[bookmark: h.q3ov1syw0qge]Introduction
The purpose of this document is to summarize the most important details needed by your ALA organization and its leadership team to deposit your organizational documents into the ALA Institutional Repository (ALAIR). The usefulness of ALAIR to its ALA constituencies and other repository users depends entirely upon the quality of the data you submit. These guidelines not only walk you through the process of submitting to ALAIR, but also help you to describe the materials so that ALAIR users understand the context of your submissions and their relationship to other ALAIR materials. The ALAIR website does timeout after less than an hour of idle time. You may need to login again if you take a break before completing your submission.	Comment by Craig Boman: Make note somehow that as fields are added to the submission page, these instructions need to be updated.
[bookmark: h.nyg6qagzzhr1]Explanation of submission form (?)
After an ALA Archives staff person provides you with a username and password for ALAIR, , you will login at alair.ala.org. After logging in locate the submission link on the left side of the page.
[image: ]	Comment by Chelcie Rowell: FYI, I added a border of 1 pt to each screen shot. I think it helps the image to pop out from the page. Consider adding a border if new screenshots are inserted.	Comment by Harriet Wintermute: +1
After clicking “Submissions” click “start a new submission” on the following page.
[image: ]
You should now see a drop down box which shows the organizations in which you have been granted permission to submit organizational documents. Be careful to select the right collection for your organization. For this example we will select “Round Tables > MAGIRT > base line,” a collection that includes issues of the MAGIRT publication base line.
[image: ]
After selecting your collection, you should now see the start of the submission form. On this form you will be asked to provide descriptive information about the item you are submitting, such as Author(s), Title, Date of Issue, Publisher, Citation, Type, Language. T If you would like to include more than one author or other repeatable fields, type in the first author’s name and then select the blue add box on the right side of the page. 
[image: ]

[bookmark: h.8496zht1ren7]What data to put where in the submission form
In this example, we will describe the following base line document. However not every possible field will be detailed in this cliff notes document. For a full description, review the proposed 
[image: ]


After reviewing the above example, an individual author is not apparent. But in section 6.1 of the proposed 2016 MAGIRT Application Profile, an author may be “a person, organization, or service.” For this document, we will use MAGIRT as the organizational author. 

In this case, the title of our document above is base line. Input this title into the title section on the first ALAIR submission page. Next we will need to find the date of issue and the publisher. The date of issue is listed on the cover page, but the publisher is not. After the cover the base line publisher is described as ALA. 

[image: ]

Once you feel have sufficiently described information on the first submission page, click next at the bottom of the page to continue to describe your organizational document. 

[image: ]

Also available at the bottom of each submission page is a “Save and Exit” option. This option does should save data on the current page you are working, so you may resume your submission after you return to ALAIR.

To return to an unfinished submission, these are located by clicking the submissions link after you’ve logged in to ALAIR, after which you will see a list of unfinished submissions.

[image: ]

Page 2

On the second of five pages of options available for your ALAIR submission, we have the option to select subject keywords as well as some others options, not all of these options will we be able to use for our base line submission. For example we do not have an abstract available for each issue of the MAGIRT newletter. We will leave this field blank. For the “Subject Keyword” section of the submission page, attempt to Describe content of the resource. Input one keyword or subject term and then click blue Add button. (In spreadsheet for batch depositing, separate each subject term/keywords with a semicolon then space.) If no terms in the Library of Congress Subject Headings (LCSH), for topical terms, or in the Library of Congress Name AUthority File (LCNAF), for persons and entities are not possible, use a locally maintained list of preferred keywords.

[image: ]


Example subject keywords for MAGIRT documents, may be: 
Map and Geospatial Information Round Table (MAGIRT)
MAGIRT Executive Board
Andrew, Paige A.

After you have selected subject keywords for your submission and other necessary fields, click next at the bottom of the page. This third page will allow you to upload your document into the ALAIR. There are two more steps in this submission process before the document will be officially submitted and available to the public, so you will have a chance to review your submission after uploading it.
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[bookmark: h.z4c6h3pluoze]Formatting the data (e.g., capitalization, etc.)
When inputting data into ALAIR, formatting data correctly and consistently is crucial. Although the submission form does not have space to adequately describe the format needed for your data, some data format guidance is available in the proposed 2016 MAGIRT Application Profile. In the application profile you will find an example of how to format the title of a your periodical. 

[bookmark: h.6pm00tj4t45r]Information about how/where to find the ALAIR help that is already there
If you have difficulty submitting materials to ALAIR, you should first contact your ALA division representative. In the least your ALA representative should be able to direct your concern to the appropriate ALAIR support staff. If you are not sure who your ALA division rep is, contact your division or round table chair and they will direct you to your ALA representative.



https://docs.google.com/document/d/1IHPjUge3Aa-UxY8fSbdO4qml-VLheLB6KZCIyFluH2o/edit#heading=h.gjdgxs
image13.png
@® Search
© This Collection

Al Content
Communities & Collections
By Issue Date
Authors
Titles
Subjects

‘This Collection
By Issue Date
Authors
Titles

— Map and Geospatial Information (MAGIRT) —

Item submission

Describe Item

Authors:
Enter the names of the authors of this item.

— ltem submission

‘Smith

Donald Jf

Lastname, e.g. Smith

() Smith, Donald

Remove selected

Title

Firstname(s) + "Jr", &.g. Donald Jr





image05.png
ISSN 1943-6548

base line

(a newsletter of the
Map and Geospatial Information Round Table

TABLE OF CONTENTS

3 From the C)
5 On the Cataloging/Cataloguing Front
9 MAGIRT Exec Board Minutes (pending)
13 New Maps and Cartographic Materials
21 Great Moments in Map Librarianship

htp://wwwala org/magirt/

Volume 37, Number 2
April 2016





image19.png
s e 130 i pubision f e Amsrian Litasy
Asocition's Map snd Geosptl Informston Koo Tible
(MAGIRT) T puspos of b lne s 0 provide cuent
Information o caoraphc meri, bt publcaions af
et map and sograpy irarians, mestings, rebed
overmmnil st s, andmap b, 1 3o
Ofcommunstion o membersof MAGIRT snd nformstion
ofineest s welcome. The opions xpress b conobu-
Tors e hi own 4 st sty sprcsen those of e
A by Asocion and MAGIRE. Contuions
Shoud e sen o the Sppropisesdter e Blow:




image14.png
& C (| B beps//alairala.org/handie/11213/2080/subr r | @ QO aE
e
Enter the series and number assigned to this item by your community.
i p [aa |
Series Name Reportor paper Ho
Identifiers:

Ifthe item has any identfication numbers or codes assaciated with it please enter the types
and the actual numbers or codes.

ssit 19435518 [haa |

Type:
Select the type(s) of content of the item. To select more than one value in the list, you may
e o nel dowh e CTPL o S ke

Image
Image, 3.0

Map

Meeting Minutes
Newsletter

Musical o

Language:
Select the language of the main content of the ftem. f the language does not appear in the
list, please select 'Other" If the content does not really have alanguage (for example, ifitis a
dataset or animage) please select /A"

WA

[ )




image17.png
Browse

Al Content
Communities & Collections
By Issue Date
Authors
Ttles
Subjects

My Account
Logout
Brofile
Submissions

Submissions & Workflow tasks

Unfinished submissions

These are incomplete item submissions. You may also start another submi

© | baseline | base iine | emai: Craig Boman





image10.png
Profile: ¢

American Library Association
_Institutional Repository

Jll Item submission
0 == -

Describe Item

Subject Keywords:
- Enter appropriate subject keywords or phrases.

Abstract:
Enterthe abstract o the item.




image11.png
[0 ttem submission  x \\_\ | crig |
& & C @ beps/alirale.orghandie/11213/2080/50r % | @ @y O @ M ¢

Upload File(s)

File:
Please enterthe full path of the file on your computer corresponding to your tem. Ifyou click
rowse..", anew window will allow you to select the file from your computer

Choose File | o file chosen

File Description:
Optonaly provide  bref descrption of the fie, for example
data readings".

ain aricie', or "Experiment

Embargo until specific dat
e firstday fom which access is allowed. Accepted format gy, ysy-mim, ygy-mm-dd

Embargo reason:
‘The reason for the embargo, typically for internal use only. Optional.

| <Previous | save & Exit ] next- | °





image15.png
AL AI American Library Association
Institutional Repository

ALAI

Home

Welcome to ALAIR

The American Library Association Institutional Repository
collecting, permanently storing, and providing digital acce:
Library Association. Itis organized into communities refle
that make up ALA

‘The ALAIR is managed by the American Library Associa
Champaign. W invite ALA staff and members to deposit

All Content assistance with bulk uploads or for more information abou
Communities & Collections
By Issue Date
Qulhors Communities
itles
Subjects Select a community to browse its collections.
+ Committees
My Account .
Lonou « Executive Board and Counci
Subm <: + Member Papers and Publications
« Offices




image01.png
ALAI

bmissions

Al Content
Communities & Collections

By Issue Date
Authors

American Library Association
Institutional Repository

Submissions & Workflow tasks
Submissions

You may start a new submission

The submission process includes describing the item and upload
collection may set its own submission policy.




image06.png
ALAI American Library Association prole.
Institutional Repository

ltem submission

Item submission

=) Select a collection

Collection:
Selectthe collection you wish to submit an item to.

Select a collection. v

Select a collection.

Round Tables > Map and Geospatial Information (MAGIRT) > Meeting Minutes and Agendas|
Tables > Map and Geospatial Information (MAGIRT) > base

Al Content
Communities & Collections
By Issue Date
Authors
Titles
Subjects





