@
JKNitQ
al Kr}\edge is Iouchxngksﬂ/j//(ﬂ(’
/

IKNIiTO Space User Manual

(Institutional Repository)
2015 Fall

space.iknito.com



IKNITO Space User Manual

Institutional Repository

Fall 2015



©This user manual is a property of NotionWave Inc. of Canada

iIKNiTOSpace is powered by Dspace (www.dspace.org)

DisclaimersContent of this manual may not fully match your custom built product.

All names and references to persons and entities are fictitious and solely for the purpose of this manual.



Table of Contents

[ a1 goTe [FTo! o] o O TP PP SPOPPPRRPP 5
Chapter One: What is iIKNITO SPACE?2..........uuiiiiiiiiiiiieie e s s e e 6
ST (6 (=] o T= Ll 1V =] o 1 TP P PP STRPP 8
S T O IES] o= o= | S 12
Chapter TWO: WOTKFIOW.......cooi e e e e e e e e e e e e e e e e e e e e e e e e e s s e e s e e e e seanane 21
WWOTKIIOW SEEPS ...ttt e e e e e e e e e e e s s e e e e e e e s neeeeeas 22
Chapter Three: ANONYMOUS USEN........oiuuiiiiieeeeiiiiieeie e e e e sttt e e s s e e e e e e s re e e e e e s s asnrneeeeeesaanes 23
Search and Browse ADIlILY..........coiiiiiiiiiiii e 24

[ (0T 01T 0=V = PSP 24
Browsing Communities and ColleCHQNS ........covviiiiiiiiiiiee e 25
Advanced Search With FIltErS...........oouiiiiiii e 26
oo || PO P PP PPPPPPRPPP 27
Registration and ACHERLION ..........cccciiiiiiiiiii e e e e e e e e e e e aae e e e e e e e e e e s e e s e s e s s seasaasnsannnennes 28
Chapter FOour: WOTKIIOW USEI..........oiiiiiiic et e e e e e e e e e e e e e e e 29
CONEXIUBI ACCESSES. ... eeiieeiiitte et e sttt e ettt e e e e e st e et e e e e s bbb et e e e e e s nanb e e e e e e e s annbbnnreeeeeans 31
Top LevEScopgHOMEPAGE LEVEL........oeiiiiiiiiieee e 32
COlIECTION LEVEI SCOPE......eiiieiiiiit ittt e e e e e e s e e e e e nneeees 36
[HEM LEVEI SCOPE... oot ee e e e e e e e e e e e e e e e e e e e e e s s en s s e s s s snsennnsnnssnssseesss 4O

18] o] g TSTS o] o - PP P PP PP OPPPPPRPTPPP 52
AAMINISTTATIVE ACCESSES. .....teeiiieeiiiitiet ettt e ettt e e et e e e e e s bt e et e e e e e e bbb e e e e e e e e s anbb e e e e e e e e nnnneees 56
CONLIOI PANELL......eeeeeeeee et e e e e e e e e e e st e e e e e e 56
User and Policy Management (Access Control)...........cc.ooiiiiiiii e 60
Content AAMINISTTALION..........uiiiii i e e e e e e e e s snrnneeeeen s ] 67
T 11 == 68
SEALISTICS ..ttt ettt e e e e e e — e et e e e e bbb e e e e e e e e nb b e r e e e e e e b reeees 70
IKNITO SpPace StatiSTICS.........oruvrrieeieiiiiiitiiieee e s isiiieie e e e e s ssinsreeeeeesssineeeeeeeessssnssneeeessssnsnnnnees il O
(€700 | L= g =) o UPPPSPRPY 41
CUALION TASKS.....c et e e e e e e e e e e e e et e e e e e e s rer e e e e e e e e nnnn e e e e e e e e annns 72
JLIE S S PP PRRPR PP 72
Task OutpUt AN REPOITING ......eeiiiiiiiiiie ettt e e e e e e e e e e e e e e e e ans 75
BUNAIEA TASKS.......eeiiieiiie e e e 76



Introduction

IKNiTOSpacas a platform that allows you to capture items in any formgat text, video, audio,
and data. It distributes it over the web. It indexes your work, so users can search and retrieve
your items. It preserves your digital work over the long term.

IKNITOSpaceprovides a way to manage your research materials and publications in a
professionally maintained repository to give them greater visibility and accessibility over time.

iIKNiTOSpacsas typically used as an institutional repository. It has three malies:
1. Facilitate the capture and ingest of materials, including metadata about the materials
2. Facilitate easy access to the materials, both by listing and searching

3. Facilitate the long term preservation of the materials

A repository always has a rangedifferent access plans that will apply on the platform and
workflows. Here we focus on the two main ksaf accesses that will cover all of the
functionalities available on the user interfaceikNiTCSpaceaepository platform

During this document we M describe the workflow and user and group policy management in
iIKNiTGCSpaceaepository to show how its access management is robust and powerful to handle
every traffic and usage.

iIKNiTGCSpacéhas embedded document viewer to ease the user usage abocoatiénts in the
repository like PDF files, PowerPoint files and even multimedia items like images, videos and
audios.

Before we showyou how to use the system, it is important to become familiar with some major
concepts and terminologiestKNiTOSpace ipowered by [Fpace (www.dspace.ory) You may

always refer to its website in order to see the latest and lots of further materials. However, if you
are already familiar with these, you may wishstap ChapteOne



http://www.dspace.org/

Chapter OneWhat isiKNiTOSpace?

In this chapter we will cover the followings:

Sidebar Menu
The iIKNiTGpace Community
The iIKNiTGpace Collection
iIKNITO Space Item
What is Metadata
What is the Dublin Core?
Groups
Special Groups
Authentication
Authorization
Users

At a very high levelKNiTCSpacds a Webbasedproductwith the following main features:

9 Its architecture looks like this.
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Web-based interface makes it easy for a submitter to create an archival item by depositing files.
iIKNiTOCSpacewas designed to handle any format from simple text documents to datasets and
digital video.

Datafiles, also called bitstreams, are organizeddtuer into related sets. Each bitstream has a
technical format and other technical information. This technical information is kept with
bitstreams to assist with preservation over time.

Anitem is an "archival atom" consisting of grouped, related contamd associated descriptions
(metadata). An item's exposed metadata is indexed for browsing and searching. Items are
organized intacollectionsof logicallyrelated material.

A communityis the highest level of thiKNiTOSpacecontent hierarchy. They corspond to parts
of the organization such as departments, labs, research centers or schools.

iKNiTCSpac® & Y2 Rdzf | NJ | NOKA G SOl dzNB -disdipfinargrapostaies O NS |
that ultimately can be expanded across institutional boundaries.

iIKNiTOSpacds committed to going beyond reliable file preservation to offerctional
preservationwhere files are kept accessible as technology formats, media, and paradigms evolve
over time for as many types of files as possible.

The enduser interfacesupports browsing and searching the archives. Once an item is located,
Web-native formatted files can be displayed in a Web browser while other formats can be
downloaded and opened with a suitable application program.



Sidebar Menu
This document refer§ NB Ij dzSy G f & G 2

BROWSE

All of iIKNiTO Space

Communities & Collectio

By Issue Date

Submissions

CONTEXT

Create Community

ADMINISTRATIVE

ol Pane

Access Control

Authorizations
Content Administration

Import Metadata
Batch Import (ZIP)
Registries

Metadata
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browser window and changes to reflect the context of your user at any
given time. So, for example, if you are not logged in, you only see the
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If you are logged in, but not an administrator, you will also see two
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item submissions or tasks in your pool.

The Context menu appears whgau are viewing a community, collection
or item, and lists the actions you are able to perform based on your
permission levels. To edit permissions and authorizations for a collection
or community, you must be a system admin, or have the rights to edit th
collection.

The part of this menthat we will frequentlyrefer to is the Administrative
section. This will only appear to you if you are logged in as an
administrator, and contains all tHanksthat you need to manipulate user
accounts, groups,ral permissions.



IKNiTOSpace Community

Communities and Collections are used wittdNiTOSpace to provide the repository with an easily
navigable structure often representing an institutR@d 2 NBF YA T F GA 2y ®

EachKKNiTGSpace service is comprised of Communities, the highest level i i€@CSpace content
hierarchy. Communities in turn each have Collections, which contain the content items, or files. Each
community contains descriptive metadata about itself and thikections contained within it.

iIKNiTGSpace Communities might be departments, labs, research centers, schools, or some other
administrative unit within an institution. Communities determine their own content guidelines and decide
gK2 KlFa | 00Saa (G2 GKS 02 YY dayon théiKNarCspaze/téamusualyy A 2 y & d
the iIKNiTGBpace User Support Manager, works with the head of a community to set up workflows for
content to be approved, edited, tagged with metadata, etc.



iIKNiTOSpace Collection

Each community in turn has collemtis which contain items or files that are logically related material

Collections can belong to a single community or multiple communities (collaboration between
communities may result in a shared collection).

As with communities, each collection comsidescriptive metadata about itself and the items contained
within it.

Structuring the Repository

Top level community or
Communities

Communities and collections

Items available at 3 tier It=m

Buridlle

MM

Bitstream

Example Repository Structure

Repository structures are often based around organizational units of a company or institution such as
departments, labs oresearch centers. They are often hierarchical to provide ease of navigation, and for
this reason, should not be too deep. Some example structures may be:

A Structures may be based around organisational units:

Commumity Collection Items
Department Rezearch Group Items
Department ltem Type Items
Faculty School Items

A Structures are hierarchical:

Sub Community | Collection

Department Sub Department Research Group

1C



Items iniIKNiITCSpace

Items are one of the core conceptsiKNiTOSpace An itemis a representation of the files and
metadata lwought together to make an atomic unkiere we introducetems and the
constituent parts of m@data, bundles and bitstreams, and camaé with a description of the

standard submission interface.

Although we will introducétems, but will not cover aspects such as what metadata is, or why it
is needed. This is coveréater.

11



IKNITOSpacetem
An item is made up of three parts:

1. Metadata

a. Metadata is required talescribethe item. Without metadata no one would
understand what the itens.

2. Bundles

a. Bundles are collections of files. Typical bundles include the ORIGINAL bundle
which contains the raw files deposited into the repository, théENCE bundle
which contains a copy of the licence that was agreed to during submission, and
TEXT which includes the extracted text (for indexing purposes) for each file in the
ORIGINAL bundle.

3. Bitstreams

a. Each file uploaded inttKNiTCSpace or created byKNiTOSpacds considered a
OAGAGNBIY® ! 0AGAGNBIFY NBFSNER (G2 0KS 7
and 1s) held on a storage medium such a disk.

12



What is Metadata?

Metadata is used to describe things.ikNiTCSpacanetadata is used to describe the items that it holds.
Metadata can apply at different levels:

1 Communities have metadata describing them
9 Collections have metadata describing them

1 Items have metadata describing them

i Bitstreams have metadata describing them

There are twoypes of metadata
1. Descriptive metadata

Descriptive metadata describes attributes of an object, such as its name, its creator, or its
size.

The title is “A brief history

of time”

2. Administrative metadata

1 Administrative metadata helps with the administration of an object. Exaniptdsde the
location of the object or the name of the user who created the metadata about the
object.

The item was deposited

on 28" May 2008 at 20:25

13



What is the Dublin Core?

The Dublin Core metadata standard is a simple yet effective element set for describing a wide
range of networked resourcesh@& Dublin Core standard includes two levels: Simple and
Qualified. Simple Dublin Core comprises fifteen elements; Qualified Dublin Core includes three
additional elements (Audience, Provenance and RightsHolder), as well as a group of element
refinements (éso called qualifiers) that refine the semantics of the elements in ways that may be
useful in resource discovery. The semantics of Dublin Core have been established by an
international, crosglisciplinary group of professionals from librarianship, compstaence, text
encoding, the museum community, and other related fields of scholarship and practice.

Another way to look at Dublin Core is as a "small language for making a particular class of
statements about resources". In this language, there are tlasses of terms- elements

(nouns) and qualifiers (adjectives)which can be arranged into a simple pattern of statements.
The resources themselves are the implied subjects in this language.

Reference: http://dublincore.org/documents/usageguide/

Encodig metadata
A Metadata is encoded usingetadata schemas
A iKNiTCSpaceuses Dublin Core by default
A {OKSYI I WROQ
A Qualified Dublin Core
A Elements
o E.g. Title / Creator / Subject / Description
A Qualifiers
o E.g. Title.main / Title.subtitle / Title.series
A E.g.dc.identifier.citation

iIKNiTCSpacas installed and configured to use the Dublin Core metadata schema by default. Dublin core
is made up of elements, and qualifiers. There are 15 base elements:

1. Title 9. Format

2. Creator 10. Identifier
3. Subject 11. Source

4. Description 12. Language
5. Publisher 13. Relation
6. Contributor 14. Coverage
7. Date 15. Rights

8. Type

The elements can be refined through the use of qualifiers.

14



User Accounts

User accounts are required ilKNiTCSpacdn order to allowiKNiTCSpaceo differentiate between users
of the software. There are different privileges that can be assigned to users:

f Anonymous userf not logged in, users dKNiTOSpacd NB O2y aARSNBR Wl y2ye)
Privileges such as viewing items are often given taati@nymous user so that anybody can view
the items.

1 Normal userOnce logged in, normal users can be given privileges in order to allow them to
submit to different collections. Individual users can be given rights in certain areas such as editing
items inone particular collection.

1 Administrator Some users can be made administrators. They have full access to all functions on
all items iniKNiTOSpace

15



Groups

iIKNiTCSpacds able to combine users into logical groups. This can assist with user managéyeunt.
have a collection ofsers andall ofthem need the same privilegethen create a group for them. When it
comes to granting the privileges, grant them to the group rather than each individual user.

As an example,ou may wish tareate agroupcad R W/ 2 Y LJdzi SNJ { OASy O0S aidl F¥Q
to that group. Those users will then inherit the privileges associated with that group.

Users can benemberof multiple groups. For example, an administrator may work for two different
departments. By putting them in both groups they will inherit both sets of privileges.

Users can benember of multiple groups. For example, an administrator may work for twerdifit
departments. By putting them in both groups they will inherit both sets of privileges.

Groups can be members of other groups. This can be useful if for example you want to structure your
iIKNiTCSpacegroups to match your organizational structure:

1 Use X is a member of the department of computer science group and inherits those permissions.

1 The department of computer science group is a member of the science faculty group and inherits
those permissions.

1 The science faculty group is a member of the ursitg staff group and inherits those
permissions.

16



Special Gups

There are two special groupsiKNiTCSpace

1. AnonymousThisgroup does not normally have any users added to it.

2. Administrator. Thisgroup contains all the users who require system administrator level access.

17



Authentication

Authentication (often shortened to AuthN) relates to the process of establishing the identity of a user. In
iIKNiTCSpacethis requires the usatto log in and iéntify themselves, typically with a password.

18



Authorization

Authorization (often shortened to AuthZ) relates to the privileges that a user may be given in order to do
something to (for example read, write or delete) a resource.

19



Users

INiKNiTOSpaceuseNB | NBS NBFTSNNB B NB2Z yéEe (GKS GSNY a9
{2YSGAYSa tiKSBLHUSNY &9

EPeople

IKNIT LI OS NBEFSNE (2 SRIAFNIde0 O 2 dydia 30-PedpleQigsH-will &llovid NP2 dzLJ
you to assign permissions to a group of users at once.

Although many functions (such as searching and retrieval) can be used anonymously, some features and
R20dzySyida IINB 2yfe I JI-Pebpleant SroupLaredheINNITESp&ad SRE  dzi &
identifies users with certain privileges. BotliPEopleand Groups are granted privileges through

authorizations assigned by the Site Administrator.

We can use LDAP Authentication to allow current students, faculty, and staff in an institute into privileged
areas ofKNiTCSpace. Once a person has logged ikt TOSpace with their username and password,
iKNiTOSpace createsthetESNE 2y NBO2NR | yR Fdzi2YFGAOFft& | RRa
lye LISNE2Y y24 f233SR 2y Aa LINI 2F GKS al!yzyey?

iIKNiTCSpace holds the following information about eacRé&tson:

W E-mail address

W First and last names

W A list of Collections for which theRerson wishes to be notified of new ltems
w The network ID for the corresponding LDAP record

Once a user has logged to iIKNiTGSpace, their details can be accessed via tRed@ple link in the
Administration Tools Page.

Groups

Although many functions (such as searching and retrieval) can be used anonymously, some features and
R20dzySyida INBE 2yt ®é | dasFedhk and SroupLaredheINdNOT DSp&d S

identifies users with certain privileges. BotliPEople and Groups are granted privileges through
authorizations assigned by the Site Administrator.

Groups are sets ofBeople that are authorized for specific functionsdiNiTCSpace.

Groups are administered from the Group editor page, which is accessed using the Groups link on the
Administration Tools Page.

20



ChapterTwo: Workflow

In this chaper we will cover the following:

Workflow Steps

iKNiTCSpaceh & OI LI 6t S 28 GERNIFNB saWEGABAO G2 St OK /
can have up to three steps. Each Collection may have an assogiBtdon or Group for performing

each step; if no{Person or Group is associated with a certain step, that step is skipped. If a Collection has
no EPeople or Groups associated with any step, submissions to that Collection go directly into the main
archiwe.

The sequence is this: The Collection receives a submission. If the Collection has a Gieefson E
assigned for workflow step 1, that step is invoked, and the GroupRerEon is notified. Otherwise,
workflow step 1 is skipped. Likewise, workflowst 2 and 3 are performed only if the Collection has a
Group or EPerson assigned to those steps.

2 KSy | aiSL)I Aa Ay@21SR: (GKS {(lFral 2F LISNF2NXAyYy3
Group or EPerson. If a Group has the task, onemtier of that Group takes the task from the pool, and it

is then removed from the task pool, to avoid the situation where seveRgdple in the Group may be
performing the same task without realizing it.

21
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Workflow Seps

Amember of the Group who has talke¢he task from the pool, or a singlelerson, may then perform

one of three workflow steps.

1. Accept/Reject Step
a. The EPerson assigned this step can:
i. Accept submission for inclusion, or
ii. Reject submission

2. Accept/Reject/Edit MetadataStep
a. The EPerson assigned this step can:
i. Edit metadata provided by the user with the submission
ii. Accept submission for inclusion, or
iii. Reject submission
b. The EPerson assited this step can NOT:
i. Change submitted files
ii. Edit metadata once Item is accepted into Archive

3. Edit MetadataStep
a. The EPerson assigned this step can:
i. Edit metadata provided by the user with the submission,
b. TheEPerson assigned this step can NOT:
i. Change the submitted files

ii. Reject submission (edited files MUST be committed to Archive)

iii. Edit metadata once Item is accepted into Archive

22



ChapterThree Anonymous User

In this chapter we will cover the following

Search ad Browse Ability
Homepage
Browsirg Communities And Collections
Advanced Search With Filters

Login

Registration and Activation

The largest part and group of users of every system is the simplesard that will use the services and
consume the featurew/e havecreated and preparedlherefore we willcover this part of accesses first.

23



Search and BrowselAlity

Homepage
First view of thaKNiTCSpacds the Home page of the repository.

‘ ]

Kt

SEARCH IKNITO SPACE

Advanced Search

BROWSE

All of iKNIiTO Space

Communities & Collections
By Issue Date

Authors

Titles

Subjects

MY ACCOUNT

Login
Register

DISCOVER

Author

NotionWave (2)

Ahmed M. Refaat (1)
Ashish Badiye (1)

Durre Shahwar (1)
Jamalabadi, Mahyar (1)
Jaydeo Borkar (1)
Kewal Krishan (1)
Magdy A. Kharoshah (1)

English !l
Login

iIKNiTO Space Repository

iKNITO Space is a software as a service that collects, preserves, and distributes digital material. It
facilitates digital preservation and scholarly communication.

Communities in iKNiTO Space

Select a community to browse its collections.

Egyptian Knowledge Bank
Egyptian Knowledge Bank - DEMO

NotionWave

Recently Added

Ancient Images
Mahyar, Jamalabadi (2015-12-19)

Table and Bibliography
Unknown author (2015-12-01)

Catalog
Unknown author (2015-12-01)

Chapter 4
Unknown author (2015-12-01)

Chapter 3
Unknown author (2015-12-01)

24



Browsing @mmunities and ®@llections
Users of iIKNITO Space are able to brothsecontents from

the highest levels of hierarchies into deepésters. BROWSE
Youcan begirby clicking on a community, collection or All of iIKNITO Space
item title hyperlink. Communities & Collections
Bverything and every metadata on the repository can be ¢ By Issue Date
model of browsing iMKNiTOSpaceand can be the first step Authors
of browsing ability. Titles
Subjects

There is a panel in the side pane of most of pag@sNiTO
Spaceo access the models of browse and the contents of
the results.

Browsing by Author

09 ABCDEFGHIITKLMMNOPOQRSTWUWVWXYZ
Or enter first few letters: m

Order: | ascending v |Results: |20 v | [Tl

Mow showing items 1-20 of 37835 Next Page

So imagie the userwishesto browseby Authors. After clicking on th&uthors from the menuhe or she
will have an A-Zlist or search boxes to look for a particular name

25



Advanced Search withilkers

The user can search all metadata and contents via search featikKhliROSpaceo reach the needed
document.

Search

Search: | all of iIKNITO Space v

Add filters

Showing 10 out of a total of 51 results. (0.236 seconds
1234...6 NextPage o 3

Search functionaly hassome important fields. The most important item that user can configure is the
Scope It canbe accessed by the dropdown on top of tBearch Baand its search button.

For filtering the search results we can set a parameter that
shows the content to filter by using this dropdown list on the

Contains v

bottom left of the form. Author Equals
Subject D
The second dropdown lisbntains the operator of search and | Date issued Not Contains
showsthe exactness of the search term. mOt ﬁjquals
ot

26



Login
There isa Loginlink on the headepart that directsthe user to the login pagend user can register or
login to use the proper contents as administrator configured.

Sign in to iIKNiTO Space

E-Mail Address:
|

Password:

Forgot your password?

Register new user
Register an account to subscribe to collections for email updates, and submit new items to iIKNITO Space.

Click here to register.

Administrators reviewers, metadata Editors amdher stakeholderE | f 6 @& ySSR (2 f 23

who simply want to conduct a search and download full text do not need to log in, provided that access
to Item was set as Anonymous.

27



Registration and Activation

This will askhe user to submit email and after ., ..cer registration
clicking orREGISTHBtton, a verification email Verify Email BB Create Profile I8l Finished
will be sent tathe typed email and the account is resister2n sccount to subscribe to collections for email updtes, and submit new items to DSpace.
waiting for user email confirmation. After that ~ Email Address:

This address will be verified and used as your login name.

the user should come back to complétes or her
user profile.

iKnitoSpace Account Registration inbox  x
Verificationemail will be sent after clicking on

iknitospace@iingroups.com

to me [+ the Register button in the page. After receiving
%, Engishv > Persian~ Translate message the email,you should confirm your registration
'L'olcomplete registration for a iKnitoSpace account, please click the link by gOIng throw the given link in thﬂa"

http://172. 24 38 39/reqister?token=bb8d5d7 1ebb5b1699c8397bebdebestd

If you need assistance with your account, please email
info@iknito.com or call us at #3971 50 6407175.

The iKnitoSpace Team

As you confirm your registration and follow the given ... profile
hyperlink as described, you will be directed to the i = e = e
Create profile page to complete your profile details

[

E lll‘-lél’ Address:
A new user will have no particular privileges until he ¢
she receives some.

First Name:
Last Name:

Contact Telephone:

28



ChapterFour. Workflow User

In this chapter we will cover the followings:

Contextual Accesses
Top Level Scope (Homepage Level)
Communityand SubCommunity Level Scope
Collection Level Scope
Item Level Scope
Submissions
Administrative Accesses
ControlPanel
User And Policy Management (Access Control)
Content Administration
Registries
Statistics
iIKNiTO Space Statistics
Google Analytics
Curation Tasks
Tasks
Task Output And Reporting
Bundled Tasks

Anadministrator usehas thehighest level of authority. He or she car
do anything in th site and hasdifferent menu in the side bar of the
iIKNiTCSpace

Inthe homepage, th&€ ONTEXpart of this sidebar only contains the
Create Communitgption to enter the Create Community insinh
form.

The Administration User Interface gives different options on the left
side navigation menu thaaregular user interface, including:

T Communities/CollectionsLinks to the Communities and
Collections browse page from which you can start creating
Communities and Collections

E-People Create, edit or delete registered users
Groups:Create, edit or delete Groups offfeople

Items: Edit or delete Items and their Bitstreams

Metadata RegistryAdd new metadata fields

Bitstream Format Registrytpdate tte list of Bitstreams
(files) and their support levels recognizedikiNiTCspace

1  Workflow: Abort currently active workflow Items

=A =4 =8 -8 -4

MY ACCOUNT

Logout
Profile
Submissions

CONTEXT

Create Community

ADMINISTRATIVE

Control Panel
Access Control

People
Groups

Autharizations
Content Administration

Items
Withdrawn Items
Private Items
Import Metadata
Batch Import (ZIP)
Registries
Metadata
Format
Statistics
Curation Tasks
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9 Authorization: Create, edit or delete authorization policies at all levels
9 Statistics:View repository statistics

Site Administrators manage thiENiTOSpaceémplementation (except for hardware and software). Site
Administrators can:

Submit to any Collection

Access any restricted document or Collection

Create, edit, or delete Communities, Collections, Items,Bitetireams

Set up authorizations and permissions for all Communities and Collections
Create, edit, and delete-Beople, Groups, and additional Administrators

—m —a = _a _a
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Contextual Acesses

For adding new content identification into the repository, we can s€&ONTEX@Fart in the side bar
menu ofiKNiTOSpace In each scope of viewf the repository, thigart of menu will reconfigure its items
to maintainthe current scope.
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TopLevel 8ope(Homepage evel)

In this Segment we will cover the following:

Create Community

Edit Metadata for a New Top-Level Community

Create cormunity

Name:

Thereare some fields to complete the Short Description:
community creation process. As we can S¢
here in the figure, you can add the
community logo by uploading the proper
image in this form.

For creating communities, we can start
from any scope of the repository structure.
So, if we want to create a tepommunity
we should come to th&KNiTO5pacehome
page where we have th€reate
Communityoption on theCONTEXTfienu

part. [ s e o srsen

As thepreviousfigure showed, when you

go deeper in the structure you can create a

sub-community under a parent communtiy that is open in the current page.

Introductory text (HTML):

Copyright text (HTML):

News (HTML):

9 Fill out the forms as needed. Name is required. All other fields are optional.
9 Short DescriptionAppears on th&€ommunity List page below the Community name, and should
be one or two sentences of plain text describing the Community.
T LYGNRRdzOG2NE ¢SEGE /2LBNRAIKG ¢SEGY CASEtR&a N
1 Introductory Text , Copyright Text and News HEML fields, which means you should place text
in <p> </p>.
1 Upload LogoRelatively small logo sizes look best due to the design of the Collection home page.
9 Click Create or Update when done with changes.
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Community and SHECommunity Level &pe

Inthis Segment we will cover the followings:

Edit Community
Edit Community Metadata
Delete Community
Assign Roles
Curate
Export Community
Export Community Metadata
Create Collection
Create SulCommunity

So imagie you have browsed or viewed a community or

asub-community. Thisfigure shows the menu when a CONTEXT

specific community has been selected and isopenont g community

right pane ofiKNiTGBpace In this situation the Edit Export Community

ability is active for the selected community andijoave Export Metadata

many different options to maintain current commity of Create Collection

the repository inKNiTCSpace Create Sub-community
Edit Community

Confirm deletion for community 4

Edit(bmmunitylvletadata Are you sure community Egyptian National Knowledge Base should be deleted? This will delete:
. . Any collections in the community that are not contained in other communities
As we decribed above in the Any items and incomplete submissions in this community that aren't contained in other communities
. . . The contents of those items
previoussection any fieldhat we All associated authorization policies
have seen during creationrpcess,
we have in this window.

_ Edit Community: NotionWave
Delete @mmunity

By h|tt|ng the Delete Communlty Edit Metadata | | Assign Roles | | Curate
button in the Edit community window (= pesuisted g
we face this confirmation dialog as Administrators none
H H H C ity ad trat it b- it llections, and
shown in this figure assign management for those sub-communities or colections, n adciton, they decide

who can submit items to any sub-collections, edit item metadata (after submission),
and add (map) existing items from other collections (subject to authorization).

Edit authorization palicies

Assign BRles
In this window we can manage acces:
policies and groups to current
community.
By hitting the/ NJ | iut®iXyou can add a new group for managing the commurStyyou can
edit policies and members
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Curate

SFARCH TKNITOSPACE Curate Community: NotionWave
| | m Edit Metadata | | Assign ROIES| | Curalse|
Advanced Search Task:
| Profile Bitstream Formats v |
BROWSE
Allof IKNiTOSpace [ Queue | Retur |
Communities & Collections
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Export @mmunity

Here we can export the current community archive
iKNiTOSpace Home — Export Archive

SEARCH IKNITOSPACE Export Archive

The community was exported successfully. You should receive an e-mail when the archive is ready for
download. You can also use the 'My Exports' link to view a list of your available archives.
Advanced Search

As you can see the mentioned link is in the My Accountisidru.

MY ACCOUNT

And the resuk are accessable here after clicking on the link mentioned above:

IKNITOSpace Home — Export Archive

SEARCH IKNITOSPACE Export Archive

Available export archives for download:

item_export_2015_Dec_12_1_1.zip

Export community metadata
This part do the same gwevioussection but over the proper metadata.
CreateQollection

Creating a new collectionjigst likea subcommunity, when you have been opened a parent
community in the current page of the system.

Create SubCommunity

Creating a new subommunity, when you have been opened a parent community is just like the top
community creation as described earli@nth same fields and procedure.
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Collection Level ®pe

In this Segment we will cover the followings:

Add tem (Submit an item to a specific collection
Describe Item
Upload File(s)
Review Your Work
Distribution License
Edit Collection
EditCollection Metadata
Assign Roles and Submission Workflow
Content source andafivesting
Curate
Item Mapper
Export Collection
Export Collection Metadata

Add item(Submit an item to a specific collection)

When you enter a collectionaridéi Q& 2 LISy Ay GKS NAIKG LI yS
menu part will shape as the front figure.

Item submission

= - - I - I - -

Describe Item

Authors:

Enter the names of the authors of this item.

Last name, e.g. Smith First name(s) + "Ir", e.q. Donald Jr

Title:

Enter the main title of the item.

Other Titles:

If the item has any alternative titles, please enter them here.



In this situation, you can edit current collection or add a new item to this by clicking the hyper link

Yy I Y S Rsubmii a riéw item to this celttionQ A Y

collection of repository.

Describe Item

GKS NMX3IKI

LIyS 27

idKS

There are two stages to describing the itdmthe Item Submission window you can insert so many

different metadatas of the item you want to uploaéiltough, you have some steps to go. The main

part of these metadatas you will insert in the first view is the contgpe of the item.

Type:

Select the type(s) of content of the item. To select more than one value in the list, you
may have to hold down the "CTRL" or "Shift" key.

Animation
Article

Book

Book chapter
Dataset
Learning Object
Image

Image, 3-D

Map

Musical Score
Plan or blueprint
Preprint
Presentation
Recording, acoustical
Recording, musical
Recording, oral
Software
Technical Report
Thesis

Video

Working Paper
Other

As you can see in the figure below, there is 22 different cortgms of standard documents you
can append your repitory withiKNiTCSpaceplatform.

But you need to know, we can manage your new and special cotytpas and append them to the

current list that we thought already and prepared for you.

2 KSYy @2dz KII S M/ A XSBZYy DX y@$ o2y a
Tip!ClickéSave & Exéé (12 al @S &2dzNJ dzy FAYA&AKSR adz YA
b SE i sSatefithlOilork dnitlatet (12 O2YFANN® [ 221 F2NJ Of

submission process.
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Upload File(s)
I £ A OQhoaBefFiled (2 & e frBmdyiour GoMuter. If there is only one file to be uploaded,
AAYLI & NeEAWO (L T2 @ 2ddz KI @S Y2 NB { Wblgak 2 y & RT 02§ (h3/ d:
add additional file

[Descre [ oescrve [l upioes 8 - -
Upload File(s)

File:

Please enter the full path of the file on your computer corresponding to your item. If you
click "Browse...", a new window will allow you to select the file from your computer.

Choose File | No file chosen

File Description:

Optionally, provide a brief description of the file, for example "Main artic/e”, or
"Experiment data readings”.

LT &2dz OpldadRildsR: 28/2dx 6 Aff 2F8t EKEzyREXNBAZRt &2 dzNIL
FY20KSN TRrowSeE D2 A DSt PG aGKS FAES FNRY &@2dz2NJ O2Y
FTAf SaoNext AORS Py faf G KS ySOSaalfybBwisHta ferBode affile S 06 S
uploadedbymis I { Sz &St SOG (GKS FAES @2dz 6A&K (2 NBY2Q

6Remove Selected Iterfisd

Review Your btk
' YRSNJ SIFOK 2F GKS a5SaONROS LGSYE aSOirzyas @S
YSGIFRFGE FASE R&xEA A FOZAMSBIBI ® NBt y@1 OKI y3Sa o
LT &2dz ySSR (2 OKIy3S (KS YChricttbiedfthesty @54 24 A
allow you to return to the relevant [ Cescive I Descrve I Upioed I novicw P _
section to make changes. Be sure to
Of A O] Nex¥ BKA G@y
making any correctionjdo ensure

the changes have been saved. To 5 .
ate of Issue:
navigate through the Item =

Correct one of these

Review Submission
Describe Item

Title:
XGEZ

submission sequence, simply use the

ulboa tFoSttSRX &' i ien
that appear at the top of the Item =
Submission page.

rrect one of these

Upload File(s)
DspaceHeader.jpg - JPEG (Known)
Correct one of these

< Provious | Sove & it x>
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Distribution License
Once you have read the licenseA NESYSy i1z OKSO]l G KS IGranEthed SAA RS

Edit Collection

Editing window contains some talm®ncerningcollections We will explain thenhmere.

EditQollectionMetadata
Copyright extisa simpletext that will appear at the bottom of thedallection's home page, and that
applies to that Collection only.

Licensds the deposit license (the license that submitters must grant when they submit an item) for
this Collection. This will override the defaldiNiTOSpacdicense, and is used when a specific license
applies to that specific Collection only. If you leavis fleld blank, the site default license is used.
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