
RaY Guide for Staff

What is RaY?

RaY, Research at York St John, is the
University’s institutional repository service. It
stores, showcases and shares the
University’s research outputs, including
postgraduate theses.

RaY is a great tool for locating York St John
research in different formats (articles, book
chapters, longforms, conferences) as well as
supporting datasets.

Why do you need to use RaY?

As a requirement of the University’s Open Access
policy, researchers should deposit all research
outputs onto RaY with bibliographic metadata. 

As part of the postgraduate process, completed
and assessed theses are published through
RaY under and Open Licence. This allows the
research to be disseminated to wider audiences
and showcase research topics and insights.
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This guide explains:
How to access RaY
Navigate existing research on RaY
How to upload your MRes thesis

Before accessing RaY to upload your thesis, you must complete the pre-upload form.
Once submitted, you will receive an acknowledgement email from ray@yorksj.ac.uk, which will
confirm you are now authorised to upload your thesis to RaY.

https://ray.yorksj.ac.uk/
https://www.yorksj.ac.uk/policies-and-documents/library/open-access-policy/
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Navigating RaY
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Logging into RaY 

To activate your RaY account log into RaY
(ray.yorksj.ac.uk) by clicking on the button
in the top right using your student username
and password. (excluding @yorksj.ac.uk)
 

RaY can be used as a searching tool. When using RaY in this way, use “Advanced Search”  on the left hand
side.

By scrolling, you can then filter through Schools, subjects and item types (such as “Thesis” or “Article”)
 

Logging and Using RaY
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Depositing your thesis:

All research outputs are added using the “Manage Deposits” section on the left hand side RaY
menu. 
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To begin the process, click “New Item” in the middle. This will bring up the first record screen
where you select a research type. Select Thesis, and click Next.

Thesis deposit onto RaY
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After selecting Type and clicking next, you will then be shown the upload screen. This is where you
upload your final, assessed thesis. The file selected and uploaded should be run through an
accessibility checker and uploaded as either a PDF or word document.
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After selecting a file the metadata section below will appear. All mandatory fields are marked with
an orange star. This is where you select a Creative Commons licence for your thesis.

Under Content, leave it as unspecified.
Under Type, leave it as text
Description can be left blank
Visible to should be left as Anyone. This allows the thesis to be made Open Access
Under licence, select the same creative commons licence as noted on the pre-deposit form. 
Set an embargo expiry date if you are intending to publish all, or parts of your thesis (this
should be detailed in the the pre-upload form.

Thesis deposit onto RaY
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After uploading, the next screen is the details screen. All mandatory fields are marked with an
orange star. 

Enter the full title of your thesis that matches the assessed version.
If you have an abstract or want to outline your thesis and it’s findings you can use the Abstract
box.
Select “Masters” as a thesis type.
Select MRes for Qualification Name
Enter your name down for Creator
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Thesis deposit onto RaY
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The next screen is Subjects.
Here select the field your thesis best fits to. If you are unsure, select any field within A General
Works. The Library will then adjust this on review.
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Thesis deposit onto RaY
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In Dates input the current date. Under event select published.
For Institution and Department enter N/A (this will be edited by the library)
Under funder, also enter N/A
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At the bottom of this page there is a contact email address. This is used for queries from external
repository viewers wanting to seek further information or ask a question to the author about
research. We recommend leaving this field blank; however if you do want to be contacted by other
researchers please use a personal email address (non-York St John)

Thesis deposit onto RaY
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The next screen, rioxx can be skipped - the next screen you will need to fill in is the User Deposit
Form. 

As part of the pre-deposit form, you will be contacted with information about the Concordat to
Support the Career Development of Researchers. Please ensure you are aware of this framework
before agreeing and depositing your thesis onto RaY.
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Thesis deposit onto RaY

After clicking “Deposit Item Now”, your thesis and record information will be sent to the Scholarly
Communications Team for review. After checking information detailed in the pre-deposit form, your
thesis will be made Open Access under the selected creative commons licence. You will be able to
share the RaY URL link to disseminate your research.
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