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Fact sheet: Editing eprints 

 
Go to your review buffer by clicking “Review” 

  
 
Open an item by clicking on the magnifying glass. 

 
 
Click on the “Preview” tab to see how the eprint will appear in the live archive 

 
 

http://www.orgprints.org/
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Open the attached document by clicking on the icon and save it, or open a new window with the 
eprint, so you can have both the document and a preview of the eprint open at the same time. 
 

 
 

1. Verify that the eprint is related to research in organic food and farming systems 
• organic agriculture is mentioned in the title or summary (or keywords) 
• the eprint is an output from a project related to organic food and farming systems 

o if the summary does not mention organic agriculture, the author/depositor should be 
requested to make the relevance clear. 

• the eprint is an output from an institution, which mainly works with organic food and farming 
systems (ICROFS, FiBL, BÖLN, Louis Bolk, Organic Research Centre etc.) 

o if the summary does not mention organic agriculture, the author/depositor should be 
requested to make the relevance clear, but even if that is not possible, the eprint 
should be accepted. 

• the eprint is from a journal or conference, which mainly is concerned with research in 
organic food and farming systems (ISOFAR, Organic Agriculture, Journal of Organic 
Systems etc.). 

 
2. Check that the eprint type is correct – see Fact Sheet Eprint types.  

If not, click “Edit item” and change the eprint type. 
 

 
 
IF you do this, check the Preview very closely before you accept the eprint! Sometimes information 
from one type of eprint is carried over to another, where it is not relevant. In that case, you need to 
change the type back to the original type, delete the information, and change the type back to the 
correct type. Check preview again! 
 

3. Check that the bibliographic information is complete and correct – author(s), editor(s), title, 
title of publication, series name & number, pages, publisher etc.  

 
Use the preview tab. Compare with the document. 



 Fact sheet: Edit eprints 
 v. 1.0 (22 August 2011) 

You’ll find Organic eprints here: http://www.orgprints.org/   Page 3/6 

 
or use the details tab. Compare with the document. 
 

 
 
If you in the document see relevant information such as ISSN/ISBN, DOI etc. that the author has 
not entered, enter the information by clicking on “Edit item” and entering into the relevant fields. 
 

4. Check the spelling of the title and abstract. Remove surplus lineshifts, which often occur by 
“Copy and paste”. 

 

 
 
You can do this in Word by copying the text, using “Find and replace”. Find: '^p' and replace with a 
space. Check that it looks correct, and paste it back in the eprint. 

http://www.orgprints.org/
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Lineshifts removed: 
 

 
 
 

5. Check that the year is correct. 
 

 
 

6. Check that the language is correctly indicated as the same language that the document is 
in. 

 

 
 

7. Check that the subject areas chosen are relevant 
 

 
 
Usually it is superfluous to have both the “Tree trunk” and some of the “Branches”, since the “trunk” 
will appear along with the “branch”: 
 

 
 
 

8. Check that there are not too many subject areas – more than 4 is many! 
 
 

9. Check that the affiliation chosen for the eprint seems to be correct. 
 

 
 

- and not too many: 
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10. Click on the links – Online at and Related links – to make sure that they work. 

 

 
 
 

 
11. Consider whether any copyright needs to be clarified, i.e. if the eprint is a journal article and 

there are no restrictions, is it an Open Access journal or has the author paid for Open 
Access? If in doubt, ask the author. 

 
12. Are there any comments to the editors? If so, forward the comments to Ilse. Sometimes 

information entered in the Comments actally belong in Additional publishing information. In 
that case, cut and paste. 
 

13. Check whether a document is attached. This is not required for Project, Programmes, 
Organizations and Facilities. Check that it is the full document. For Books and Reports, 
which are meant to be sold, a document containing the first pages, the table of contents 
and preferably one or two chapters can be accepted. The full document can be attached 
with a restriction, but for Books and Reports this is not required. Information about where to 
purchase the book/report should be entered in the Additional publishing information if there 
is not a link to the relevant website. In the case of an annual report, the full document can 
be deposited with a restriction and an embargo until the next report is published. 

 
14. Check that the file can be opened and read. If not, request a new file from the author or 

depositor. 
 

15. Check that the file attached corresponds to the information about the eprint. Sometimes 
when people upload a lot of documents, they mix them up. 
 

16. Check that the file(s) attached have the type and language shown. 
 

17. Make sure that the file name does not contain non-standard characters (such as ü, ø, å) 
that may hinder readers from accessing the file. 
 

http://www.orgprints.org/


Fact sheet: Edit eprints 
V. 1.0 (22 August 2011) 

Page 6/6 

18. If there is a restriction on access to the file, make sure there is a contact email address. If 
the eprint comes from an Open Access journal, ask the author if the restriction is necessary. 
 

19. if possible, put an “Archived at” box with a link in the eprint. See separate fact sheet. 
 

20. Check one last time that everything looks correct in the “Preview” tab. 
 

 
 

 
If everything is correct, click “Move to repository”. The eprint then becomes visible in the live 
archive. 
 

 
 
 
 

 
 
 
 
 
 
 
 
 


