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Depositing a work in the Institutional Repository 
 
 
This guide sets out in detail the procedure for depositing a Master's or Doctoral thesis in 

the @mitos Institutional Repository of the University of the Peloponnese. 

 
 
 
 

Before you begin the electronic deposit, please confirm that you are able to log in to 

the e-mail account granted to you by the University of the Peloponnese. 
 

Your academic e-mail account is of the form abcd12345@uop.gr (e.g. 

sepg22018@uop.gr). You can log in to it, via webmail, at the address 

https://webmail.uop.gr/. 
 

Your communication with the @mitos electronic application, with the Secretariat of 

your Department and with the Library takes place exclusively through your academic e-

mail. 
 

If you do not know your academic e-mail account or your credentials, please contact the 

Secretariat of your Department. 

 
 
 

ATTENTION: Do not proceed with the deposit of your work if you have not 

activated your academic e-mail! 
 

In that case you will not be notified if a problem arises during the deposit procedure 

and you will not receive the deposit receipt for your work. 

 
 
 

If you encounter problems logging in to your academic e-mail, please contact the 

Directorate of Information Technology. 
 

After your initial login to @mitos, please confirm the contact e-mail address that has 

been automatically entered in the system, from the option: 
 

Profile > Details. 
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1. Login to the system 
 
 

1. We open a well-known browser such as Mozilla Firefox, Chrome, Internet 

Explorer, Safari or Opera and enter the address of the application: 

http://amitos.library.uop.gr/ 

 
 

2. On entering the correct address, the first page of the application appears: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

3. We select the language in which we want our page to run (Greek – English) and log 

in to the application (“Σύνδεση”, or “Login” in English). 
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4. After clicking the “Σύνδεση” option in Greek or “Login” in English, the following 

screen appears, on which we select login through the “Institutional 

Authentication Service”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

We are automatically transferred to the website of the Central Authentication Service of 

the University of the Peloponnese and enter our academic credentials, that is, our 

username and password. 
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5. Once the authentication details have been entered successfully, we are transferred to 

the home page of the Institutional Repository: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The information given to us on this screen is the following: 
 

Communities in @mitos 

These are the general categories into which the material has been classified according to its 

type. For example, a master's thesis belongs to the community Master's Theses, whereas a 

Doctoral Dissertation belongs to the community Doctoral Dissertations. 

 

Search 

We can search the system using a keyword, e.g. Economy. The results returned by the search 

are the records in which the word “Economy” appears, in any of the fields of the registered 

record or in its full text. 

 

Recent Submissions 

The titles of the most recently registered records in the application are displayed.  
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Browse All of @mitos 

This table contains all the categories by which we can browse the system. If, for example, 

we select the word Titles it will show us all the titles that have been entered in the system, or 

if we select the word Authors all the names of the authors registered in the system will be 

displayed alphabetically, and so on. 

 
 
 
 

2. Entering an item in the system 
 
 

In order to register our work we must first select the appropriate collection. We first select 

the type of work, that is, Doctoral or Master's thesis, and then the School and the 

Department in which it was prepared. Some of the information to be completed is specific 

to each case, so please make sure that your record is registered in the correct Collection. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Clicking on Communities & Collections, br ings  up  a  page  wi th  the  communi t ies  o f  

the  repos i tory .  In  or der  to  bro wse  the  contents  o f  each  communi ty  we  

must  expa nd  i t  by  c l i ck ing  the  “+”  symbo l  to  the  le f t  o f  i t s  name.  I f ,  fo r  

example ,  we se lect  the  co mmunity  Master's Theses it will bring up the following 

page: 
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From the corresponding category of works we select the department to which we belong 

and in which we wish to enter our work. For example, if we are postgraduate students of 

the School of Fine Arts of the Department of Theatre Studies, then we must click on 

Department of Theatre Studies (Master's Theses). 
 
After executing our command, the following page appears: 
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We click on Submit a new item to this collection and we are transferred to the first page for the 

submission of a new item: 
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3. Completing the submission form 
 
 

Let us assume that we wish to enter a master's thesis of the Department of Theatre Studies 

into the Institutional Repository. Having selected the correct Community, Sub-community and 

Collection by one of the above methods, we are on the 1st Page of the Submission form. The 

details we will be asked to complete on the 1st Page are the following: 

 
 
 

1) Postgraduate Studies Program 
 
We click on the arrow on the right-hand side of the box so that the list of postgraduate 

programs offered by the particular department appears. We select the appropriate title. 

 
 
 
 
 
 
 
 
 
 
 

2) Author 
 

We enter the full name of the author of the work. In the first box we write the surname and in 

the second box the first name of the student. 

 
 
 
 
 
 
 
 
 
 
 
 
 

To add further authors we select . 
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If we wish to remove a name, we then tick the box that 
 

is next to it and click . 
 
 
 

3) Supervising professor 
 

We enter the surname and the first name of the supervising professor in two boxes and click  
 

, in order to check that the name is spelled correctly. 
 
 
 
 
 
 
 
 
 
 
 
As soon as we clickLookup a new dialogue window opens and the name we entered is searched 

for in the database of supervising professors. 
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If the supervising professor's name has also been entered in a previous record, it will appear 

in the left-hand column of the window, as shown in the image above. We 
 
click it and press . 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The dialogue window Person Lookup closes and the supervisor's name is entered in the 

registration form exactly as established in a previous record. 

 
 
 

We always select a name that is not written in Italics. I f  no value appears,  write the 

name as ful ly as you can and it  wil l  be checked by the l ibrary staff.  

 
 
 

To add further supervisors we select and 

repeat the above procedure. 

 

As regards the removal of names, the same applies as in the Author field. 
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4) Examination Committee 
 
Similarly, we type the name of the first member of the examination committee and click 

 

. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

We select the appropriate name and click . 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

12 | Page



 
 
 
 
 
 
 
 
 
 
 
 

The name we selected is entered in our form. 
 
 
 
 

5) Title 
 

We enter the title of the work. 
 
 
 
 
 
 
 
 
 
 

6) Translation of the title 
 

This is completed only where the title of the work is also given in another language. 
 
 
 
 
 
 
 
 
 

7) Language 
 

We enter the main language of the text. The selection is made from a list.  
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8) Date of deposit 
 

We enter the year, the month and the day of deposit of the master's thesis. The year is 

regarded as compulsory information and must always be completed. The other two sub-fields 

are optional. 

 
 
 
 
 
 
 
 
 
 

The month is selected from a list. 
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After completing the fields of the first screen we click in 

order to move to the next data entry screen. 

 
 
 
The details that need to be completed on the 2nd page are: 

 

9) Abstract 
 

In this field we enter the abstract of the work, if one exists. 
 
 
 
 
 
 
 
 
 
 
 
 
 

10) Abstract (Translated) 
 
In this field we enter the translation of the abstract of the work, if one exists. 

 
 
 
 
 
 
 
 
 
 
 
 
 

11) Number of pages 

We enter the total number of pages of the work. 
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12) Keywords 
 
 
 
 
 
 
 
We complete the appropriate keywords. Keywords are terms which can be used in a search in 

order to locate the thesis. 
 

You can enter as many keywords as you wish with the help of . 
 
As regards the addition and removal of keywords, the same applies as in the Author field.  

 
 
 
 

13) Subject Headings 
 
This field is completed by the Library. 

 
 
 
 
 
 
 
 
 
 

14) Note 
 
This is used where our work contains information which cannot be placed in any of the other 

fields. 

 
 
 
 
 
 
 
 
 
 
After completing the fields of the second screen we click in 

order to move to the next data entry screen. 

 
 
 

15) Option to embargo the full text 
 
Select the time at which you wish the full text of your work to be made available 

through the Institutional Repository. 
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For immediate availability or for access after 3 years, select in the box below: 
 
 
 
 
 
 
 
 
 

After completing the last field as well, we click and proceed to the 

next stage of registration, which is the uploading of the digital file. 

 
 
 

On the 4th Page of the submission form we upload the file of the thesis we are registering. The 

digital file is the full text of the work. 

 

The digital file of the thesis must be submitted in PDF and the file name must follow the 

format: 

 

Surname_RegistrationNumber.pdf 
 

written in Latin characters, e.g.: Roditi_27834.pdf 
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We click and select the file we wish to upload so that it is loaded into the 

Institutional Repository. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

When the name of the digital file we selected appears next to  , 

we give a short description of the content of the digital file, e.g. Master's thesis, Doctoral 

dissertation etc., and we click the button 
 

. 
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When the upload of the file is complete, its name will appear at the end of the present 

page. 
 

We return to the file upload screen and select in 

order to complete the registration. 

 
 
 
 

Note: We have the option of uploading additional files, if this is considered necessary, by 

selecting the next file with Browse and clicking “Upload file & add another” again. 
 
We also have the option ofremoving the fileby clicking the small box next to the file name and 

then clicking remove selected files. 
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5th Page. Review submission 
 

This screen shows all the details of the record we have entered in the application so far, 

brought together, and gives us the option of checking and correcting any field. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Each box of information corresponds to each page with the details we completed 

previously. 

 

If, for example, we wish to correct something in the field Abstract, we select Correct 

one of these, which is located below the Abstract. 
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By clicking on this button, Page 2 of the system appears, on which we complete the abstracts. 

Once we have made the necessary correction, either by clicking the 
 

button , or by clicking the Review box at the top of the page, we return once 

again to the Review page. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Once we have carried out the necessary check and the necessary corrections, we click 
 

. 
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6th Page. Selecting a Creative Commons licence 
 

On this page of the submission, we provide the necessary personal licensing regarding the 

options we grant to the readers of our work. The selection is made from a list. The licence we 

select is Creative Commons. 

Information about Creative Commons licences can be found here. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

After selecting the licence, two questions appear concerning the exploitation of the work for 

commercial purposes and permission to modify it. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

In order to provide the strictest and most clearly defined usage policy, we select in both 
 
questions “No” and then click the option: 
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Page 7. Granting the licence to publish material 
 

Next, the 7th page in order appears, on which we grant the Library of the University of the 

Peloponnese permission to publish our work in digital form in the Institutional Repository. We 

also undertake that the deposited work is our own intellectual property. In order to give this 

permission, we tick the box next to “I grant the licence” and click the button “Complete 

submission”. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
After the submission has been completed, the following page appears informing us that the 

submission has been completed. 

 
 
 
 
 
 
 
 
 
 
 
 
At this point, the procedure for the submission of our Master's/Doctoral thesis is complete, 

but it has not yet been published as it is still pending review: 
 

1. by the Secretariat of the 
Department 2. by the Library of the 

Department. 
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4. Checking of the Work 
 

I. At the first stage of review, an e-mail is sent automatically by the application to the 
Secretariat of your Department. The staff of the Secretariat, after carrying out the necessary 
check, will forward the work to the second stage of review or will reject the submission of your 
work. 

 
If your work is rejected, you will receive an e-mail at your academic e-mail account (that is, the 
e-mail linked to the username and password you used to log in to the Institutional 
Repository), which will set out the points that need correction in order for you to proceed to 
the next stage. 

 
 

Sender: apothetirio@uop.gr 
 

Subject: @mitos - Institutional Repository of the University of the Peloponnese: Submission Rejected 
 

Message: 
 

You have submitted the work entitled: Drama in education 

 

To the collection: Department of Theatre Studies (Master's Theses) 

 
Your submission was rejected by the Fine Arts Secretariat 

(m****g@uop.gr) with the following explanation: 

 
You have not completed the names of the three-member examination 

committee. 

 
Your submission has not been deleted and is accessible so that you 

can make the necessary modifications and submit it again from the 

“Submissions” page in the “My Account” menu: 

http://amitos.library.uop.gr/xmlui/mydspace 

 

Library of the University of the Peloponnese 

 
 
 

If you click the above hyperlink given in the e-mail and enter your academic credentials, you 

will be taken to the “Submissions & Workflow tasks” page. 
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Your work appears as incomplete. If you select it, you will be taken to the following page. Here, 

you select the button “Resume” and, once you have corrected the errors pointed out to you 

by the secretariat staff, you complete the submission of the work, which passes to the 2 nd 

stage of review, by the staff of the Library. 
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II. The second stage of review is carried out by the staff of the Library. 
 
If your work is rejected, you will receive an e-mail at your academic e-mail account setting out 

the points that need correction in order for the registration of your thesis to be completed 

successfully. 

 
 
 

Sender: apothetirio@uop.gr 
 

Subject: @mitos - Institutional Repository of the University of the Peloponnese: Submission Rejected 
 

Message: 
 

You have submitted the work entitled: Drama in education 

 

To the collection: Department of Theatre Studies (Master's Theses) 

 
Your submission was rejected by the Nafplio Library 

(lib.fa@uop.gr) with the following explanation: 

 
You have not uploaded the full text of your work as a single 

file. You must merge it and submit your work again by uploading 

the new file. 

 
Your submission has not been deleted and is accessible so that 

you can make the necessary modifications and submit it again 

from the “Submissions” page in the “My Account” menu: 

http://amitos.library.uop.gr/xmlui/mydspace 

 
Library of the University of the Peloponnese 

 
 
 
 

If you click the above hyperlink and enter your academic credentials, you will be taken to the 
“Submissions & Workflow tasks” page where, as at the 1st stage of review, you must make the 
changes indicated to you and resubmit your work. The Library will again be notified 
automatically in order to check your work. 
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5. Completion of the submission 
 

If no problem arises during the check by the staff of the Library, your work is registered and 

published in the Institutional Repository. At the same time, you receive at your academic e-

mail account an e-mail confirming the completion of the deposit procedure and also giving you 

the direct hyperlink through which you can access it. 

 
 

Sender: apothetirio@uop.gr 
 

Subject: @mitos - Institutional Repository of the University of the Peloponnese: 
Submission Approved and Added to the Repository 

 
Message: 

 
You have submitted the work entitled: Drama in education 

 

To the collection: Department of Theatre Studies (Master's Theses) 

 
Your submission has been approved and added to the 

Institutional Repository, with the following identifier: 

 
http://amitos.library.uop.gr/xmlui/handle/unipi/xxxx 

 
Please use this identifier when citing your submission. 

 
In order to complete your obligations for the deposit of your 

thesis in the @mitos Institutional Repository, please print the 

Licence for the Electronic Dissemination of a Document 

(http://amitos.library.uop.gr/adeia_diathesis.pdf), fill in your 

details and bring it, together with the CD of your thesis, to the 

Branch of the Library of your department. The CD and the Licence 

must be delivered within 20 days of the defence of your thesis and 

at the latest 15 days before your graduation ceremony. If your 

thesis is a doctoral one, you must also bring a printed copy of it 

to the Library. 

Thank you! 
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