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Fact sheet: Respond to “Request a copy” 

 
If there are restrictions on an eprints, it should appear like this: 
 

 
 
If a user wants a copy of your eprint, they can click the “Request a copy” button. 
 
This window will appear: 

 
 
The user fills in the email address and a reason for requesting the copy and pushes the button. 
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The depositor will receive an e-mail like this: 
 

 
 
If you accept to forward the eprint, log in to Organic Eprints and push “Accept the request”. 
This window appears: 

 
Consider whether it is still necessary to have restrictions on the document, and if not, tick the box. Click 
“Confirm” whether you tick the box or not. 
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This window appears: 

 
 
The user, who has requested the eprint, will receive an email like this: 
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If you do not accept to forward the eprint, log in to organic Eprints and press “Reject the request”. This 
window appears: 

 
 
Enter a reason why you do not wish to forward the copy, and press “Confirm”. 
 
The user will receive an email like this: 
 

 
 
  


