can’t add or change 

information. 

̶ Add/adjust data in a public record? 

Mail biblio@ugent.be

Bulk unlock is possible



CLASSIFICATION



CLASSIFICATION U

̶ A record is public before the classification is attributed

̶ Default U (unassigned classification), adjusted if enough information is 

filled out and the full text is added

̶ Correct classification will be added automatically or by Biblio team 

according to filled out fields



PERSONAL BACK OFFICE PUBLICATION LIST



Publications:

₋ You created

₋ Of which you are author / editor / promotor

=> Shared private records: Records with status 

“private” can not only be viewed and adjusted by the

creator but also the UGent author, editor and 

promotor. They see the record in their back office list 

and can change them as long as they are not locked

Fulltext missing: 

Your records without a full text

Search: in all the fields 

Filter the list, on classification, publications year, 

faculty, …

Sort: on date updated, first author, title, publication

type and journal

Combine search and filter? First search, then filter.

The search box only searches your publication list. 

Want to search other people’s publications? Go to

http://biblio.ugent.be



VIEW OF A LOCKED RECORD

Details: Limited UGent related info

Click on “biblio” link above “details” to see the full 

record (in the public interface)



BEST PRACTICES



ADD PUBLICATION

1. Collect full text(s)
2. Add necessary metadata

‒ Tip: is the publication ‘findable’’?
‒ A1/P1: import from WOS
‒ Indicate all (co)authors
‒ Indicate all departments

3. Upload full text
4. Check copyright
5. Indicate accessibility level
6. Link to project, if needed
7. Click ‘make public’ 



WHICH FIELDS TO FILL OUT?

Generally:

The required fields

Keywords

Indicate type file (main file, dataset, peer review report, ….)

AND specific fields for specific publication types! E.g. for VABB



SPECIFIC FIELDS FOR VABB

Article:
- ISSN journal
- Volume > Pages

Conference material:
- Conference material: conference name / location / date
- ISSN / ISBN

Book (chapter)
- ISBN
- Reeksinfo, eventueel ISSN (reekslijst VABB)
- Pages 



CONTEXT REPOSITORY BIBLIO



REPOSITORY

= open to other systems

= more than metrics: visibility, re-use of data, enriched data, linked data

ResearchGate, Academia.edu, Mendey, … are not repositories. 



OpenAIRE as infrastructure 

Literature 
Repositories

OA Journals

Funding Info

Validation

Cleaning

De-duplicating

Inferring

Linking

Organizat
ionsProjects

AuthorsDatasets

Publications
Data 

Providers

…

Monitoring

Reporting

Classification

Clustering

Analysis

CRIS systems

A mini EU-CRIS system

Data 
Repositories

Metadata

Full text

Usage data

Discovery

Crowdsourcing

Zenodo

APIs

Data Providers OpenAIRE Platform Services

Evaluation

Impact 
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BIBLIO REVIEW?

̶ Record ok?
̶ Are the necessary fields filled out?
̶ Full tekst deposited?
̶ Check accessibility files
̶ Attribute correct classification (A1, A2, A4, V?)

̶ Regular checks
̶ Missing WOS-id?
̶ Adjust ‘In press’ to published?
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ESCI = A2

editorial = V



CONTACT

̶ Contact: biblio@ugent.be

̶ First in – first out

̶ Need urgent review? Let us know in advance!

̶ Contact us especially for FWO applications, they are prioritised
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