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Step by Step Guide to Submitting to WIRE  
Research has shown that work published in Open Access institutional repositories can gain more citations than 
research published in journals that limit access through paid for subscriptions. That means increased exposure to 
your work and all the benefits that come with it. Increasingly, more research funding bodies are insisting that work 
carried out under their grants must also be deposited within an institutional or subject specific repository. 

What should I submit? 

You should submit any of your research output that is relevant to your subject and is in the public domain. This 
could include published articles, books or book chapters, technical reports, conference papers, images, multi-media 
files and theses. We recommend that you read the deposition licence and the WIRE statement document before 
you submit an item. 

How should I submit it? 

There are two ways to get your research into WIRE. Repository staff can deposit the work on your behalf, or you can 
undertake the process yourself. This latter method is known as self-archiving. (Note that only members of the 
University of Wolverhampton are able to submit content to WIRE). 

If you would like repository staff to archive material on your behalf, please e-mail your work to the WIRE team 
(wire@wlv.ac.uk). It will help to speed up the process if you also complete the Key Metadata form 
(http://www.wlv.ac.uk/lib/media/departments/lis/documents/Wire-Key-Metadata.docx) and send it with 
your work. The submission will then be completed for you. 

Self-archiving  

To start self-archiving, you first need to register with WIRE at https://wlv.openrepository.com/wlv/register. You 
may need to check the University’s iCritical spam filter for the return registration email from biomedcentral.com.   

Once you have registered, ask the WIRE team (wire@wlv.ac.uk) to give you permission to submit to a particular 
collection or collections. They will confirm the permission by return email.   

 

Step 1  

Once you have permission, click on the “Submit an item” tab, located under the banner “Wolverhampton 
Intellectual Repository and E-Theses” and enter your email address and WIRE password. 

 

 

http://www.wlv.ac.uk/lib/media/departments/lis/documents/Wire-Key-Metadata.docx
https://wlv.openrepository.com/wlv/register
mailto:wire@wlv.ac.uk


Step 2 

Choose the collection you want to submit your item to. 

 

 

Step 3 

Here’s where you begin to describe your item as fully as possible. A quick way of obtaining its key metadata is by 
using a PubMed ID or a Publisher’s DOI – that’s if your item has been published already. These will automatically 
populate some of the fields of the subsequent page. 

You can check for a PubMed ID at http://www.ncbi.nlm.nih.gov/pubmed/citmatch. Publishers’ DOIs can be checked 
at http://www.crossref.org/. 

 

If your item hasn’t been published, or you don’t have a PubMed ID or publisher’s DOI, you’ll need to enter all the 
information about your item manually.  

 

http://www.ncbi.nlm.nih.gov/pubmed/citmatch
http://www.crossref.org/


Step 4 

Even if you use a PubMed ID or Publisher’s ID, you’ll still need to fill in some fields yourself. The more 
comprehensive and accurate the data you add here, the easier it’ll be for others to find your work. You can also 
enter external links, which might include a link to the full text on a publisher’s site. 

 

Step 5 

The next page continues the description.  Add as many subject keywords as you can. These are the words that will 
enable a searcher to find your work. 

 



Step 6 

At this point, you can upload the document or item to which your description refers.  If you don’t want to upload it, 
or aren’t permitted to because of a publisher’s restiction (see below), the final WIRE submission will consist of 
metadata only.  

 If your work has already been published in a journal or book, please be wary.  Publishers often have policies about 
archiving work.  If you don’t comply with them, you’ll be in breach of your publisher’s copyright terms.  

So before you upload an already published article, please look at your publisher’s policy on archiving via the 
SHERPA's RoMEO service at http://www.sherpa.ac.uk/romeo/. Please follow its guidance on what you can and 
cannot archive. 

Publishers’  policies fall into four categories:   

ROMEO colour Archiving policy 

green  can archive pre-print and post-print or publisher's version/PDF 

blue  can archive post-print (ie final draft post-refereeing) or publisher's version/PDF 

yellow  can archive pre-print (ie pre-refereeing) 

white  archiving not formally supported 

A “pre-print” means the version of the paper before peer review,  and a “post-print”  means the version after peer-
review, once revisions have been made.   

  

Sometimes, a publisher will allow you to archive a work after a certain period of time has lapsed. If this is the case, 
add the date on which the embargo ends. On that date, the work will be made accessible in WIRE. 

 

http://www.sherpa.ac.uk/romeo/
http://www.sherpa.ac.uk/romeo/browse.php?colour=green&la=en&fIDnum=|&mode=simple&version=
http://www.sherpa.ac.uk/romeo/browse.php?colour=blue&la=en&fIDnum=|&mode=simple&version=
http://www.sherpa.ac.uk/romeo/browse.php?colour=yellow&la=en&fIDnum=|&mode=simple&version=
http://www.sherpa.ac.uk/romeo/browse.php?colour=white&la=en&fIDnum=|&mode=simple&version=


Step 7 

Check your submission and make any amendments.  

 

Step 8  

If your submission includes an item not covered by copyright terms from a publisher, you can license your work 
under a Creative Commons licence, with conditions you specify here.   

 

 

Once you’ve chosen the licence terms, you’ll need to “Grant the licence” if you agree them.  

 



 

Step 9 

Your WIRE submission is complete now. The WIRE team will check it and you’ll receive an email once the submission 
goes live. You can check on the status of your submission through the MY WIRE page. 

 

 

________________________________________________ 

 

 

 


