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|HOW to submit data to TOURJ

The process to submit research outcomes (academic papers etc.) are as follows:

1. Library requests faculty to submission of research outcomes from.

2. Faculty voluntarily hands over the research outcomes to the library.
In either case, the work required faculty staff to do is same: check the terms of use indicate
by copyright holder, build up the research outcomes, and submit it to the library.
The figure bellow illustrates the steps taken to submit files to TOUR. Faculty, please be
advised that steps (1) — (3) need to be completed.
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Outline of the procedure

The library searches for research outcomes registered in the Tohoku University
information database (DB), check the publisher’s copyright policy, and requests the faculty to
submit research outcomes to be published in the institutional repository.

Copyright policy is a guideline on web publishing that is set by each publisher. The copyright
policy will stipulate whether the outcomes can be registered in the institutional repository,
what version of the outcomes can be registered, and what are the conditions for registration.
If registration is not permitted, the library reports back to the Tohoku University
information DB that registration is not possible. If the copyright policy is not defined, the



library will obtain permission from the publisher.
If registration is permitted, the library creates a PDF of the research outcomes submitted by
the faculty, registers it on TOUR, and reports that it is registered in the Tohoku University

information DB.

Faculty work

If the library requests registration of research outcomes, faculty should do the following:
(1) Check the terms of use copyright holder
(2) Build up the style of research outcomes
(3) Submit to library

(1) Check the terms of use copyright holder
In order to register the research outcomes in the institutional repository, it is necessary to
acquire permission to copy and transmit the information from the copyright holder. The
library sends faculty members the form "Tohoku University Repository (TOUR) Registration
Request Form (hereinafter called “TOUR Registration Request Form”) which lists all the
information in regards to the research outcomes. Faculty must check the copyright by
submission guideline and performing the following process according to the specification of
the copyright.
1) In the case the copyrights are transferred to the publishers:
Confirmation of co-author(s) is not an obligation, but it is preferable to obtain consent
from corresponding author.
Check the “Copyright Holder is Publisher” column on the “TOUR Registration Request
Form” and submit it.
2) In the case the copyright holder is the author or association (not transferred to the
publishers)
2.1) In the case the copyright holder is only the author:
Check the “Sole Author” column on the “TOUR Registration Request Form” and submit
it.
2.2) In the case the copyright holder is the author and coauthor(s):
Ask co-author(s) to fill out the “Tohoku University Repository Registration Permit”
(hereinafter called “TOUR Registration Permit”).
Check the “I got the consent from the coauthor” column on the “TOUR Registration
Request Form” and submit it along with the “TOUR Registration Permit.”
2.3) In the case the copyright holder is the association:
Ask association to fill out the “TOUR Registration Permit”
Check the “I got the consent from the conference” column on the “TOUR Registration
Request Form” and submit it along with the “TOUR Registration Permit.”
3) Note of caution

It is necessary to obtain permission from all copyright owners in relation to the research



outcomes. For example, if you use images created by others, you must obtain permission

from the copyright holders in order to be able to publish the research outcomes.

(2) Submit research outcomes
In the “TOUR Registration Request Form” there is a section on the version of the research
outcomes that is being submitted to the library. There are different steps that faculty
members must follow depending on the version that is submitted.
1) When the publication of the publisher’s version is permitted:
Faculty members do not need to do anything. The library will download the research
outcomes directly from the publisher’s website.
However, if Tohoku University does not have subscription to the journal and the library
1s unable to download the research outcomes, then the faculty member should send the
publisher’s version to the library.
2) When the author’s post print version is permitted:
Faculty members should send the post print version of the research outcomes in either
Word or PDF format to the library.
If changes in the appearance need to be made, download the template from the library’s
website, make the appropriate modifications, and then send the PDF to the library.
3) When the author’s preprint version is permitted:
Faculty members submit the preprint version of the research outcomes in either Word or
PDF format to the library.
If problem would occur to this version (for example, this version differs greatly from the
final version that has been reviewed and revised), submit the “Non-public Application
Form” to the library.

See “Non-Disclosure Procedures” below for more details.

The figure below illustrates the different versions that can be submitted to the library.
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¢+ A! Author’s preprint version: These are the research outcomes that were initially
submitted to the academic journal.

+ B! Author’s post print version: These are the research outcomes after they have been
reviewed but before the publication by the publisher.

+ C: Publisher’s version: These are the research outcomes that are published in journals and

formatted by publishers.

(3) Submit to library
Submit “TOUR Registration Request Form”, (‘TOUR Registration Permit”), research

outcomes, and the confirmation of copyright to the library.

Submit to:
i o X 2 R R TS A I 1 e A R
FNME - )1 A29 IR I E AR S R IR T R AR AR
Address : T980-8576 EIRIMIIEHHHEX)IIA 27-1
mail : tour@grp.tohoku.ac.jp

With the submission of steps (1) - (3), the library will register the research outcomes to TOUR.

|Non-Disclosure Procedures|

If the faculty decides that it is necessary to keep the research outcomes private, faculty can
apply for non-disclosure procedures to the library.
Likewise, if the library confirms that the publisher does not allow the publication of the
research outcomes in the repository, the library will follow the procedures for non-disclosure.
Non-disclosure procedures are as follows:
(1) Faculty decision
Faculty must submit the “Tohoku University Repository (TOUR) Non-disclosure
Application Form” to the library.
The Open Access Committee conducts an examination and when it is accepted, status
of outcomes will be changed to non-disclosure.
(2) Library decision
Upon verifying that the publisher does not allow research outcomes to be published,
the library will consultwith the Open Access Committee. After a examination has been

made the non-disclosure process follows.
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Note: Copyright is not transferred to the library. Therefore; it is necessary to obtain

permission from the copyright holder in order to copy (copy rights) and publish (public

transmission rights) the research outcomes.
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To the copyright holder

At Tohoku University, research outcomes (academic papers, etc.) of our faculty will be
published and made widely available through the Tohoku University Repository (TOUR)
(https://tohoku.repo.nii.ac.jp/). By publishing the research outcomes on TOUR, the material

can be browsed, printed, downloaded, and saved on the Internet. The Tohoku University
Library will convert the research outcomes into PDF format which will not be subjected to
modification or printing restrictions.

Please fill out the “Tohoku University Academic Information Repository (TOUR)
Registration Agreement” outlining whether or not the publication of research results is
approved and send it to the client. By allowing the registration of the research results, you
agree to the copying and public transmission of said results. Lastly, registering to TOUR will
not transfer the copyrights to our university.

Article information
» Article name:
» Journal name:
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Subject: Request for agreement/approval to register paper at Tohoku University Repository
Dear Publisher,

The purpose of this email is to request an approval for the registration of my paper at my

university’s repository. At Tohoku University faculty members must register their academic
papers in the Tohoku University Repository (TOUR).
Below are bibliographic data of my paper.

+ Article name:

+ Journal name:

* Publisher name:

* Publication year: Volume:
Please let me know if registration is approved. In that case I can register, please tell me
which version (publisher’s version, author’s post print, or author’s preprint) will be allowed.
Thank you very much for your time and consideration. I look forward to hearing from you
soon.
Reference:
Tohoku University Open Access Policy
http://www.library.tohoku.ac.jp/research/openaccess/policy-e.pdf
Tohoku University Repository "TOUR"

https://tohoku.repo.nii.ac.jp/
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