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1. Select “Desktop prodotti” on the menu on the left of your personal page:  

 

  

name&surname

NAME SURNAME



2. Now select “Inserisci nuovo prodotto” (in the English version: New product) on the top left of the page: 

 

 

 

 

 

Title 
Author



3. SELECT THE KIND OF DOCUMENT YOU ARE UPLOADING (see the following pages for a list of some of the categories): 

 

 

 

4. Once you have selected the category, select “INSERIMENTO MANUALE”, to go to the next page. 

1 2



You can pick one of the following categories (this list is not complete, but should cover the most common categories): 

01 > Publications in Journal 

01a Article in a Journal 

01b Comment, Erratum, Reply and others 

01c  

01d Review 

01e Translation in Journal 

01f Letter, Annotation 

01g  

01h Abstract in Journal 

01i 

01l 

01m Editorial/Introduction in journal  

 

02 > Publications in a book 

02a Chapter/article in a book 

02b 

02c Preface/Postface  

02d Encyclopaedic/Dictionary page 

02e Translation in a book 

02f Catalogue sheet  

02g Introduction  

 

03 Monography 

03a Essay 

03b Critical edition 

03c Didactic handbook 

03d Bibliography 

03e Translation of book 

03f 

03g Index 

03h Publication of previously unpublished sources 

03i Dictionary 

03l Scientific comment 

 

04 Conference proceedings 

04b Conference proceedings in a book 

04c Conference proceedings in a journal 

04d Abstract in conference proceedings 

04e Translation of Conference proceedings in a book 

04f Poster 

04g Translation of Conference proceedings in a journal 

04h Conference proceedings in a scientific journal 



 

 

06 Editing  

06a Editing 

07 Doctoral Thesis 

 

 

 

13 Ministerial publications 

13a Other ministerial publication 

13b  

13c Publication on ministerial website 

 

14a Scientific award 

14b Editorship of scientific publication series 

14c Editorship (and co-editorship) of journal 

14d 

14e 

14f Organization of an event 

14g Conference organizing committee 

14h Organization of exhibition  

14i 

14l Membership of the editorial committee of a journal 

14m 

14n 

14o Foreign visitor at Sapienza 

14p Visit at a foreign institution (at least one month stay) 

14q Membership of scientific committee of journal or other 

14r 

14s Unpublished conference paper 

 

 

According to the kind of publication you are recording, you will be asked to give slightly different information, but there are some fields that are common to different 

kinds of publications. Here you will find an example that covers the category “Article in a journal”. 

Mandatory information is marked in IRIS with * 

  



5. Information to fill in after selecting the category: 

 

- Anno di pubblicazione: YEAR OF PUBLICATION* 

- Title: TITLE* (to type the title follow the rules that apply to the original language of the title) 

 

  

TitoloTitolo:



 

6. Further information: Select the language/s of the document.  

 

  



7. On the same page you will have to find and select the journal where you published your contribution. Click “ANCE” to look for the journal. 

 

 

You can use the title of the journal, the ISSN code or ANCE code. You may have more than one result from which to pick (pay attention to the dates of activity) or no 

result at all: in that case you will need to select “richiedi inserimento ANCE” (and fill in request with title and editor of the journal). 

 

 

 



8. Select the kind of peer review your contribution went through: 

 

 

9. Fill in other information: 

Only ABSTRACT and KEYWORDS are mandatory information. You need to add 

- At least one abstract 

- At least 3 keywords (separated by a semicolon ; ) 

 

(See the following pages for more detail about other fields) 



  

 

from page 

to page 

number of pages 



 

 

Once you are done, select “SUCCESSIVO” at the bottom right of the page.  

  

add another abstract



10. Find the author: type your name (and other authors if needed) and select “Elabora stringa autori” 

   

You will find 

“yourself” and 

it will be 

marked in 

green.  

 

 

 

 

type here your name (and other authors' names if needed), then select "elabora stringa autori"

green (= the 
author is affiliated 
with Sapienza). 
The author can be 
marked in gray 
(= external author)
or orange 
(= requires 
disambiguation)



11. Upload file 

 

  

Select a file or drag it here



Specify what kind of file did you upload: 

 

  

  

1

2

3

Specify what kind of text you are uploading:



Select file access policy – “impostazioni di accesso”: 

 

Select license – “licenza”: 

 

 

If you select Creative commons a window will appear 

 

1. The author/editor allows commercial use of this work: YES/NO 

2. The author/editor allows modification of this work before further distribution: YES/NO/SHARE ALIKE (“condividi allo stesso modo” > Adaptations must be 

shared under the same copyright terms) 

After that something like this will appear: 

1

2



 

Select “successivo” to move to the next page, if you do not need to upload another file or change something, select again “successivo” 

 

  

titolo.pdf



12. VERIFY INFORMATION 

 

  

change



13. GIVE AUTHORIZATION (select “concedo la licenza” at the bottom right of the page) :  

 



In the end you will see something like this in your “desktop prodotti”: 

 

 

*a publication that is marked as “validato” has gone through validation from the archive administration. 

*a publication that is marked as “definitivo” did not require validation.  

 

draft

TITLE
AUTHOR

TITLE 
AUTHOR

TITLE By selecting "azioni" 
you can keep 
modifying a draft that 
you have previously 
saved




