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Desk.com Part One 
Once a work(s) has been submitted through the GW ScholarSpace Deposit Form, the Scholarly 

Communications Committee will review the Deposit Form Ticket and contact the appropriate librarian to 

complete the deposit in GW ScholarSpace.  

 

You will receive an e-mail once the Scholarly Communications Committee has assigned a deposit request 

to you.  Deposits should be given a high priority as this is a direct request from a faculty and/or center or 

institute at GW. If your schedule will not permit you to successfully deposit the work(s) in a timely 

manner (within 24 hours, the same as a reference question), please contact the Scholarly 

Communications Committee immediately and we will re-assign the deposit request or work with you to 

complete the deposit.  

 

Once you have received a notification email (From: GW ScholarSpace; Subject: GW ScholarSpace Deposit 

Request Assignment Notification), please login to Desk.com. Click on the ‘Login with Google Apps’ link to 

login with your GW email account.  

 

 

 

 
 

https://library.gwu.edu/about/contact/communications?page=http://library.gwu.edu/about/open-access-at-gw
https://library.gwu.edu/about/contact/communications?page=http://library.gwu.edu/about/open-access-at-gw
https://gwlibraries.desk.com/login/new


 
 

 

(Note: You will need to already be logged into your GW email account for this link to automatically sign 

you in.) 

 

After logging in, you will be taken to your Desk.com dashboard. Click on ‘My Cases’ on the left of the 

screen. 

 

 

A list of all unresolved cases assigned to you will appear to the right of this.  

 

 

 

Clicking on the case will open it so you can view the information submitted through the GW 

ScholarSpace Deposit Form. This is where you will get the metadata needed for the deposit into GW 

ScholarSpace.  

 

 
 



 
 

 

 

The link provided in the ‘File’ field, will be a download link. Click on this link to download and save the 

file to your desktop. (Note: Remember where you have downloaded the file! You will need to get to it 

later to upload it into the repository.) 

 

 

 

Once you have successfully downloaded the file and saved it to your computer, you can proceed to the 

Single File Upload section of this guide.  

 
 



 
 

 

Single File Upload 
● Login to GW ScholarSpace by selecting the Staff Login link at the bottom right of the main page.  

 

● Enter your NetID and Password.  

You will be brought to the ‘My Dashboard’ page, where you can upload the file.  

● Click the button. 

 

● Check the ‘I have read and do agree to GW ScholarSpace’s Deposit Agreement’ box. Then click 

the ‘+Select files…’ button.  

 

● Locate the appropriate file and select ‘Open’. 
 

● Then select ‘Start Upload’. 

 

You will see a green progress bar and will be taken automatically to the ‘Apply Metadata’ page for the 

document you uploaded.  

● Enter all of the metadata provided. (Please see the “Style Guide for Depositing Works in GW 

ScholarSpace” for information on text format and metadata entry.) 

 

● To add an additional field (for example: under ‘Author’), click the ‘+Add’ button. A new field will 

appear underneath. If you have added too many fields, you can select the ‘-Remove’ button next 

to the field you wish to remove.  

 
 

https://scholarspace.library.gwu.edu/


 
 

 

 

● To select multiple options from a list (for example: under ‘Type of Work’), hold CTRL or 

COMMAND and click on each option in the list you would like. (Ex: press CTRL or COMMAND, 

and then click on Article and Image.) 

 

● If you need to add additional metadata such as an Abstract, Date Created, etc. please click on 

the ‘Show Additional Fields’ button and the metadata fields section will expand to show all of 

the available metadata fields in GW ScholarSpace.  

 

● The Visibility should always be set to ‘Open Access’.  

 

● Under the  ‘Share With’ section, in the Enter user field, enter the name of the member of the 

Scholarly Communications team with whom you are working, e.g., Dolsy Smith. Their username 

and email address should appear in a dropdown menu, and you should select it. 

 

● From the Choose access menu to the right, select Edit. 

 

 

 

 
 



 
 

 

 

● Review the metadata to ensure it is correct. Once you are finished, click ‘Save’.  You will be 

directed to a File List page and a green bar with a message will appear stating that the file is 

being uploaded into GW ScholarSpace.  

 

● Once the file has been successfully uploaded the visibility will change from ‘Private’ to ‘Open 

Access’. At this point you can click on the file to view the record you have just created.  

 

 

 

 

 

 

 

 

 

● From this page you can review all of the metadata. If there are edits that need to be made to 

this record, please see Making Edits to Records. If everything is in order, please copy the URL 

from the ‘Permanent Link’ section in the Description of the record. 

 

 

  

 
 



 
 

 

 

Multiple File Uploads 
There will be instances where you will want to do a multiple file, or batch, upload in GW ScholarSpace. 

In order to do this, follow the steps for logging into GW ScholarSpace as mentioned above in the Single 

File Upload section of this document.  

 

Next, check the ‘I have read and do agree to GW ScholarSpace Deposit Agreement’ box. Then click the 

‘+Select files…’ button. 

 

You may select multiple files at this time by holding down CTRL (or COMMAND) and clicking on each file 

you wish to upload. Then click ‘Open’.  

 

The files you selected will show up under the +Select Files button. 

 

 

 

Click ‘Start upload’ once you have selected all of the files you wish to include in the batch upload.  

 

Once the upload has been successful, you will automatically be taken to the ‘Apply Metadata’ page. You 

can enter the individual titles for each file in the ‘Individual Titles’ section; however, the metadata you 

enter into the ‘Bulk Descriptions’ section will be used for all of the files. In order to edit individual 

records, please see Making Edits to Records. 
 

The major advantage of batch uploads is that you can upload multiple titles at once that may share most 

of the same metadata. For example, if a faculty member wants to deposit multiple volumes of a journal 

issue or a series of reports. The titles will be different; however, the majority of the rest of the metadata 

will be the same.  

Making Edits to Records 
If you need to make edits to a record you’ve already saved, please click on the ‘My Dashboard’ link on 

the left of the page.  

 

 
 



 
 

 

 

You will be brought back to your dashboard, where you can then select  

 

This will open a list of the files you have uploaded to the repository. Locate the file you need to edit and 

click the check box to the left of it. Then click the ‘Edit Selected’ button above the file list.  

 

 

(Note: If you need to make Batch Edits to multiple files, please click the check box next to each file and 

then click ‘Edit Selected’. Keep in mind that any changes made will be reflected in every record you 

selected.) 

 

Select the fields you need to edit. For example, if you need to edit the Author field, click ‘Author’.  

 

 

 

The field will expand and you will be able to make your edits.  

 
 



 
 

 

 

 

 

Once you have completed making your edit, click ‘Save changes’. Once the change is successfully 

completed, ‘Changes Saved’ will appear under the ‘Save changes’ button. You may then click on the ‘My 

Dashboard’ link in the upper left to return to your dashboard.  

Upload Process for Works in Other Repositories 
There will be certain instances where a faculty member already deposits their work(s) into a 

discipline-specific repository. In these cases, the faculty member is not required to send us another copy 

of their work.  Instead, they will provide us with a link in the GW ScholarSpace Deposit Form to the 

repository containing the authoritative record of their work.  

 

Follow the link provided by the faculty member and download the appropriate file from the repository. 

Keep the repository page open so you can revisit it while entering metadata. Be certain to include as 

much metadata from the authoritative repository record as possible as you fill in the fields in GW 

ScholarSpace.  Make certain to link back to this record in the “Related URL” metadata field.  

 

Follow the rest of the procedures outlined in the Single File Upload section of this guide.  

Desk.Com Part Two 
Once you have completed uploading the requested works to GW ScholarSpace, return to Desk.com and 

go back to the open ticket under ‘My Cases’.  

 

 

 

The Scholarly Communications Committee will provide a response template that you can fill out and 

send to the faculty member once the item has been uploaded to GW ScholarSpace. After you have 

returned to the open ticket, you will see a message box underneath the ticket content.  

 
 



 
 

 

 

 

 

 

 

Fill in the appropriate sections of the template text (such as Faculty member’s name, title of work, 

permanent link, and your name) and then click ‘Update, Send, & Resolve’. This will e-mail the message 

to the faculty member and close out the ticket. If the faculty member responds to the message, a 

notification will come through Desk.com and you may continue to address any questions if necessary. If 

the questions are related to the work deposited in Desk.com, please continue the conversation in 

Desk.com so we can track bugs, metadata questions, etc. If the questions are more about open access 

education, requests for presentations on ScholarSpace or the Open Access Policy, etc., please move the 

conversation outside of Desk.com into your GW email account. If you need assistance from the Scholarly 

Communications Committee at any time, please feel free to contact us.  

 

Congratulations! You’ve completed a successful deposit into GW ScholarSpace.  

Frequently Asked Questions 
The GW Libraries Open Access FAQ page offers answers to a lot of common questions surrounding open 

access; however, below are a list of deposit-related questions. If you still have unanswered questions, 

please contact the Scholarly Communications Committee and we will be happy to assist.  

What works are appropriate for deposit in GW ScholarSpace? 

 

 
 

https://library.gwu.edu/about/open-access-faqs
https://library.gwu.edu/about/contact/communications?page=http://library.gwu.edu/about/open-access-at-gw


 
 

 

 

Works produced or sponsored by GW faculty, researchers and staff may be shared through GW 

ScholarSpace, as well as student works sponsored by GW faculty or programs. 

 

 

Who can deposit in GW ScholarSpace? 

Current GW Faculty can deposit their works in GW ScholarSpace. Additionally, faculty members may 

sponsor exceptional student works for deposit. GW ScholarSpace does not currently accept materials 

from alumni; however, if an alumni would like to preserve their GW scholarly works, please contact the 

Scholarly Communications Committee.  
 

I don’t see the appropriate GW Unit in the list. Who should I contact? 

If the GW Unit is not listed, please follow these steps: 

 

1) First, verify that the GW Unit exists at GW. Make certain the name of the unit and its 

spelling is correct.  

2) Then, notify the GW ScholarSpace team. They will add the unit to the GW Unit in GW 

ScholarSpace. 

3) In the meantime, make sure to enter the GW Unit into one of the keyword boxes during the 

deposit. Once the GW Unit list has been updated, you can go back into the system and edit 

the GW Unit of that record.  

 

I have a faculty member who wants to learn more about Open Access. Can I refer them to the 

Scholarly Communications Committee?  

Yes! The Scholarly Communications Committee can speak with faculty, provide in-class presentations, 

and attend departmental faculty meetings on topics related to Open Access and GW ScholarSpace. 

Please refer the faculty member to any of the Scholarly Communications Committee members and we 

will be happy to set something up.  

Who to Contact 
● For questions about GW ScholarSpace troubleshooting and errors, please contact the GW 

ScholarSpace Team. 
● For questions about the upload process, style guide, metadata, and the open access resolution, 

please contact the Scholarly Communications Committee . 

 
 

https://library.gwu.edu/about/contact/communications?page=http://library.gwu.edu/about/open-access-at-gw
https://scholarspace.library.gwu.edu/contact
https://scholarspace.library.gwu.edu/contact
http://library.gwu.edu/about/contact/communications?page=http://library.gwu.edu/about/open-access-at-gw

