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Step 1: 
Go to the USP Electronic Research Repository (http://repository.usp.ac.fj )  
 

 

 
Step 2:  
Click on “Login” at the top right hand corner. 

http://repository.usp.ac.fj/
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Step 3:  
Enter your staff username and password.  
 
[NB: Depositing publications are only permitted by Staff. Students must 
contact the Research Office should they wish to deposit their student papers .]  
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Step 4:  
To enter a publication into the repository click on “Manage Deposits”, this will 
show you your USER Workarea  
 
Click on “New Itemȱ to begin your deposit 
 

 
 

Step 5: ITEM TYPE 
Select the type of publication that best suits your article and then click on “Next” 
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Step 6: UPLOAD 
Upload document(s) if available. It  is recommended that you click on the link 

provided: “SHERPA RoMEOò, to ensure that you do not violate any copyright 
policies of the publisher or regulations restricting this article from public access.   
 

 

 
Select document by clicking on “Choose Fileȱ then “Upload” document 
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Before clicking “NEX4ȱ make sure that the “6ÉÓÉÂÌÅ ÔÏȱ option corresponds to 
SHERPA RoMEO’s publisher policies.  
 

 
 
 

Step 7: DETAILS 
Fill in all publication details especially those with the red stars. The boxes “?” on the 
right hand side helps you to understand what information is required for each item. 
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Step 8: SUBJECT 
Select the relevant subject fields by clicking on the ȰϹȱ icon  and then add the 
appropriate fields.  
 

 
 
You can choose multiple subject fields.  
Click “.%84ȱ once you have selected all the relevant subject fields. 
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Step 9: DEPOSIT 
Once you are satisfied with your entry and you have read the terms of the 
agreement provided, you can click on “Deposit Item Now” to put the entry under 
review. This entry will be vetted by the Research Office before it is put on live. 
 

 
 
Notes: 
× Once you have deposited your publication, you will not be able to make any 

more changes to your entry. If you wish to amend your entry after depositing, 
please contact the Research Office and we will be able to make the changes for 
you. 

 
× Should you be required to provide more information you will be notified by 

the Research Office via email or the entry will be returned to you so that you 
can make the required amendments before re-depositing. 


