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1. Introduction

This manual contains the most important information that is necessary to add and modify a
publication for upload to Repub. This manual is not specified for each faculty but explains all functions
which can be used. For example some faculties do not relate their publications to Research
Programs. In the authorisation the research programs will even not be visible for those faculties.

2. Logging in

e Log in via https://metis.ru.nl/federation/login/personalmetis

Om in te loggen heeft RIS (Acceptatie NG) | RU jouw
gegevens nodig

D drormst Booll 8020 Qegavens hode) om Doad 1 Mrnon Anctionmen D9 00ovens weaton vanut
Fouw ervtelier) vode) vorshied nas RIS (Accepiatie NG) | U v SURF comst

De volgende gegevens worden doorpestuurd nasr RIS (Acceptatie NG) | RU.
Eratenus Universitelt Rotterdam e s smamros iie!
Eoamaes  nnemiok tutongbou o
Orgwnats wurnd

Getenen©  AITotgoe ol

Ga jo akkoord met het doorsturen van deze vens?
| Ja, g3 doce naar R Accoptatie NG) | L1 | .

Jo gednakt al 1) Serainn via SURF conest i Dot DOt Cvaczht on 1 proetesonmatie, (£

e The first time you login, click on the blue button to continue. The Erasmus University

Rotterdam uses a safe authentication procedure managed by SURF Conext.

e The next time you login search your institution in the blank line.

Bearch fof &t wsiiuton &

s e =D
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https://metis.ru.nl/federation/login/personalmetis
https://www.surf.nl/en/services-and-products/surfconext/what-is-surfconext/surfconext-authorisation-rules/index.html

Erasmus Universiteit Rotterdam

Single Sign On Service

Username is: ERNA-ID (numbers+letters)

Password: known by the user

The start screen will now look as follows:

At

dr, J. Michae! & info

39 re

If your start screen shows the following message please contact your Faculty Metis

Administrator.
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https://www.eur.nl/en/research/research-matters/publishing/research-information-systemmetis/contact
https://www.eur.nl/en/research/research-matters/publishing/research-information-systemmetis/contact
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3. Start screen

The Personal Metis start screen contains the publication list of the researcher who is logged in.

ragster

overview

The menu bar contains the following menu items:
Register: enter new publications
Overview: Result overview

Profiles: make any modifications to make them visible via the People Pages

.. ~ Y dgr. ). Michasl & Info = &3

results | profiles

Export: export overview of publication list (you will then see lists in various formats, such as
APA, RIS format, Vancouver).
Filter & Sort: Filter and sort your publication list.

Userguide: Manual Personal Metis

4. Register a new Publication

4.1 Check if publication is already registered

e First check in the result overview whether the relevant publication is already registered (e.g.
by a co-author) by entering a (part of the) title after using the “ CTRL F” combination.

4.2 Select Result Category and Audience

e Click on Add Result
o Result Category: Select a result type from the selection list of various result types. The External
Classification is stated between brackets i.e. the audience for which the publication is intended

is displayed.
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https://www.eur.nl/en/research/research-services/publishing/register-and-upload-your-publication

e Status: Select the status of the publication (Work in Progress or Published)

4.3 Add authors and select work relationship

e Add authors by typing in an empty line followed by the Enter key.

e If an author is not available in Metis, the following notification will be displayed:

x

This is a new researcher or author in Metis.

add cancel

Q

e Select cancel and search using the button by entering any variants on names (maiden
name, part of a surname etc.). If the author still does not appear, add the name via the add

button in the figure above. Normally this situation only applies to external researchers.

e Check whether your work relationship is correct by clicking on the symbol with the letter i
Authors can be linked to multiple faculties or CAP groups. Use the Show all button to check the

work relationship.
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and Commmunication
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and Communicatian
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4.4 Add bibliographic information (DOI)

DOls are in wide use mainly to identify academic, professional, and government information, such as
journal articles, research reports and data sets, and official publications though they also have been
used to identify other types of information resources, such as commercial videos.

For de University Library the DOl is an important identifier to identify the correct bibliographic
information.

e If present add the DOI of your result as shown in the field below.

e Add an URL of a website (optional)

+ + Note: The Handle from our Repository Repub will be automatically added within a few days
"~ after uploading your fulltext to Repub.
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4.5 Add research program

e Click on Add Research

Add results & researchers...

Add ressarch..

e The following screen will appear. Searching is possible in different ways, but the easiest way is
clicking on the Show button of my research. In the example below two different programs are shown

and they refer to research programs earlier used by the researcher himself.

Search resoarch by title and id

‘|
o Select Fellow Research to see different research programs used before by researchers of the same

faculty.

how
J research fellow researchers -
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To search in All Research type EUR to get all research programs related to the Erasmus University

Rotterdam or type EMC for Erasmus MC.

270 alt research

va

e Select the correct research programme.

5. Consult publications

Double click on a publication from the list to view and/or modify it. Move your mouse over the
symbols to see balloon tooltips containing more information.

2018

Article/Lettor Ta The Editor

s . 8 ; ; ‘ : . : : " ‘ . 5 . o : 2 @
i

a8

=
Indicates that you tutor this publication
Indicates that the result is work in progress

I-,"
. Indicates an editable result
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IE Links to the full text of the publication. If a full text publication is not available yet in the
Radboud Repository, this button links to the publisher's website

Refers to the possibility of uploading a full text version of the publication to make it visible in
the Erasmus University Repository and also on your profile.

Double click to open the publication. The researcher can modify publications that have the status
Work in Progress or Published. Publications with a status called Validated have already been checked
by the faculty administrator. These publications can only be consulted.

6. Relate results to other results

It is possible to relate existing results to other results. All result types can be selected. For example it's

possible to relate an article to a dissertation or an article to another article.

e Select aresult in the overview list to attribute to another publication.

.. - o Msc C.M. Koolhaas & info

+ addresult | B export | profites | Y T filter sort

: B @

k®

e Click on add results

Add results

o Filter on title, result type, DOI or publication year (optional)
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e Select the publications that are related to the dissertation.

e Click on connect selected results

Msc CM. Koolhaas

= 2dd result n ovarview userguide

Koolhsas BQ

Results found for above search criterls @

1 my results

l connect selected rasults ]

l ConNect seiectes rasuits ’

7. Upload to RePub

In the framework of the open access policy, it is required to upload the final author’s version of your

scientific article to Erasmus Repository RePub via Personal Metis. The full text will be assessed by the
university library and supplemented with bibliographic details. It is also necessary to include the DOI of

an article in the publication details in Personal Metis.
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http://www.vsnu.nl/meer-impact-met-open-access/de-weg-naar-open-access.html

.« |mportant: Ensure that the DOI is entered in Personal Metis, before uploading a publication to

S

Repub. Only then, after the assessment and incorporation of the full text in the Repository, a

- handle will be sent to Personal Metis. This handle will also be clickable in the list of publications

on the researcher’s people pages.

4+ register | G consult [/ edit | 2= overview

info delete previous mext copy s3ve

» Type
result category Article [Academic] v
status Validated v

= Authors

name initials prefix ti

1 ¥ || Koopman EM.

= Bibliographic description

title Effects of "literariness” on emotions and on empathy and reflection after reading

publication year 2018 report year 2016 language English
journal Psychology of Aesthetics Creativity and the Arts (print) (o} open articlain toll access
ISSN 1931-38%6

volume 10 iszue 1
starting page a2 till | =3 number of pages article number

DOl 10.1037 faca0000041 E

URL

Handle from

Institutional

repository

[Repub])

Upload your full text in PDF format. If you have questions please contact the university library.

L upload full test | . .
e Byclicking on the upload button in the menubar Follow the screens if you wish

to enter your publication on the RePub site that follows.
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mailto:repub@eur.nl

Submit a publication to RePub

Submit a Publication {Metadata)

FLol canon Type

Other Putdicaton Type .

Putcation Type Oesompnon

S0k (meew

Fechnology 3 role in the commmption of fove

50D Tite

Putsication Dav*

2007-03-08

Aunthoris)

| IR NN lreles %

Submit a Publication {Upload)

| At

[ 20 ® Wt

Submit a Publication [Upload)

Oprtamt Detiasge Dat

MY
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Submit a Publication (Ugload)

e To add more than one file click on the Add files button.

Subimit a Putlication (Contact)

e |

Submit a Publication (Done!)

If the university library has included the publication in the repository, the URL (URL, IR) will be shown

in the Metis edit screen at the bottom of the publication. In the consultation screen you can use this icon

|
IEI to view the uploaded versions.

=+ registreren | (& raadplegen / wijzigen = metiz handleiding logout

Resultaten overzicht 2 resultaten
Koopman, E.M. (2018). Effects of "literarinezs" on emotions and on empathy and reflection after reading. Psychology of Aesthetics Creativity ond the ®
Arts (print), 10 {1), 82-58_ doi: 10.1037 /aca0000041

Koopman, E.M. (2018, september 30). Reoding Suffering : an empirical inguiry into empathic ond reflective respanses to literary norratives. EUR | @
ERMeCC) Prom_fcoprom.: prof.dr. M.S.5.E. Janzzen, E Andringa & F. Hakemulder.
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8. Link to Promas (people pages)

You can connect directly to Promas via Personal Metis, without having to log in again.

e Click on ‘Profiles’.

esults | profiles

& oxport ¥

<met

u.m-mlé. >?em-m-l profiles >

prof.dr. EXA. van Doorslsar & info

usergusde

CUTIOTY GPeN  ECAATILS SONO0Y OF HIRTN. JieTe 200 Comminead

Watls Dwurvmn  Uswigeds  Logout
Probim (<]
Pt | i
. “rwe by At vy

Prolsan e spenescs

YEAR DESCENDING ¥

Largiazm
save all | reset
Egwcason
Tasmarss Fhow Ky
Feveca! expenan ¢ VAcxeme
v O 100 BRSO HOW (A0 w6 Rl Feapie 10

Presenany Oremeaian 4
memlentes - mpagnLiiass
> nar
o prancm

@ IR Wt
St
e P .

8JR Ward
S0P 30N, Sooeegy Doy,
shpe i crg a0, 117 1 v

¢ JR W@

At o Dt 7

WO AW P ST

NOT e Y

S BI0m of JBY Ot Veas. A rawtw 06 3 33T

T2 e
820
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= ot 201, WO NV IO DI M I W S IR 1T VY
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gy O
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v
aking mctsle
24059 g0k e
= JR W (2006, S0ptamoer £1) AAE St DS (eseae) | Lismg Sooadhe wniing
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- AL Cutrmrer mrrwrmns et et orasartune weo Caldsrice e

Erasmus University Rotterdam

About EUR

Rescarch

Education

ogtemmes

Soucko Crasmus

Prizes and de

Study in Rotterdam >

+ Bachelor programmes

r Masar progrsnimes

News

Warking at Contact Q

¢

- gl

rsity

Campus

Working st Erasmus University > Research >

' Vacancies » Erasmus inidatives

» PRD positions ) Putilicaeons *
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Erasmus University Rotterdam /6-2‘/«9

Education Research About EUR Woaorang st  Campus  News Contact Q EN NL

Organisation

Eranmus Schoel of

Ecanomics

Schocl of History

Culture and

dr, (Chris) CE
Aalberts

(Zlhlﬂ)lAMn.l
()
» Young Erasmus Academy .\ !

ol
dr. (Robbers-Jan) dr.lr. (Nlels) NAH
a RJ Adriaansen Agatz

dr. (Anette) AM
Aalto

(Ayman) AAM
Abdgxgh_qgjﬁ_c
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Erasmus University Rotterdam /6-:./‘«.9

Education Research About EUR Workingat Campus News Contact Q EN =

dr.
(Janna) J Michael

Telephone More Information

Emas

Address

Visiting address

& &0 C Bstening. Within the projec ot lange. asering e Uste S-S by
muc performances i axpiored for 112 potential to manmize the ethical rnpact of confromatons

Read more

Please note: After entry, publications are not immediately visible on the people pages. The personal
Page update runs four times per day (5:00, 11:00,17:00 and 23:00).
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