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Background:

These guidelines do not give a full description to this process which is provided within the JorumOPEN help guides at: http://test.jorum.ac.uk/support/jorumopen_guides.html
These notes do not follow a strict step-by-step of the process but simply endeavor to provide a little more detail on the process for the GEES community and suggest some ‘best practice’ that could be used to help improve the consistency of the data held within the database.
Collection

All of the ‘Higher Education’ resources in JorumOPEN are saved into a collection based upon the top level of the Joint Academic Coding System (JACS) codes.  At the top level, the JACS codes do not identify any of our disciplines, so we must therefore use the higher level collection term:  HE – Physical Sciences.
Initial Questions

Choose between ‘File’ if you want to upload a resource to be stored within JorumOPEN and ‘Web link’ if you want to upload a link to a resource which is stored in another OER repository. 

Upload Resource

If you chose to upload a resource, you will then be asked to browse for the file that you wish to upload from your computer and click on the button marked:  ‘Upload file & add another’.  This process can take quite a long time if the file is large or you have limited bandwidth. Do not go on until the resource has fully uploaded and visible as a ‘File Uploaded’.
Title
In JorumOPEN, the title provides the only description of the resource that can be seen by the user in the search results (along with the authors name), it is therefore imperative that the title gives a unique and descriptive context to the resource.
If the resource is a part of a series (collection or module) of items, it is important to be consistent across the whole set and keep the initial part of the name the same across the set, so that a ‘sort’ on the title field will bring up all the series, together in one place.  In some cases, if the name is not too long, it may be worthwhile using the module name first – and then the item name to again group all the module items together.  
e.g.,  <Title>   Energy resources: Coal 

If a number is used as part of the naming system, don’t forget to keep the number in a form that computers will number correctly;  e.g., use a preceding ‘0’,  001-999 rather than 1-999.

e.g.,  <Title>   Energy resources: Coal  02
If there are two resources with the same name, but a different format -  provide the format as well to indicate a difference.
e.g.,  <Title>   Energy resources: Coal  02 – Reading list
Follow ‘sentence case’ capitalisation conventions; ie capitalise only the first word of each sentence and any proper nouns (names of people, organisations, places or projects).
Description 

In JorumOPEN, this field (also called the ‘Overview’ when depositing the resource) is a free-text area that can hold a substantial amount of descriptive data that can be searched. 
The description should be concise, objective and keyword-intensive, providing the user with a good understanding of what the resource contains.  It should also include any other information not held elsewhere, that will help describe the resource or its discovery.

Include information on the nature of the resource (e.g. web resource, PowerPoint slides), its intended audience or education level (if known) and the subject coverage or content.

If you wish to include extra information about the author(s) of the resource, you can add it here.
Comment on educationally significant content (e.g., ‘each chapter starts with a statement of the learning objectives and ends with a self-administered test’)
Try to avoid unqualified effusions such as ‘This is a very good resource’; this is not helpful to the end user. ‘This could be used as an introduction to the subject for first-year undergraduates’ would be more informative.

Descriptions provide an extra source for keywords for free-text searches so include any that have not been specifically entered as Keywords.
Keywords

In JorumOPEN, the keywords field is the primary field used for resource discovery.  It is therefore important that any relevant and useful word that describes the resource should be entered.  JorumOPEN supports a large number of Keywords, so do not feel constrained.
Keywords can be single words or very short phrases such as ‘assisted learning’.
Choose the most significant and unique keywords to describe the subject. 

Do not capitalise keywords unless they are proper nouns or the first word in a title
Compulsory Keywords:

· UKOER – is a common keyword to be attached to all materials made as part of the UKOER programme.
· GEESOER – is a common keyword to be attached to all materials made as part of the C-change in GEES OER project.  See:  http://c-changeproject.org.uk
Recommended Discipline Keywords:

As all GEES materials are held within Physical Sciences, it is recommended that keywords are used to show the relevant discipline, which may include:
· Geography

· Earth Science

· Environmental Science

· Geology
· Oceanography

· Climate Change

Other Possible Keywords:
· Module Reference No

· Resource format or type – (Reading List, Presentation, Notes etc.)

Author
In JorumOPEN, the ‘Author’ field is used to record the creator and the owner (most probably the university) of the resource.  As there is only the one field, care must be taken to enter the data in a useful and consistent way.

Each author should be entered individually by surname first, with the title and first name where known put afterwards. 
Any university with an interest or ownership of the resource should be added as additional authors after the authors:

e.g., 

<author>
Smith, Dr. Jane

<author>
University of Poppleton

Creative Commons License 

There is a choice of any of the six Creative Commons v2.0 England & Wales licenses.

For full details of these go to:  http://creativecommons.org/licenses/
For the C-change in GEES project, the partners have chosen to release all their materials on the ‘ Attribution-Noncommercial-Share Alike v2.0 England & Wales license’.  For more information go to:  http://creativecommons.org/licenses/by-nc-sa/2.0/uk/
There ‘may’ be an argument in some cases to use the ‘non-derivative’ version of this license which can be found at:  http://creativecommons.org/licenses/by-nc-nd/2.0/uk/  however this should be avoided and should not be used without discussion with the project team.
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