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Fact sheet: “Archived at”-box – pdf-files
The “Archived at”-box should be added to all documents if at all possble. Here are examples of how to do it in pdf-files. Other fact sheets treat how to do it for word-files, powerpoint-files and jpg-files. For other types, try for yourself and if you succeed, let the rest of us (editors) know!

Pdf-files

(it works in Adobe Acrobat Pro 2015, I don’t know about other versions)
Open the document with the box, either margin or footer, depending on where it fits best.

Open the View tab -> tools -> “prepare form”
Or choose Prepare form from the tools navigation pane
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The box will look like this:

[image: image2.png]Archived o EETSEITRIREIERS . O (/XX XX




Right-click on the box and click “copy” or click “Ctrl-C” to copy the box.
Open the document, where you want to put the box, click “Ctrl-V” to paste the box.
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Move the box to the top, foot, margin or where it fits best (for margin, use the box that is vertical).

Open the View tab -> tools -> “prepare form”

Or choose Prepare form from the tools navigation pane

Double-click the box. A new window opens. Click on the “General” tab (if it is not already open).
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 Enter the correct eprint id-number instead of “xxxx”
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Click the “Options” tab.

Again fill in the correct eprint ID-number instead of “xxxx”.
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Click on the “Actions” tab.

Highlight “Open a web link”, then click “Edit”.
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A new window opens:
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Enter the correct eprint ID number instead of “xxxx” and click “OK”.

Check that the eprint ID-number is correctly entered on tabs “General”, “Options” and “Actions”, then click “Close”.
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Save the file. To make sure not to lose the original file, use “Save as”, you can then give the new file an extension such as _1. 

When you open the new document, the box should look like this:
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Clicking the box will lead you directly to the eprint, however, this only works once the eprint is in the live archive.

All file types

On the eprint Details page, 
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View Item: [#32352] Innovative Research for Organic 3.0 - Proceedings of the Scientific Track
This item is in review. It will not appear in the repository until it has been checked by an editor.
Move to Repository Remove item (with notification) Return item (with notification)

Preview Details Actions History Issues
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under “Upload”, click “Edit item”.
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On the Upload page, click “Browse”, find the new file and click it, it will automatically upload.
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Click “Show options +”
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Enter relevant information, such as Content type, Language, Format, Visible to (= restrictions)
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Click “Update Metadata”
Delete the old file without box:
[image: image17.png]a4

Show options




A warning window pops up:
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Click “Remove”, then  click “Save and return”
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