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Introduction and overview 

This guide accompanies you step by step through the entry process in the FreiDok plus input mask and is struc-

tured according to the successive surfaces in the input mask. You can also use the index at the end to quickly 

find a specific content. 

(0 Entry) 1 Media type 
   

1 Start 2 Authentication 3 Media type / 
Document type 

   

      

2 Metadata 

4 Existing identi-
fier for this publi-
cation / Title / 
Language / Year 

5 Persons (All au-
thors, editors etc.) 

6 Assignment of 
persons to institu-
tions (Affiliation) 

7 Edition and 
Source 

8 Content descrip-
tion 

9 Relations 

      

3 Upload 4 Legal matters 5 Save 
  

10 Upload 11 License for y-
our metadata / Li-
cense for your 
documents 

12 Contract 13 Date of availa-
bility / Contact / 
Message to the 
library / Preview 

  

      

Legend: 
     

Step Input mask 
   

Entry-level step Step for publica-
tion without file 
upload & with file 
upload 

Step only for 
publication with 
file upload 

   

 

*These steps have changed since version 2.1.3 EN (09.03.2020) 
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1 Start 

You can find FreiDok plus here on the Internet: https://freidok.uni-freiburg.de/ 

Call up the input mask via New Entry → Publication. 

 

Picture 1: New entry on the FreiDok start page 

https://freidok.uni-freiburg.de/
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2 Authentication 

2.1 myLogin 

If you have a valid university account, you can register for the input mask via myLogin. Only use this option if 

you are the publisher or author of the title to be uploaded. If you do not have a university account or want to 

upload something on behalf of another person, please use the TAN entry. 

2.2 TAN login 

 

Picture 2: Authentication via TAN 

Authentication: Log in with a new TAN.  
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2.3 Request for a TAN 

You can request new TANs using the form on the authentication page. 

 

Picture 3: Request for a TAN 

1 Request for a TAN: Here you can expand and collapse the form to apply for a new TAN. 

2 First name, Surname und Your email address: These details are mandatory fields. 

3 I need the TAN to upload my examination paper: If you would like to upload your dissertation with the TAN, 

please check this box. 

4 Voluntary fields: You can fill in these fields on a voluntary basis. The more information you provide, the ea-

sier ElPub can create a clearly identifiable personal record. 

5 Request for a TAN: With this button you send the application. You will receive the TAN by e-mail to your spe-

cified e-mail address. The TAN is not automatically generated and sent. Please be patient until you receive the 

e-mail. 
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2.4 Generate TANs via myFreiDok account 

If you have a myFreiDok account, you can independently generate several TANs there at once. You can, for exa-

mple, give these to another person so that they can enter publications in your name. 

 

Picture 4: Access to myFreiDok account 

1 My account: You can access your account via myFreiDok → My account. 

 

Picture 5: Generate TAN via MyFreiDok account - Step 1 

1 Generating TAN: Click here to go to TAN generation. 
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Picture 6: Generate TAN via MyFreiDok account - Step 2 

1 Select quantity of TANs: Select the desired quantity of generated TANs here. 

2 Generate: By clicking the button, the specified quantity of TANs is generated immediately. 

 

 

Picture 7: Generated TAN 
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1 TAN list: The generated TANs are listed here and are immediately available. You can use them until the spe-

cified validity date. To do this, for example, simply copy a TAN to the clipboard and paste it into the TAN login 

(2.2 TAN login). 

2 Download PDF: You can download the complete list as PDF. 

3 Print TAN list: You can print out the complete list on a connected printer. 

4 Delete TAN-list: You can delete the complete list when you no longer need it. 
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3 Media type / Document type 

3.1 Media type 

 

 

 

Picture 8: Selection of the media type 

1 Publication with file upload:  Select this option if you want to publish a file, e.g. a dissertation or an open ac-

cess article. You must be authorized to publish this file. 

2 Publication without file upload: Select this option if you only want to specify a bibliographic record (meta-

data) of a publication. 

Question: Is this an article from an OA journal? Check as indicated in Sections 3.1.1 and 3.1.2! 

Note: Please contact ElPub if you are uncertain about this step! 
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3.1.1 Check journal for Open Access  
Elektronische Zeitschriftenbibliothek (Electronic Journals library): https://ezb.uni-regensburg.de/ 

 

Picture 9: Checking a journal at the EZB 

1 Search: Search for the journal here. 

2 Traffic light icon: green: Journal is freely accessible. Yellow: The library has purchased a paid access red: Jour-

nal is not accessible. 

3 Indexed in DOAJ: If this icon is also displayed, the journal is an Open Access journal. 

DOAJ: https://doaj.org/  

3.1.2 Check article for Open Access  
Go to the landing page (target page) of the article on the Internet or open the PDF file: The document must 

include a Creative Commons license (usually at the end of the article, whichever is the exact one) to ensure 

free continued use according to the Open Access principle.

 

Picture 10: Example of a CC license (grey box and/or license text) 

 
Tips:  

• Further basic information on Open Access can be found on our website: https://www.ub.uni-frei-

burg.de/en/support/electronic-publishing/open-access/  

• An overview of the possible CC licenses is available here (as of 30.01.2020): https://creativecom-

mons.org/licenses/?lang=de 

 

https://ezb.uni-regensburg.de/
https://doaj.org/
https://www.ub.uni-freiburg.de/en/support/electronic-publishing/open-access/
https://www.ub.uni-freiburg.de/en/support/electronic-publishing/open-access/
https://creativecommons.org/licenses/?lang=de
https://creativecommons.org/licenses/?lang=de
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3.2 Document type  

 

Picture 11: Selection of the document type 

1 Show more document types: Initially only the four most frequently occurring document types are displayed. 

Here you can expand and collapse the list of all document categories. 

2 Select document type: Select a document type suitable for your publication, for example: 

• Scientific article: For articles from scientific journals 

• Part of a book: For articles / chapters from anthologies (books) 

• Contribution to a newspaper: For newspaper articles 
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4 Existing identifier of this publication / Title / Language 
/ Year 

4.1 Existing identifier of this publication  

Question: Is a DOI available? If so, the metadata can be automatically loaded via import. 

If there is no DOI in the template, you can search for the title on the Internet with a search engine of your 

choice and thus find a DOI if necessary. DOIs always begin with 10. 

 

Picture 12: Search for articles on the Internet to determine a DOI 
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Picture 13: DOI import 

1 Select identifier: The DOI occurs most frequently and is preset here. For example, if you are uploading a 

book, you can also enter an ISBN as an identifier. 

2 Identifier eingeben: Enter the identifier (preferably DOI) here. 

3 Metadaten importieren: After clicking the button, the system searches different sources for the metadata of 

the entered identifier. 

4 Weitere Metadatenfelder: The following metadata fields are automatically filled in by the import. Please 

check these fields only for obvious gaps or errors and correct them. 
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4.2 Title 

 

Picture 14: Title 

1 Language of the title: Select the language of the title here. Most scientific articles are written in English. In 

this case select the language „english“ here. 

2 Title: Enter the title here. For DOI import: Check that the title has been entered correctly. 

3 Further titles: If a second, translated title is included in the same document, it can be entered here as an ad-

ditional title. 

4.3 Language  

 

Picture 15: Language 

1 Show language: Initially, only the four most commonly used languages are displayed. The list of languages 

can be expanded here. 

2 Language: Select the language in which the article is written here. 

4.4 Year of creation  

Enter the publication year of the document here. 
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5 Persons (all authors, editors etc.) 

DOI import: During DOI import, personal data records are already created partially or completely. see Chapter 

5.4 Persons in DOI Import. 

With several people: Repeat the following activities Find Person or Create New Person and Edit Person for 

each person to be entered. 

5.1 Person aus Liste auswählen 

 

Picture 16: Select persons from list 

1 Find a person: Enter the name of the author here to search the FreiDok plus database. It is best to enter in 

the for last name, first name and to write out the first name in full to get clearer results. If no matching hits are 

found, you can search for a matching hit with an abbreviated first name (e.g. „Büchert, M“). 

2 Select person: Select the appropriate hit from the list. 

3 Person not found in the list: Select this option only if the person cannot be found and is therefore not yet in 

the database. If you think that the person you are looking for should definitely be in the research database, 

write an additional message to ElPub using the message field (13.3 Message to the library) or contact ElPub in 

another way. 
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5.2 Create new person 

 

Picture 17: Create new person 

1 Person not found in the list: Select this option only if the person is not found via the search and therefore 

does not yet exist in the database. 

2 First name and surname: Enter as complete as possible (e.g. do not abbreviate first name if it is known in 

full). 

3 Additional information: If possible, please enter additional information here (especially ORCID, affiliation to 

institution). This information is very helpful for the administrators during post-processing. 

4 Create entry 

5.3 Edit Person 

 

Picture 18: Edit Person 

1 Move person in order: If possible, enter the persons in the order in which they are mentioned in the temp-

late. By clicking on the symbol, the entire block can be moved with the mouse. 

2 Person role: The most common role is „author“. This role is automatically preset. The role only needs to be 

changed in exceptional cases, e.g. if an editor is named for a book. 

3 Person function : Relevant for scientific articles. The author named first in the template is the first author, 

the last named author the last author. The Corresponding Author can also be found in the template in most 

cases. 
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Picture 19: Extract person functions from the template 
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5.4 Persons during DOI import  

When importing DOIs, people are automatically assigned if they already exist in FreiDok plus and can be uni-

quely identified. Otherwise, they are either offered as person proposals or must be searched for or created ma-

nually. 

 

Picture 20: Person suggestions 

1 Person suggestions: People who are found in FreiDok plus but could not be clearly assigned (for example, be-

cause there are two or more people with the same name) are offered here as suggestions. 

2 Transfer to person search: By clicking on the person in step 1, the person is transferred to the search field. 

3 Select person : The possible hits from FreiDok plus are displayed. Select the appropriate hit here. 
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Picture 21: Persons during DOI import 

1 Person suggestions: See step 1-3 of the previous image. 

2 Assigned persons: Through the DOI import, uniquely identified persons are assigned directly. 

3 Person function: The person function is not automatically selected via the DOI import. Therefore, please spe-

cify it if necessary. 
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6 Assignment of persons to institutions (affiliation) 

Please help us by indicating here - if available - the affiliations to institutions (Affiliations) to the persons indica-

ted in the template. Please indicate the affiliations that belong to the University of Fribourg. Please ignore all 

other affiliations to other institutions. 

By entering the affiliations, these titles will later be listed under these institutions. 

If possible, please enter the lowest level of the template (e.g. Department of Radiology instead of University 

Hospital Freiburg). 

 

 

Picture 22: Indication of the affiliations in the template (PDF or landing page) 

 

Picture 23: Edit Affiliations, Step 1 

1 Edit: Click on the pencil to unfold the affiliation edit for the person. 

Attention:  

Please use preferably the search in the list of institutions of FreiDok plus.  

Repeat the search for an institution not found immediately in another language (e.g. German instead of 

English) or with a different term (e.g. chair instead of professorship, institute instead of department etc.) to 

find the right institution. Only create a new institution if you have not found the right search result even 

after several different search queries.  

The majority of the institutions at the University of Freiburg are already in the inventory. 
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6.1 Select institution from list 

 

Picture 24: Edit Affiliations, Step 2 

1 Institution suggestions: FreiDok plus suggests possible institutions on the basis of already available data. Sui-

table entries can be adopted. 

2 Select institution from list: Enter the name of the institution here to search the FreiDok plus database.  

• For information in English: Please note that the German name is highlighted in the list. In case of 

doubt, look for a possible German translation if you do not get a suitable hit when searching for the 

foreign-language name.  

• Also note the time of publication: the institution may have had a different official name in the past. 

Use the name of the institution at the time of publication. 

3 Select institution: Select the appropriate hit from the list. 

4 Institution not found in the list: Select this option only if the institution is not found and therefore does not 

yet exist in the database. 

6.2 Create new institution 

 

Picture 25: Institution neu anlegen 

1 Select institution from list: Sure you didn‘t find the right thing here? 
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2 Institution not found in the list: Fold out the mask for new creation. 

3 Enter the name of the institution: If possible, enter the official name of the institution (as it is mentioned e.g. 

on the institution‘s own website) (Please do not simply copy the affiliation from the template - these details 

often do not correspond to the official names). 

4 Create entry: By clicking on the button, the new institution is created and immediately assigned as an affilia-

tion with the person. 

6.3 Remove institution assignment for authors 

 

Picture 26: Delete wrong affiliation again 

1 Remove: By clicking on the icon you can remove an incorrectly assigned affiliation. 

6.4 Institutions (optional) 

 

Picture 27: Institutions (optional) 

This field is only used in a few cases, for example: 

• For university theses (e.g. dissertations): faculty that awarded the title 

• For series/journals: Institution as editor of a series/journal 
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7 Edition and Source 

7.1 Edition 

 

Picture 28: Edition or version specification 

A version information about the document can be entered here. 

Examples: 

• Edition for books („2nd revised edition“) 

• Version information for articles: („manuscript version“ / „preprint version“) 

In the case of scientific articles from journals, you normally don’t need to complete this field. 

7.2 Source (this publication first appeared in) 

References are important for journal articles and articles from anthologies. In the case of independently pro-

duced publications (e.g. document type „book“) the source citation is not documented. If the publication has 

appeared in a series, this fact is noted in the „Description“ field instead. 

The source is either  

• the journal in which the present article was published, including year, volume, issue and page or ar-

ticle number, or 

• the anthology / the compilation in which the present article was published, including bibliographic 

data on the volume. 

Please select the type of source before entering the source information. Depending on your selection, different 

fields are offered for you to fill in. 

 

Picture 29: Select source type 
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7.2.1 Source is a journal 
This option is the default setting. 

 

Picture 30: Example for volume and issue information on the landing page of a journal article 

 

Picture 31: Source information (journal) 

1 Select source type: As explained above, please select the source type first. 

2 title of journal: Enter the title of the journal here. English titles start in capital letters, but all other words are 

written in lower case except proper names. 

3 ISSN of journal: You can find the ISSN either on the pages of the article or journal or by contacting the EZB: 

https://ezb.uni-regensburg.de 

4 Place: Here you can specify one or more places of publication.  

5 Publisher: Here you can specify the publisher. 

https://ezb.uni-regensburg.de/index.phtml?bibid=UBFRE&colors=7&lang=de
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6 Yearg: Here you can specify the year of publication. 

7 Volume: Here you can specify the volume. 

8 Issue: Here you can specify the issue. Some journals do not have any issue details. In this case just leave the 

field empty. 

9 page(s): Here you can specify the pages. Some magazines give an article number instead. You can enter this 

number in this field instead of the page number. 
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7.2.2 Source is a compilation 
If the source is an anthology, please refer to the title page of the corresponding volume for information on the 

volume. 

 

Picture 32: Source information (anthology) 

1 Select source type: As explained above, please select the source type first. 

2 Title of compilation: Enter the title of the compilation here. 

3 Persons: Here you can specify the persons involved (especially editors).  

4 Edition: Here you can enter an edition if necessary. In this example, there is no edition note, so the field can 

be left blank. 

5 Place: Here you can enter the publishing location. Separate multiple locations with semicolon. 

6 Publisher: Here you can specify the publisher. It is best to adopt the spelling 1:1 from the template. 

7 Year: Here you can specify the year of publication. 

8 Page(s): Here you can specify the pages of the essay within the volume. The first and last page can be taken 

directly from the template (if available). 

9 ISBN of compilation:  Here you can specify the ISBN. It is usually located on the title back page of the volume. 

10 Series: This field is only relevant if the volume was published within a series. Here you can enter the title 

and any additional title information. 
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11 Volume (series): This field is only relevant if the volume was published within a series. The volume count 

within the series can be specified here. 

The other fields occur very rarely and are therefore not explicitly dealt with here. 

 



32 
 

8 Content description 

8.1 Abstract 

Attention: The field for the abstract remains empty for publications without file upload!  

Abstracts are subject to the license terms of the article and may only be published for publications with file. 

For DOI import: An abstract may be inserted automatically. Please remove it again if you create an entry wit-

hout file upload. 

 

Picture 33: Abstract for publication with file 

1 Language: Select the language in which the abstract is written. 

2 Abstract: Insert the abstract here. 

3 Add: Here you can add another abstract, e.g. in another language.  

8.2 Kontrolliertes Schlagwort suchen 

Keywords are terms used to describe the content of the document. 

You can always skip the keyword entry if you wish. Then continue with Category Dewey Decimal Classification 

(optional). 

If you want to enter keywords, please read on here. 

High-quality content indexing is generally not required. Some articles contain keywords that you can use later. 

Otherwise you can, for example, briefly skim the title and abstract of the template for keywords. 

For DOI import: In some cases, suitable keywords are entered automatically. 
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Picture 34: Search keyword 

1 Select keyword from list: Enter a term (preferably in German) here to search in the controlled keywords of 

the Integrated Authority File. 

2 Search for keywords only: This option is enabled by default. If, for example, you want to search for persons, 

places or events dealt with in the document instead of using subject terms, please uncheck this box so that the 

entire Authority File is searched. 

3 Select keyword: Select the appropriate hit from the list. 

4 Keyword not found in list: Here you can add a free keyword yourself. Select this option only if the term is not 

found in the list and therefore not available as a controlled keyword. Before you create a new keyword, try 

again with a German translation (for foreign terms), a synonym or a related term.  

8.3 Add uncontrolled keyword  

 

Picture 35: Add uncontrolled keyword 

1 Keyword not found in list: Expand or collapse uncontrolled keyword assignment here.  

2 Language: The language of the keyword can be selected here. The free keyword entry is particularly suitable 

for English language terms and proper names (brands, institutions, established abbreviations etc.). In the case 

of English-language terms, search the list of controlled keywords with a German translation first. 

3 Enter keyword: Enter the term for the keyword here. For English terms: please be sure to capitalize the first 

word only. 

4 Add: Create the new free keyword here. 

8.3 Category Dewey Decimal Classification (optional) 

With the help of a classification, a general subject area can be specified, in which the present document can be 

classified. Only German terms are searchable and available. 
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Picture 36: Selecting a DDC Classification 

1 Search DDC Classification: Search here for a general term for a subject area (e.g. „medicine“, „mathematics“ 

etc.).  

2 Add: Select the appropriate hit from the list. 

8.4 Description 

Additional information can be inserted here, such as an additional comment, a table of contents or a descrip-

tion of the methodology. 
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9 Relations 

9.1 Relations to existing title or project entries in FreiDok 

Here you can set relations to other FreiDok titles. These can be, for example, titles that are cited („referenced“) 

by the present document. You can also set the „is part of“ relation to the anthology if the anthology as a whole 

is referenced in FreiDok plus. 

9.2 Relations to other external publications 

Here you can enter relations to publications outside FreiDok plus by specifying a unique identifier (e.g. DOI or 

ISBN) for them.  

9.3 Relationships during DOI import 

When the publication is imported as a DOI, many relations may already be entered automatically. These can 

simply be left as they are. In this case, please scroll down in the mask to the Source. 
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10 Upload 

This step only appears if you selected the Publication with file upload option in step 3 Media type / Document 

type. 

 

Picture 37: File upload 

1 Upload: You can either simply drag the file with the mouse into the upload field or click on the field to select 

a file via the selection dialog. 

2 I want to upload the file later: If you currently do not want to upload the file, you can check this box. You can 

then send us the file, for example, later by e-mail to freidok@ub.uni-freiburg.de. 

mailto:freidok@ub.uni-freiburg.de
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11 License for your metadata / License for your 
documents 

11.1 License for your metadata 

All metadata you have entered here in the input mask (including abstract, description etc.) will be published 

under a CC0 license: http://creativecommons.org/about/cc0  

11.2 License for your documents 

This step only appears if you selected the Publication with file upload option in step 3 Media type / Document 

type. In this case, you can select a desired license for your files here, which regulates the further distribution. 

 

Picture 38: Select license 

1 Select license: You select a license by clicking on it. Attention: For OA journal articles, select the option 

„Takes over regulations oft he licenser or the (Creative Commons) license stated in the document itself“. 

2 Fold out/fold in license description: With a click on the eye symbol you can unfold the additional description 

for a license. 

3 Link to the license page: By clicking on the link symbol, you will be directed to the external website of the 

license, which is described in more detail. 

4 Currently selected license: The currently selected license (as described in step 1) is colored orange. 

http://creativecommons.org/about/cc0
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11.3 Instruction for attribution of your chosen CC-License 

 

Picture 39: Attribution of a selected license and preview of the license information 

1 Suggestions: FreiDok plus automatically makes suggestions for attribution. 

2 Attribution: Enter the name(s) of the selected license (e.g. all autos). 

3 Preview: This way the license information is displayed with the document on FreiDok plus. 

 



39 
 

12 Contract 

This step only appears if you selected the Publication with file upload option in step 3 Media type / Document 

type. In this case, you select and accept the contract between you and the University Library for the publication 

of the file on FreiDok plus. 

 

There are three types of contracts: 

• Contract for authors: Please select this contract if you are the author of the uploaded document. 

• Contract for editors: Please select this contract if you are the editor of the uploaded document. 

• Existing individual contract: This option is only valid in exceptional cases and only after prior consulta-

tion with ElPub. 

 

Picture 40: Contract 

1 Contract currently selected: The currently selected contract is colored orange. 

2 Select contract: Click on a contract to select it. 

Note: In case of doubt, please consult ElPub in this step! A wrong contract selection cannot be changed af-

terwards in the existing entry. The recording must then be completely repeated. 
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3 Preview: The contract preview contains the entire text of the contract. Please check here whether the correct 

contractual partner (author or publisher) and, if applicable, all other contractual parties are named. 

4 I accept above contract: By clicking on the check mark you sign the present contract. The contract, however, 

only becomes binding when the file is published after internal processing. 
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13 Date of Availability / Contact / Message to the library 
/ Preview 

13.1 Date of Availability 

The field for the release date only appears if you have selected the option Publication with file upload in step 3 

Media type / Document type. 

 

Picture 41: Specify date of release 

1 Specify date of release: There are two options: 

• Release file(s) immediately: This option is set by default. Please note that the files will not be unlo-

cked „immediately“ anyway, but only at the next possible time after the check by the administrators 

of ElPub. 

• F Specify date of release: Select this option if you want your file to be unlocked on a specific date. 

When you click on this option, the date field appears (step 2). 

2 Date: Enter the desired date for the activation here. 

13.2 Contact 

 

Picture 42: Contact details for questions 

Please enter an e-mail address as a contact option for further inquiries. This information is only stored inter-

nally and will not be published. 

13.3 Message to the library 

If there is something special to consider when entering, you can leave a message to the ElPub team here. The 

field is only visible internally for us. 

13.4 Preview 

Here you can check the information you have entered so far and, if necessary, jump back to the correction. 



42 
 

 

Picture 43: Preview and Upload 

1 Edit: If you notice a mistake in an area, you can click on the pencil symbol to return to the corresponding 

page of the input mask to make changes. 

2 Upload my data to your server: Click here to complete the process. The entered data will end up in the inter-

nal admin area and will be checked again by ElPub. 

After the transfer you will receive an e-mail notification including a copy of the contract as a PDF file to the 

given address. As soon as ElPub has activated your entry, you will receive another notification with the link 

to the entry on FreiDok plus. 



43 
 

Index 

Abstract  32 
Affiliation  24 
Article  14 
Contact  41 
Contract  39 
DDC  see Dewey Decimal 

Classification 
Description  34 
Dewey Decimal Classification  

33 
Document type  15 
DOI  see Digital Object 

Identifier 
DOI import  22 
Edition  27 

File  13, 36 
Institution  24 

create new  25 
Journal  14 
Keyword 

uncontrolled  33 
Language  18 
License 

Attribution  38 
Documents  37 
Metadata  37 

Meda type  13 
myLogin  8 
Person 

create new  20 

DOI import  22 
Function  20 
Role  20, 22, 23 
select from list  19 

Relation  35 
Release date  41 
Source 

Compilation  30 
Journal  28 

TAN  8 
Title  18 
Upload  13, 36 
Year  18 

 

 

 


