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Adding a Journal Article to HIRA 
 
 
Open Access requirements for the REF state that the final peer-reviewed manuscripts of 
journal articles should be deposited into an institutional repository within three months of 
acceptance for publication; and are made open access as soon as possible after publication.  
 
Therefore, it is essential that you add the details to HIRA and upload the full text of the journal 
article within three months of your article being accepted. Not doing risks it being ineligible 
for the REF. 
 
If there are any circumstances that prevent you from doing so, please contact the Research 
Support Librarian, Matthew Adams on adamsm2@hope.ac.uk or libraryresearch@hope.ac.uk 
 

How to add your Research Output 
 
Go to hira.hope.ac.uk and login using your university username and password. In the ‘Manage 
Deposits’ section, you can create a new output either by importing a record using the DOI (if 
available) or manually adding a new item. 
 
To import from a DOI: 
 

 
 
For a new item from scratch: 
 

 
 
Whichever method you have chosen, the first thing you will be asked for is the item type. 
Select Article from the list and click Next. 
 

 

https://hira.hope.ac.uk/
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Having selected ‘article’ from the list of options, the next page will ask you to upload a 
document. To meet REF Open Access requirements, where copyright permits, full text of 
items should be added to HIRA.  
 

 
 
Click on ‘Choose File’ and upload your document. Use a PDF version where possible but Word 
documents are also accepted.  
 
 

Which version?  
 
Next, you will be asked to specify the version of the document you have uploaded and the 
type of document (e.g. text). You can add a description if you wish but this is not essential.  
 
Pre-print is a draft version that has not been peer reviewed or accepted for publication. 
 
Author accepted manuscript (also known as AAM) is the version after peer review and 
corrections are made but before publisher copyediting and typesetting. In HIRA, this is 
referred to as the ‘Accepted Version’. 
 
Final published manuscript is the version as it appears in the journal. This is often permitted 
for Gold Open Access.  
 
The usual practice is to upload the post-print, or author’s accepted manuscript, version so if 
in doubt upload this version. Do not upload the Publisher’s version. The Research Support 
Librarian will check the copyright, version and embargoes and will contact you if there are 
any issues or if you need to provide a different version. 
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The Research Support Librarian will check whether the document can be made visible to 
‘anyone’ straight away (and whether a creative commons license needs to be applied) or 
whether an embargo needs to be placed on the full text, in which case ‘repository staff only’ 
will be selected. This is a required field but it doesn’t matter which you select at this stage – 
it will be checked.  
 

Bibliographic Details 
 
You need to enter the title, abstract and author details. We only need the email address for 
Hope staff, not other co-authors. If you have an ORCID ID then please add it here. When you 
have done this once, it should remember it for future entries. Next, enter your 
School/Department. (This field currently refers to the old university faculty structure but 
should be updated soon).  
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Enter as many details about the publication as you can, as shown below. Don’t worry if not 
all information (such as volume number, DOI etc.) are available at this time. 
 

 
 
Please add the date that the article was accepted for publication. If it has been published, 
then add this date as well. 
 
If the research has been funded e.g. by UKRI, Wellcome Trust etc. then please enter the details 
here. 
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Additional Information 
 
 

 
 
You do not need to include anything in these boxes. The Research Support Librarian will add 
information here. 
 
After filling out all the required information, click on ‘Next’ to be taken to the Deposit Item 
page. 
 
 

Deposit Item 
 
After you have entered all the bibliographic details, click on Next and you should be ready to 
deposit the item. 
 

 
 
Click on ‘Deposit Item Now’. 
 
You will then see a screen informing you that the item is in review and will be checked before 
being made ‘live’ in the repository. 
 
Once these checks are complete, you will receive an email confirming that the output is live, 
along with the URL.  
 
For any help or support, please contact the Research Support Librarian, Matthew Adams on 
adamsm2@hope.ac.uk or libraryresearch@hope.ac.uk  
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