Entering & Editing

How to edit and/or publish an entry in SERVAL

Create new record via an identifier (DOI/PMID)

Create a new record manually

Editing a record (advanced entry)

o Publishing of a draft record

o Adding and/or correcting metadata

o Adding of a full text and/or secondary documents

o Adding and/or correcting links (to persons, units and/or groups)

o Changing the type of a record

e Deleting a publication

e Depositing a thesis in Serval




How to edit and/or publish an
entry in SERVAL

https://www.youtube.com/embed/G1rzIC5H|DY

The advanced entry (edit) of a record allows in particular:

1. the publication of a notice in draft form;

2. the addition and/or correction of associated metadata;

3. the addition of a full text and/or secondary documents;

4. the addition and/or correction of the links assigned to the record (to persons, units and/or

groups)

It can be accessed by editing an existing record (draft or public state):


https://www.youtube.com/embed/G1rzIC5HJDY
https://wiki.unil.ch/recherche/books/entering-editing/page/publishing-of-a-draft-record
https://wiki.unil.ch/recherche/books/entering-editing/page/adding-andor-correcting-metadata
https://wiki.unil.ch/recherche/books/entering-editing/page/adding-of-a-full-text-andor-secondary-documents
https://wiki.unil.ch/recherche/books/entering-editing/page/adding-andor-correcting-links-to-persons-units-andor-groups
https://wiki.unil.ch/recherche/books/entering-editing/page/adding-andor-correcting-links-to-persons-units-andor-groups

or by pressing “Edit” in the revision step when creating a new record (entered with or without
an ID):






Create new record via an
identifier (DOI/PMID)

https://www.youtube.com/embed/9HZ7EmC8U20

Form

The creation of a new record is done in three steps on the same screen:

1. Retrieving data from the identifier
2. Linking people and units
3. Adding of the full text of the publication (PDF)

1. Enter the institution and the identifier

Please enter the institution where the research was conducted (UNIL/CHUV or external) (1), the
identifier (DOI/PMID) (2), and click on “Retrieve data” (3).


https://www.youtube.com/embed/9HZ7EmC8U2o

2. Link to persons and units

Then enter links to the authors and units where the research leading to the publication was

conducted.

Proposals (if found) will be displayed after data recovery from the identifier (1). When you check
the authors’ boxes, their units will automatically be added to the “Unit(s)” field (2).



If an author of the publication has not been found automatically, you can add them by using the
“Search manually” button (3).

Add a unit by typing its name directly into the “Unit(s)” field (2). You can also add a research
groupe by typing its name directly into the “Team(s)” field (4).

Manually linking persons to the record

In the pop-up screen, type the name and/or the surname and/or the identifier of the person you are
looking for (1) (less is more!) and click on “search”.

Once you find the person you were looking for, click on the “+” symbol next to their name, and the
link will be added to the record.



3. Add the full text (PDF of the publication)

Then add the full text of your publication in order to archive and share it (if possible).

To know your rights and obligations regarding the self-archiving of a copy of your publication,
follow the links provided in the “Information” field.

Then check the “Copyright” box (1) and press “Add PDF” (2).



You can then browse your computer and choose the PDF to add.



Choose the version of the manuscript you are submitting (in case of doubt, consult this link) and
the visibility of the document (restricted UNIL, public or under embargo). If you choose “under
embargo”, a calendar is displayed in the “End of embargo” column to be able to specify the end
date of the embargo. You also have the possibility to define the document’s license, if you know it.

Continue and verify

Press “Continue”. You will be redirected to a verification screen to control the data retrieved from
the identifier and the links you added.


https://www.unil.ch/openscience/en/home/menuinst/open-access/how-to-publish-in-open-access.html

You have the choice of saving the record (draft), publishing it, or editing it to complete or correct it.

Warning: if you publish a record and it contains a full text, it (the PDF itself) can no
longer, in principle, be modified or deleted, while the metadata will still be editable. So
think carefully before publishing a notice that contains a full text.



Create a new record manually

https://www.youtube.com/embed/1zJtNsRAwqU

% requis ou recommandé pour Google Scholar | 2 : recommandé pour Google

These badges indicate the fields that should be completed for your publication to be properly
indexed by Google Scholar and Google.

The creation of a new record is done in three steps on the same screen:

1. Entering bibliographic information about the publication
2. Linking people and units
3. Adding of the full text of the publication (PDF)

1. Entering bibliographic information

Please enter:

1. the type of publication;

2. the institution where the research was conducted (UNIL/CHUV or external);
3. the title of the publication;

4. the persons associated with the publication. Use the drop-down menu (7) to specify the role of
the person (author, co-first author, scientific editor, etc.). Use the “add a person” button (8) to add
other persons to the record;

5. The title of the journal (for articles);

6. The language(s) of the publication.


https://www.youtube.com/embed/1zJtNsRAwqU
https://wiki.unil.ch/recherche/uploads/images/gallery/2024-02/capture-decran-2019-11-12-a-11-42-18.png

These are the minimum metadata necessary to create the record. You will have the opportunity to
add more in the next step (Continue and verify).

2. Link persons and units

What are links for?

e They allow you to link your publications to your profile (which will be displayed in your
Unisciences page).



e They also allow you to assign your publications to the unit where you conducted the
research on which your publications are based. The Unisciences page of your unit will thus

also be complete.
e You can also link your co-authors, who can then also take control of the record and

possibly complete it.

Link the persons and the units where the research leading to the publication was conducted.

Proposals for links to persons (if found) will be displayed following the completion of the
“Person(s)” field (1). When you tick the authors’ boxes, their units will automatically be added to
the “Unit(s)” (2) field.

If a person has not been found automatically, you can add them by using the “search manually”
button (3).

Add a unit by typing its name directly into the “Unit(s)” field (2). It is also possible to link the record
to a search group by typing its name directly into the “Team(s)” field (4).



Manually linking persons to the record

In the pop-up screen, type the name and/or the surname and/or the identifier of the person you are
looking for (1) (less is more!) and click on “search”.

Once you find the person you were looking for, click on the “+” symbol next to their name, and the
link will be added to the record.



3. Add the full text (PDF of the publication)

Then add the full text of your publication in order to archive and share it (if possible).

To know your rights and obligations regarding the self-archiving of a copy of your publication,
follow the links provided in the “Information” field.

Then check the “Copyright” box (1) and press “Add PDF” (2).



You can then browse your computer and choose the PDF to add.



Choose the version of the manuscript you are submitting (in case of doubt, consult this link) and
the visibility of the document (restricted UNIL, public or under embargo). If you choose “under
embargo”, a calendar is displayed in the “End of embargo” column to be able to specify the end
date of the embargo. You also have the possibility to define the document’s license, if you know it.

Warning: if you publish a record and it contains a full text, it (the PDF itself) can no
longer, in principle, be modified or deleted, while the metadata will still be editable. So
think carefully before publishing a notice that contains a full text.


https://www.unil.ch/openscience/en/home/menuinst/open-access/lopen-access-quesaco/how-to-publish-in-open-access.html

Continue and verify

Press “Continue”. You will be redirected to a verification screen to control the data retrieved from
the identifier and the links you added.

You have the choice of saving the record (draft), publishing it, or editing it to complete or correct

it.




Editing a record (advanced
entry)



Editing a record (advanced entry)

Publishing of a draft record

https://www.youtube.com/embed/G1rzIC5H]DY

Access the editing (advanced entry) interface of the record in question by pressing the blue
chevron (1) in the “Details/Edit” column, then press “Edit” (2).


https://www.youtube.com/embed/G1rzIC5HJDY

Once in the advanced entry screen, press “Publish”.



Your record is now in public:






Editing a record (advanced entry)

Adding and/or correcting
metadata

https://www.youtube.com/embed/G1rzIC5H]DY

Go to the editing (advanced entry) interface of the record in question by pressing the blue chevron
(1) in the “Details/Edit” column, then press “Edit” (2).


https://www.youtube.com/embed/G1rzIC5HJDY

You are directed to the advanced entry (editing) interface with all its sections deployed:

Filling in the form with an identifier;

Mandatory or recommended metadata;
Documents (full text and secondary documents);
Optional metadata.

W



Each section can be deployed or condensed using the chevron to the left of the section name:



You can complete or correct the data in sections (2) and (4). If an identifier had not been used to

create the record (but exists), then you can complete the metadata using section (1). Warning:
existing metadata will be overwritten.

Don’t forget to save your changes by pressing the “Save” button at the top right or bottom of the
screen.



You can cancel the changes at any time by pressing the “Go back” icon.



Go to top


https://wp.unil.ch/infoserval/archives/1758?lang=en#top

Editing a record (advanced entry)

Adding of a full text and/or
secondary documents

https://www.youtube.com/embed/DZ8gWoUDa8Q

Go to the editing (advanced entry) interface of the record in question by pressing the blue
chevron (1) in the “Details/Edit” column, then press “Edit” (2).


https://www.youtube.com/embed/DZ8gWoUDa8Q

You are directed to the advanced entry (editing) interface with all its sections deployed:

Filling in the form with an identifier;

Mandatory or recommended metadata;
Documents (full text and secondary documents);
Optional metadata.

P wWwhH



Each section can be deployed or condensed using the chevron to the left of the section name:



Go to section (3), Documents.

In this section, you can either add a full text (or secondary documents) if there were none yet, or
correct the metadata associated with the documents.

Adding a full text (PDF) or secondary documents

To find out your rights and obligations regarding the self-archiving of a copy of your publication,
follow the links provided in the “Information” field (1).

Then check the “Copyright” box (2) and press “Add PDF” (3).



You can then browse your computer to choose the PDF to add.



Then choose the version of the manuscript you are submitting (in case of doubt, consult this link)
and the visibility of the document (restricted UNIL - by default -, public or under embargo). If you
choose “under embargo”, a calendar is displayed in the “end of embargo” column to be able to

specify the end date of the embargo. You also have the possibility to define the document’s
license, if you know it.

Correction of metadata associated with a document

You can also modify the metadata associated with a document:


https://www.unil.ch/openscience/en/home/menuinst/open-access/how-to-publish-in-open-access.html

Correct the metadata: the version of the manuscript you are submitting (in case of doubt, consult

this link) or the visibility of the document (restricted UNIL - by default -, public or under embargo).
If you choose “under embargo”, a calendar is displayed in the “end of embargo” column to be
able to specify the end date of the embargo. You also have the possibility to define the document’s
license, if you know it.

Don’t forget to save your changes by pressing the “Save” button at the top right or bottom of the
screen.


https://www.unil.ch/openscience/en/home/menuinst/open-access/how-to-publish-in-open-access.html

You can cancel the changes at any time by pressing the “Go back” icon.






Editing a record (advanced entry)

Adding and/or correcting links (to
persons, units and/or groups)

https://www.youtube.com/embed/dBa80w55g0c?feature=youtu

Go to the editing (advanced entry) interface of the record in question by pressing the blue chevron
(1) in the “Details/Edit” column, then press “Edit” (2).


https://www.youtube.com/embed/dBa8Ow55gOc?feature=youtu

You are directed to the advanced entry (editing) interface with all its sections deployed:

Filling in the form with an identifier;

Mandatory or recommended metadata;
Documents (full text and secondary documents);
Optional metadata.

W



Each section can be deployed or condensed using the chevron to the left of the section name:



Go to section (2) where the links are located:



What are links for?

e They allow you to link your publications to your profile (which will be displayed in
Unisciences).

e They also allow you to assign your publications to the unit where you conducted the
research on which your publications are based. The Unisciences page of your unit will
therefore also be complete.

e You can also link your co-authors, who can then also take control of the leaflet and
possibly complete it.



Link people to the notice with automatic proposals

Proposals for links to people (if found from the names in the “Person(s)” field (1)) will be displayed
by pressing the “Search automatically” button (2). When you tick the authors’ boxes, their units
will automatically be added to the “Unit(s)” (4) field.

Adding a unit is done by typing its name directly into the “Unit(s)” field (4). It is also possible to link
the record to a search group by typing its name directly into the “Team(s)” field (5).

If an author of the publication has not been found automatically, you can add him/her by using the
“search manually” button (3).



Manually link people to the record

In the pop-up window, type the name and/or first name and/or ID of the person you are looking for
(1) and click on “Search”.

Once you have found the person, click on the “+"” symbol next to his name, and the link will be
added to the record.



Don’t forget to save your changes by pressing the “Save” button at the top right or bottom of the
screen.



You can cancel the changes at any time by pressing the “Go back” icon.






Editing a record (advanced entry)

Changing the type of a record

Go to the editing (advanced entry) of the record in question by pressing the blue chevron (1) in the
“Details/Edit” column, then press “Change Type” (2).




Choose the type of publication (1) in which you want to convert this publication. The “Before”
(2) and “After” (3) fields allow you to see the changes that will be made during the conversion.
Once you are sure of your choice, click on “Continue” (4).

Adapt the metadata to match the new type selected. Then click on “Save” to save the type change
and metadata changes.






Deleting a publication

Go to the editing (advanced entry) of the record in question by pressing the blue chevron (1) in the
“Details/Edit” column, then press “Change Type” (2). Only publications in the “Draft” state
can be deleted.
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Depositing a thesis in Serval

1. Introduction

Entering the thesis into Serval is a compulsory step in obtaining the doctorate degree. This process
helps to preserve and enhance the value of doctoral students' research work. You will find all the

information you need to obtain a doctorate in Directive 3.10 issued by the UNIL Direction.

You can also review the thesis distribution conditions (link).

This guide will take you through the various stages of submission, from creating an account to the
final submission of your thesis for validation.

2. Access to Serval

To view the repository: Interface publique for people from outside UNIL.

To enter publications: If you are a member of UNIL, you can access it through the public
interface by clicking on the “connect” icon in the top right-hand corner of the page.

Capture d'écran 2019-04-25 a 15.56.36-resize720x192.png

You can also do this through MyUnil by clicking on the icon at the top right of your personal page.

MyUNIL _SERVAL-resize720x124.png

If you do not have access or cannot see the “Enter” button (+) at the top right of the page, please

contact serval help@unil.ch

3. Enter your thesis

Start data entry

To begin, click on the “Enter” button to access the deposit form.


https://www.unil.ch/central/fr/home/menuinst/organisation/documents-officiels/textes-legaux/directives-internes-de-lunil.html
http://serval.unil.ch/
http://my.unil.ch/
mailto:serval_help@unil.ch

Informations sur les derniéres modifications

Admin Ai Importer Ajout prop. Notifications

Mes publications (auteur-e) Recherche libre : titre, auteur-e, mots-clé, etc.. m >S‘>
Partager

N

Détails/Editer Type/institution Visuel Reference Visibilité Modifié leLiens Action@ 0
Auvcun résultat na éteé trouvé, Vieuillez réessayer en modifiant vos critéres ¢

Détails/Editer Type/institution Visuel Référence Visibilité Modifié leLiens Action@ 0

A pop-up window appears, asking you to select “No identifier”.

La publication a-t-elle un identifiant (D01, PMID) ?

Oui Mon

Then, in the simplified entry interface, first choose the “Thesis (PhD)” type, then press “Advanced
entry” to enter all the necessary details.

srequis | % : requis ou recommandé pour Google Scholar | *% : recommande pour Goagle

Saisie manuelle

1. Informations bibliographiques (métadonnées)

Thése (doctora Thése: thése de doctorat
Institution UNIL/CHUV .
.T\L.re. Titre

Personnels) . . |
* Auteur-g Nom(s] Prénomls)

Ajouter une personne

Enter metadata (bibliographic information)

Please enter the mandatory or recommended metadata:

1. Home institution: choose UNIL/CHUV ;
2. The complete title of the thesis;


https://wiki.unil.ch/recherche/uploads/images/gallery/2024-10/1.png
https://wiki.unil.ch/recherche/uploads/images/gallery/2024-10/mYocapture-decran-2024-10-04-a-10-57-24.png
https://wiki.unil.ch/recherche/uploads/images/gallery/2024-10/capture-decran-2024-10-04-a-10-59-10.png

3. Persons associated with the thesis (author, thesis director, etc.), using the “Add a person”
button if necessary.
4. Don't forget to include your director (and possibly your co-director) too.

~ Metadonnees obligatoires ou recommandees

Type Thése [doctorat)

Institution

Titre ™

Personnels)
’ _. s Crespo —

4 Crespe Micaela

'I:I'.Il:l uter une F'Ef'.'- anne

Duplicate Check

When you enter the title of your thesis, Serval automatically checks for potential duplicates in the
repository. If a publication derived from your thesis (such as an article or a book) has a similar title,
Serval will pause the entry process to alert you to a possible duplicate.

Before proceeding, verify whether the existing record refers to a different publication rather than
your thesis. If it does, click « There is no duplicate. Resume editing" to continue.

La publication

Champ Valeur

Titre Test

Est un doublon potentiel de ...

Détails Référence Visibilite Liens Action
. kest Auteur-e: ecrssp Vous pouvez éditer cette
test (edsJtest , 2007, test. Institution: Production publication.

[serval:BIB_AS7FF47C1510] externe

test

Détails
1D Serval
serval:BIB_AS7FF47CI510

Type

Viwra: 1in lives ek ann editanr

Adding links

It is important to link the author and supervisor to the thesis (which will appear on their
Unisciences pages) as well as to the research unit where you carried out your work. This
contributes to the visibility of your work within the institution and research teams.

Use the “Links” field to search for and link authors, thesis directors and research units. If a person
is not found automatically when you add him/her in the “Person” field, you can add him/her
manually using the appropriate button.


https://wiki.unil.ch/recherche/uploads/images/gallery/2024-10/capture-decran-2024-10-04-a-11-05-37.png
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To manually search for a person, simply enter their name, then press the “+” button once the
person has been found.

hanm [ crespd
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Fill in the rest of the metadata:

Faculty with which you are affiliated;

Editorial status (Accepted);

Enter the date of the public dissertation defense in the "Publication Date" field ;
Language;

The abstract of your thesis (recommended to improve the indexing of your thesis) ;
Keywords;

o s wWwNH



https://wiki.unil.ch/recherche/uploads/images/gallery/2024-10/capture-decran-2024-10-04-a-11-13-36.png
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Faculte ™
Statut ) en redaction (@ 2ceeptee 2 Date de 10/MMAAAAL 3
éditaria publication
Langue(s] ’ Languels] 4
Fesume Résumé 5
g

Mots-clas ATPace: Cation binding site: Valtage desendence: Proton conductance: Site-directed mutapen

ATPase; Cation binding site; Voltage dependence; Proton conductance; Site-directed mutagenesis 6
ool 10.1007/500232-006-0035-0

Upload PDF of your thesis

To finalize the deposit, you must add the full text of the thesis in PDF format. UNIL's Directive 3.10
requires that the cover page and imprimatur be added to the PDF. Please ensure that these
documents are added to the PDF of your thesis before submission.

Modifying the document after submission is difficult. Please ensure with your
supervisor that the file you are about to submit is acceptable (image resolution,
corrections, etc.).

To finalize the deposit, you need to add the full text of the thesis in PDF format. Click on “Add PDF”
to download the file from your computer. Remember to accept the proposed clause (1), which is
mandatory for adding a document. Once this has been done, the following fields will appear:

-~ Documents

Informations Conseils personnalisés pour le dépat du bexbe intépra
Draits Lacceptation de la clause ci-dessous esk obligatoire avant de pouvair ajouter des docurents.
dauteur-e J

En publiant le contenu intégral, je (lauteur-e ou son/sa agent-e avec [accord de lauteure) déclare avoir pris connaissance des conditions du cortrat lié aux droits dauteur-es et

respecter les conditions des éditeur-rices.

Texte intégral (7)

Fichier Wisibilite ™ 2 Fin dembargo 3 Licence 4 Action

. pdf_test_couleurs pdf . i_' |I1|

1. The version of the full-text document must always be the version after imprimatur.
2. Remember to select the document visibility:
e Restricted UNIL (default - accessible only to authenticated UNIL personnel) ;
e Public ;
e Under embargo (accessible only to authenticated UNIL personnel until the end of the
embargo);
3. If you have chosen an embargo, select the end date;
4. And don't forget to select the appropriate license for distribution of the document,
depending on potential third-party rights.


https://wiki.unil.ch/recherche/uploads/images/gallery/2024-10/capture-decran-2024-10-04-a-11-18-08.png
https://wiki.unil.ch/recherche/uploads/images/gallery/2024-10/capture-decran-2024-10-04-a-11-32-09.png

Licenses

In general, the thesis is uploaded to Serval under a Creative Commons Attribution 4.0 International

license (CC BY 4.0 - https://creativecommons.org/licenses/by/4.0/) or another Creative Commons

license of the author's choice, so that any interested user can access it.

Les licences Creative Commons

Utilisation Adaptation Utilisation Modification
Partage Modification commerciale de licence

® - Utilisation commerciale autorisée
- Modifications ou remix autorisés

- Utilisation commerciale autorisée
@ @ - Modifications ou remix autorisés
+ Les versions dérivées de 'ceuvre doivent
conserver |a licence originale ou compatible
® @ «+ Utilisation commerciale NON permise
- Modifications ou remix autorisés
- Utilisation commerciale NON permise
@ @ @ - Modifications ou remix autorisés
- Les versions dérivées de 'ceuvre doivent
conserver la licence originale ou compatible
@ @ - Utilisation commerciale autorisée
« Modifications ou remix NON permis
® @ @ - Utilisation commerciale NON permise
- Modifications ou remix NON permis
® BY (attribution to the @ S (Share Alike) @ N‘ (Non Commercial) @ N D (No Derivative
creator) works)

TRES LIBRE

Q O Q@
Q QO Q@

NON LIBRE

ATTRIBUTION PARTAGE DANS POUR USAGE PAS DE MODIFICATION
Vous pouvez retenir, LES MEMES CONDITIONS NON COMMERCIAL Vous pouvez retenir,
réutiliser, réviser, remixer Vous pouvez retenir, réutiliser, Vous pouvez retenir, réutiliser, réutiliser et redistribuer.
et redistribuer. réviser, remixer et redistribuer. réviser, remixer et redistribuer. Aucune modification
L'auteur doit &tre cité Partage sous licence compatible Pour usage non commercial permise

les conditions de la Licence Creative Commons

RESSOURCES EDUCATIVES LIBRES pour I'ensemble de ces licences. Attribution 4.0 International.

o ¢, fabrique REL L'auteur de I'ceuvre doit étre cité en toutes circonstances Gette ceuvrs ast mise & disposition sslon

https://www.youtube.com/embed/MKX7W3mcgls?si=tn7tkSiPh0pQUPcO

If third-party rights, such as those of publishers or co-authors, prevent distribution under a Creative
Commons license, the author may grant UNIL a simple (non-exclusive) and free license to put the
thesis online in the institutional repository after the end of any embargo (choose “all rights
reserved”).

4. Save or submit your thesis

To finalize the process, please press the “Submit” button at the bottom or top of the page. The
thesis will then be submitted and processed by BCUL.


https://creativecommons.org/licenses/by/4.0/
https://wiki.unil.ch/recherche/uploads/images/gallery/2024-10/cc-by-fabriquerel2.png
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