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To add a Newspaper issue to an existing publication from a single PDF file. 
 
Choose Add/Edit issue 
 

 
 
Select the publication title from the quick list or start typing the title into the 
publication title field and select the right title from the drop down menu that 
appears. Then add the issue date in the Publication date field in natural 
language. Only add a display date if it is different from the Publication date (e.g. 
Winter 2012). Ensure you click the Single file (with multiple pages) option if 
working with a single PDF). 
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Click “Add” 
 
You will be taken to the next screen to upload your issue pages. 
 
Click “Add file” to select your PDF, then “Start Upload”. 
 
Allow the file to load and when it reaches 100%, click the Continue button. 
 

 
 
 
The next screen displays a thumbnail and snippets from the full text extraction.  
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Let the process run until a Continue button appears at the bottom of the screen. 
Click Continue. 
 
 
 
 
 
 
 
 
 
 
The resulting File/Tech data screen should look like this: 
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Navigate to the Descriptive data screen, where the associated metadata should 
look something like this… Then make the record “Public” and click Update to add 
the publication date to your publication calendar. 
 

 
 
 


