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Repository 
workflows 

and day-to-day 
jobs of a 

repository 
manager

 advocacy

training 

recruiting content 

depositing

data curation 

managing users

managing collections



Advocacy 
- increased visibility; 
- long-term preservation;
- compliance with 

open-access mandates;
- statistics and case 

studies;



https://docs.google.com/presentation/d/1CQSWYOAvryK-ZCMxXy_Gwg8aSoyeCexx_e_qvnjeO2I/edit?usp=sharing
https://www.youtube.com/watch?v=z7r2ciA5w4U&t=474s
Milica Ševkušić for EIFL: Institutional repository: How to train students and researchers

https://docs.google.com/presentation/d/1CQSWYOAvryK-ZCMxXy_Gwg8aSoyeCexx_e_qvnjeO2I/edit?usp=sharing
https://www.youtube.com/watch?v=z7r2ciA5w4U&t=474s


Training
 

- Creation of user guides;
- „small“ guide for a 

specific operation;
- Group work online and in 

person;
- Personal work;
- Online, shared 

documents;
- Videos;



on-line videos
small“ guide fo a specific 
operation

user guides group work

On-line guides



Recruiting 
Content

Digitized content;
1. Contact the authors;
2. Search the web, 
3. Search online catalogs;
4. Contact people involved in 

publishing (Editors, 
technical stuff, publisher;

Non-digitized content;



Badly „scanned“ material 
from another library

Cutting off the edges on the 
manually scanned material

https://rivec.institut-palanka.rs/han
dle/123456789/400

Overwhelmed with material 

No material to download

https://rivec.institut-palanka.rs/handle/123456789/400
https://rivec.institut-palanka.rs/handle/123456789/400


Depositing Digitized metadata

Non-digitized metadata



Prepare the metadata in the 
document (word, txt …)

Prepare the PDF

Useful tools for non-digitized material

https://app.prntscr.com/en/index.html

https://apps.microsoft.com/detail/9mz95kl8mr
0l?hl=en-US&gl=RS

https://www.ilovepdf.com/

https://app.prntscr.com/en/index.html
https://apps.microsoft.com/detail/9mz95kl8mr0l?hl=en-US&gl=RS
https://apps.microsoft.com/detail/9mz95kl8mr0l?hl=en-US&gl=RS
https://www.ilovepdf.com/


Reviewing 
Deposits and 

Quality 
Assurance

- data curation
- adding “dc.fields” 

manually;
- normalizing names and 

keywords;
- uniformity of 
collections;

- returning the 
submissions to authors to 

make improvements;





Managing Users

Who can use the 
institutional repository?

1. Who can read publicly 
available content;

2. Who can read publicly 
non-available content;

3. Who can upload content 
and deposit material;





Managing 
Collections

Communities;
Collections;

Adding new ones;
Reorganization of the 

existing ones;



March 2024

March 2025



Thank you!

https://creativecommons.org/licenses/by/4.0/

https://creativecommons.org/licenses/by/4.0/

