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Before you start: 

• Have the correct version of your paper ready. Check your publication agreement or the 
publisher’s self-archiving policy to see which version you may deposit. 

• Inform your co-authors that you will deposit the paper in an open access repository. 

However, if your paper is accepted but not yet published, see “Deposit on acceptance.” 

https://www.imperial.ac.uk/research-and-innovation/support-for-staff/scholarly-communication/open-access/spiral/deposit-on-acceptance/


Step-by-step: Deposit in Symplectic 

 

 

 

 

 

 

 

 

 

1. Log in 

• Log in to Symplectic with your Imperial username and password. 
This will take you to the Symplectic homepage. 

•  

 



 

 

 

 

 

2.  Search for your publication: 
• If you find the publication, then proceed to deposit, following instructions 

from Step 3 below 
• If you do not find the publication, then you will need to create a manual 

record, by following the instructions from Step 5 below: 

3. Check the metadata 
• Click on the title to open the full record (if you wish to check the metadata), 

otherwise click on the Deposit tab to open the deposit page.  

 



 

 

 

 

 

 

 

 

 

Note: Ensure you upload the correct version 

• Please check your publisher agreement, which often 
includes a policy on depositing your work in a repository. 

• While most publishers allow you to deposit in a 
repository, permission usually only extends to the 
accepted version of your work.  

• The accepted manuscript (AAM) is the version of your 
paper after peer review but before typesetting). 

• If your paper is gold open access (i.e. an open access fee 
was paid), you can usually upload the publisher’s 
version/version of record (VoR). 

• To check which version you can deposit, check the 
publisher’s policy for your paper, guidance can be found  
use the Jisc’s Open Policy Finder. If you see notes like 
“Must link to publisher version or journal homepage” or 
“Set statements to accompany deposits,” you do not 
need to take any action. Library staff will add this to 
Spiral for you. 

• If unsure, it is best to deposit the AAM – the Library’s 
Open Access team will review your submission and 
replace the file with the VoR if permitted. 

•  For additional guidance, you can also contact the 
Library’s Open Access team, 
openaccess@imperial.ac.uk, or your librarian for advice. 

  (AAM)

           (VoR) 

https://openpolicyfinder.jisc.ac.uk/
mailto:openaccess@imperial.ac.uk


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

For more information, see RPOAP 

 

https://imperiallondon-my.sharepoint.com/personal/hcobham_ic_ac_uk/Documents/Documents/Accessible%20workflows/Published%20paper/RPOAP


 

 

 

 

 

 

 

 

4.  Upload your file (or point to an external copy) 

• Enter the article title or DOI into the search field 
• For accepted papers, click on Skip.  

o If no results are returned, continue. 
o If a result is returned double-check that the record is the correct one for your 

output.  
• If it has a file attached already, and is live in Spiral, do not do anything. 

 
• If the record only shows metadata, then double-check again that it matches your 

output, but upload your own file. 

 



                                    

 

5. Complete information 

• If this is a new deposit, you will need to complete as much 
information as possible about your output  

 



 

 

 

 

    

 

 

 

 

 

 

 

 

 

          

 

 

6. Describe the version and submit 

• From the Version drop-down, choose the description that 
matches your file (for example, accepted manuscript). For help, 
see Publication versions. 

• Click Upload (or Save location). 

• Read and accept the licence agreement. 

• Click Deposit my publication. 

 

7. Submission successful 

• You have completed your deposit to Symplectic. 

 

https://www.imperial.ac.uk/research-and-innovation/support-for-staff/scholarly-communication/open-access/spiral/versions/


 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

What happens next: 

• A member of the Open Access team will:  

o Check the publisher’s policy. 

o Confirm the correct version was deposited. 

o Apply any required embargo. 

• You will be notified when your paper is successfully 
deposited in Spiral, or if more information is needed. 

• After processing, your paper will be made public and 
available for download from Spiral (after any embargo). 

 

 

 

Quick checklist: 

• I have the permitted version of my paper. 

• I informed my co-authors about the deposit. 

• I verified the publisher’s policy (via Open policy finder or my 
agreement). 

• I uploaded the file (or provided an OA location), selected 
the correct version, accepted the licence, and clicked 
Deposit. 

• I am waiting for the confirmation email from the Open 
Access team. 

 

 
For addition support:  

• Email the Open Access Team: openaccess@imperial.ac.uk 

https://openpolicyfinder.jisc.ac.uk/
mailto:openaccess@imperial.ac.uk

