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Register/publish in DiVA  
– A guide to manual registration 

 

How to 
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6. Choose organisation: Select the organisational affiliation i.e. department or section for all 
Karlstad University authors. Click on “Choose organization” and search for a name or browse to 
the lowest level in the hierarchy. Select the organisation that corresponds to the affiliation 
present in the article.  If you want to register a publication that you wrote when you were 
working at another university enter the details in the free text field labelled “Other university”.  
Write University and Country.  It is also possible to use this free text field if while at Karlstad 
University you were also affiliated with another organisation when you wrote the article. 

 
 

7. Title: Enter the title and any subtitle and select the language of the title. 
Content type: Select the content type of your work. 
Status: Select the status of your work. “Published” is preselected. Unpublished material shall 
not be registered. 
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12.  Research funder: If the publication is a part of a research project that is supported by a research 
funder (especially if it is one with an open access policy) select the funder from the list and enter 
the project number. 

 

13.  Upload files: If you don’t want to upload a file but merely register details about the publication click 
on Continue.  
Check your copyright before you upload files,. Read more about copyright for full text publishing. 
Upload your publication as a PDF file. 

https://mp.uu.se/c/perm/link?p=1367667
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15. Review/Publish: Check the details you have filled in. If you want to change something, used the 
link “Edit information” or click on “Back” to return to the form and make the necessary changes. 
When you are satisfied, click on “Submit”. 

 

Records that do not contain an uploaded full text file or other attachment will be immediately visible in 
DiVA and will be checked by a librarian retroactively. If a full text file or other attachment has been 
uploaded with the record, it will not be visible right away. A librarian will check the file(s) before they 
are published in DiVA. There are special routines for doctoral and licentiate theses and for student 
papers. These are never published immediately but always checked first by a librarian or an 
administrator before being published. 
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Fields that are specific for other types of publication  
Fields with red asterisks (* ) *
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