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Goal of this training session

Help you mastering ORBi

Providing resources to help you gain visibility for your 

scientific career
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Poll time



Poll
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What is ORBi?



What is ORBi?

• ORBi = Open Repository and Bibliography, developed by ULiège

• Our institutional repository for scientific productions (any kind of document you produce 

related to academia)

• UMONS supports Open Science and Open Access movement by making its scientific work 

accessible to everyone without financial or technical constraint

Main goals

• To increase the visibility of UMONS researchers' publications

• To strengthen the Open Access policy of the University of Mons

• To facilitate the generation of publication reports and the internal evaluation of researchers

• To provide the public with free and fast access to quality scientific publications (University’s 

3
rd

mission, service to society)
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Why is ORBi so 

important?



What is ORBi important?

Mandate

• The obligatory submission to ORBi by UMONS members of all their publications

• The obligatory submission to ORBi of the full text of all scientific articles that have been 

published by UMONS members. This must be done as soon as they have been accepted 

by the publisher

• That only references from publications submitted to ORBi be used for the internal 

evaluation of researchers (annual activity reports of your PI/research unit(s) and 

institute(s))
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What is ORBi important?

Showcase your scientific carreer

Every item on ORBi is also visible outside!

• Search engine: Google Scholar, Baidu, DuckDuckGo

• Digital libraries (Ebsco, Central Discovery Index)

• Harvesters (CORE, Isidore, OpenAire, PubMed, FNRS, etc.)

10More details here

https://orbi.umons.ac.be/page/visibility-ORBi
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Overview of 

interface



Overview of the interface
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Access ORBi via https://orbi.umons.ac.be/ (anyone, even non-UMONS people can access)

https://orbi.umons.ac.be/


Overview of the interface
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Access ORBi via https://orbi.umons.ac.be/ (anyone, even non-UMONS people can access)

IMPORTANT NOTE

If you are doing a Ph.D., you have a student ID AND a staff ID.

You can log in using both IDs. 

HOWEVER: only the staff ID will allow you to add publications 

and use all the features. This may change in the future.

https://orbi.umons.ac.be/


Overview of the interface
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Change the 

language 

(EN or FR)



Overview of the interface
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Search for a registered publication or simply browse through the whole collection



Overview of the interface
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Overview of the interface
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Your menu



Overview of the interface
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Related to your visibility

Related to your publications



Overview of the interface
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Your notifications

(more on that

later)



Overview of the interface
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Statistics of ORBi

Content and usage



Overview of the interface
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Export as image, csv



Overview of the interface
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Spike of new publications at the end of each year

Why ?

Because people do not add their new publications

as soon as it is produced → does not respect

the 3
rd

point of the mandate

Please do add your new publications ASAP and

do not procrastinate until the end of the year :-)



Overview of the interface
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Help pages



Overview of the interface
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Overview of the interface
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General/technical

details



Overview of the interface
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Overview of the interface
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News



Overview of the interface
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How to add a new 

publication?



How to add a new publication?
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• Properly adding a new publication will ensure a proper referencing and visibility for:

• You

• Your research unit(s)

• UMONS

• Potential future employers

You must add your publication as soon as it is accepted (see ORBi Mandate)!

In principle, you must also add your Ph.D. thesis

It helps its share with your jury committee, etc.

https://orbi.umons.ac.be/page/legal-information#mandat-umons


How to add a new publication?
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How to add a new publication?
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How to add a new publication?

33https://orbi.umons.ac.be/page/orbi-charter

https://orbi.umons.ac.be/page/orbi-charter


How to add a new publication?
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https://orbi.umons.ac.be/page/orbi-charter

https://orbi.umons.ac.be/page/orbi-charter


How to add a new publication?
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1.Purpose: ORBi aims to enhance the visibility and accessibility of UMONS 

research outputs by providing a centralized platform for depositing and 

disseminating scholarly works.

2.Open Access: The charter emphasizes the importance of open access to 

research, encouraging authors to make their publications freely available 

whenever possible.

3.Quality Control: It ensures that all deposited works meet certain quality 

standards, including peer-reviewed publications and validated research outputs.

4.Copyright and Licensing: Authors retain their copyright and are encouraged 

to use licenses that allow for broad dissemination and reuse of their work.

5.Responsibilities: Researchers are responsible for the accuracy and 

completeness of their submissions, and the university provides support and 

guidance for using the repository.

6.Benefits: The repository aims to increase the impact and citation of UMONS 

research, facilitate academic collaboration, and support the university’s mission 

of knowledge dissemination.



How to add a new publication?
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Import By DOI

• Easiest for scientific articles, preprints

• Recommended

Import a list of references

• Similar to DOI, but requires you to

build the list of references using

external tools

Extract from published PDF (AI-based)

• NOT RECOMMENDED FOR NOW

Encode manually

• Suitable for any type of documents
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Import by DOI

Equivalent to manual 

encoding, but faster



Import by DOI
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Import by DOI
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For any publication, you must go through these 4 steps

Import by DOI

40
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1. Describe



Import by DOI
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• Several fields to fill in

• Fields with a * are mandatory

• These fields change 

depending on the document 

type

• List of document types

https://orbi.umons.ac.be/page/typology?locale=en


Import by DOI
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• Several fields to fill in

• Fields with a * are mandatory

• These fields change 

depending on the document 

type

• List of document types

• When you have a « + » button, 

it means you can have 

multiple fields for the same 

category

https://orbi.umons.ac.be/page/typology?locale=en


Import by DOI
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• Several fields to fill in

• Fields with a * are mandatory

• These fields change 

depending on the document 

type

• List of document types

• When you have a « + » button, 

it means you can have 

multiple fields for the same 

category

• All fields have a « ? » button 

that shows an explanation of 

the field

https://orbi.umons.ac.be/page/typology?locale=en


Import by DOI
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In this example

https://orbi.umons.ac.be/page/typology?locale=en

https://orbi.umons.ac.be/page/typology?locale=en


Import by DOI
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Select the appropriate disciplines

See the list of disciplines

https://orbi.umons.ac.be/browse?type=classification


Import by DOI
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Select the type of author

Check co-first/co-last 

only if it is clearly stated in 

the manuscript



Import by DOI
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Select people’s affiliation

• When importing by DOI, it 

automatically recognizes if 

people are from UMONS



Import by DOI
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Select people’s affiliation

• When importing by DOI, it 

automatically recognizes if 

people are from UMONS

• For UMONS authors, you can 

assign the affiliation 

registered in the HR system



Import by DOI
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Select people’s affiliation

• When importing by DOI, it 

automatically recognizes if 

people are from UMONS

• For UMONS authors, you can 

assign the affiliation 

registered in the HR system

• If it is not the one 

corresponding to the one 

from the paper, you can 

manually enter it and press 

the « + » button to add it



Import by DOI
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Select people’s affiliation

• External people are also 

automatically recognized



Import by DOI
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Select people’s affiliation

• External people are also 

automatically recognized

• Sometimes, ORBi makes a 

mistake, but you can easily 

correct it by switching to 

« Author UMONS » (and 

apply what we did in the 

previous slide)



Import by DOI
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Select people’s affiliation

• External people are also 

automatically recognized

• Sometimes, ORBi makes a 

mistake, but you can easily 

correct it by switching to 

« Author UMONS » (and 

apply what we did in the 

previous slide)

• Add or correct affiliation



Import by DOI
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Self-explanatory



Import by DOI
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Self-explanatory

For just accepted 

manuscript

Do not forget to 

update the date ☺

In the future, 

there will be an 

email alert to ask 

an update of the 

« in press » status



Import by DOI
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If it’s imported by DOI, it should be 

correct, but you should always check

If you enter manually, there is a 

database of journals connected to ORBi 

which should ease the process



Import by DOI
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If you publish in a brand new journal, you 

may need to add it to the database



Import by DOI
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Once you are done and all details are correct, you can click on « Next »

NOTE1: if you forgot a mandatory field, ORBi will prevent you from continuing:



Import by DOI
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NOTE1: if you forgot a mandatory field, ORBi will prevent you from continuing:



Import by DOI
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NOTE2: if you do not have time to pursue, you can click on « Quit ». All information will be saved 

and you can come back later to finish (« My Unfinished Deposits »).



Import by DOI
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NOTE2: if you do not have time to pursue, you can click on « Quit ». All information will be saved 

and you can come back later to finish (« My Unfinished Deposits »).
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2. Enrich



Import by DOI
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• Same logic as before 

(mandatory fields, etc.)

• It is not mandatory to use 

keywords or put an abstract, 

but it is highly recommended 

to enhance your 

referencement

• Use proper keywords and pay 

attention to orthograph!

Singular and plural are 

considered different when 

searching



Import by DOI
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• Research units and institutes 

are very important! They are 

used as keys to create the 

annual activity reports and 

also build the list of 

publication of all labs and 

institutes on the UMONS 

webiste

• You must at least select one 

research unit and one 

research institute (type the 

names in the bar)

• If you are not sure, ask you 

principal investigator



Import by DOI
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• Research units and institutes 

are very important! They are 

used as keys to create the 

annual activity reports and 

also build the list of 

publication of all labs and 

institutes on the UMONS 

webiste

• You must at least select one 

research unit and one 

research institute (type the 

names in the bar)

• If you are not sure, ask you 

principal investigator

The only reasons you do not need to enter a research 

unit/institute are:

• Your publication was done in another institution (previous 

PhD/postdoc) 

• Your publication is not part of a research unit/institute (you 

work in an administrative department)

In those cases, you can check the boxes “No research unit” and 

“No research institute“



Import by DOI
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It is better if you provide 

those information (when 

applicable) but it is not 

mandatory

Nice way to link your 

dataset to your publication:

Simply add the persistent 

identifier of your data 

repository

For example from Zenodo
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3. Upload



Import by DOI
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Improve your impact: 

licenses and open access



Important paranthesis: open access and licenses
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• What is open access?

• Either you publish for free and pay for a subscription (traditional)

• Or you pay to publish and make your article free for everyone (open access)*

Publishing in open access and applying this methodology will improve your 

visibility for your scientific carreer

*Watch out: this model is not sustainable as you pay to publish and still pay subscription to the journal!

Try to aim at Diamond Open Access Journals (no fee)

https://www.yearofopen.org/what-is-open-access/ Training about open access on January 28 2025

https://doaj.org/search/journals?ref=homepage-box&source=%7B%22query%22%3A%7B%22bool%22%3A%7B%22must%22%3A%5B%7B%22term%22%3A%7B%22bibjson.apc.has_apc%22%3Afalse%7D%7D%2C%7B%22term%22%3A%7B%22bibjson.other_charges.has_other_charges%22%3Afalse%7D%7D%5D%7D%7D%2C%22track_total_hits%22%3Atrue%7D
https://www.yearofopen.org/what-is-open-access/
https://web.umons.ac.be/fr/study/open-science-open-data-open-acces-open-sources/


Important paranthesis: open access and licenses
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• FWB Open Access Decree from 2018

• Any researcher can upload its scientific publication in open access on the institutional 

repository (even if it was not published in open access)

• It must comply with the conditions of the editor (not all publication version can be made 

open)

• What are the versions of a publication?

• Publisher postprint: final version of the article, formatted by the editor (“nice looking 

article”)

• Author postprint: final version of the article, unformatted (“accepted manuscript”)

• Author preprint: first version, before any peer review

https://gallilex.cfwb.be/document/pdf/45142_000.pdf
https://orbi.umons.ac.be/page/vocabulary#type


Important paranthesis: open access and licenses
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• If you publish in open access (with or without fee), you can upload your 

article in open access on ORBi

• If you did not publish in open access, you must check the conditions of the 

editor

• On the journal/editor website (sometimes tricky to find)

• By using SHERPA/ROMeO (recommended, see later)

• Database of journals and editors with their open access policies

• Inform you about which version you can upload on your institutional repository 

(ORBi) and with which license

• Caveat: not all journals/editors are present in their database

https://www.sherpa.ac.uk/romeo/


Important paranthesis: open access and licenses
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Written productions are typically associated to the Creative Commons licenses

A few definitions before explaining the different licenses:

• Distribute: share copies of the original work with other people
• Examples:

• Share by email, share on a website

• Remix: use the original work and combine it with other materials to create something
new
• Examples:

• Agregate data from multiple papers and perform statistical analyses to reach new conclusions

• Combine elements (figures, data, et concepts) from multiple sources to create teaching supports

• Integrate theories or models from multiple sources to propose a new theory/model



Important paranthesis: open access and licenses
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• Adapt: change or modify the original work to create a new version
• Examples:

• Translate a book

• Update a report with new data or analyses

• Build upon: use the original work as a base to create something new that expand it
• Examples:

• Extend an article with additional results

• Use an existing protocol to produce a more efficient

• Develop a new software based on an existing code



Important paranthesis: open access and licenses
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Creative Common licenses

If no license is selected, then the document is protected by copyright by default. Others 
must obtain permission from the copyright owner to use, copy, distribute, adapt, or display 
the work. Any unauthorized use may constitute copyright infringement and result in legal 
penalties.

CC0 (Public Domain):
• Allows: Works under CC0 can be used by anyone, for commercial or non-commercial purposes, without 

the need to ask permission to remix, adapt, etc. And there is no need to give credit to the original 
author, although this is often considered good ethical practice.

• Recommended for: It is rarely recommended to use this license in the case of scientific productions.

https://orbi.umons.ac.be/page/licences


Important paranthesis: open access and licenses
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CC BY (Attribution):
• Allows: Others can distribute, remix, adapt, and develop/extend your work, even for commercial 

purposes, as long as they credit you for the original creation.

• Recommended for: Maximum distribution and use of licensed materials.

CC BY-SA (Attribution-ShareAlike):
• Allows: Others can remix, adapt, and develop your work even for commercial purposes, as long as they 

credit you and sublicense their new creations under the same terms.

• Recommended for: Jobs that can benefit from collaborative efforts and should remain open.



Important paranthesis: open access and licenses
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CC BY-ND (Attribution-NoDerivs):
• Allows: Redistribution, commercial and non-commercial, as long as the work is transmitted unchanged 

and, in its entirety, with credit to the author.

• Recommended for: Works that you don't want to be changed.

CC BY-NC (Attribution-NonCommercial):
• Allows: Others can remix, adapt, and expand your work for non-commercial purposes, and while their 

new works must also credit you and be non-commercial, they don't have to sublicense their derivative 
works on the same terms.

• Recommended for: Works that you want to make freely available, but not used for commercial 
purposes.



Important paranthesis: open access and licenses
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CC BY-NC-SA (Attribution-NonCommercial-ShareAlike):
• Allows: Others may remix, adapt, and expand your work for non-commercial purposes, as long as they 

credit you and sublicense their new creations under the same terms.

• Recommended for: Non-commercial projects that benefit from collaboration and sharing.

CC BY-NC-ND (Attribution-NonCommercial-NoDerivs):
• Allows: Others can download your works and share them with others as long as they credit you, but 

they can't modify them in any way or use them for commercial purposes.

• Recommended for: Works that you want to make freely available with as few modifications as possible 
and non-commercial use.



Important paranthesis: open access and licenses
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Which license to use?

• The one indicated by the journal/editor/SHERPA-ROMeO

• If you can choose the license yourself (for an article or any other scientific production, 
poster, etc.):
• Do you want to allow commercial use of your work?

• If yes, avoid licenses with the NonCommercial (NC) condition.

• Do you want to allow changes to your work?
• If not, choose a NoDerivs (ND) license.

• Do you want to force others to share derivative works under the same license?
• If yes, choose a ShareAlike (SA) license.

UMONS recommends CC-BY or CC-BY-SA licenses but you should always check with your 
PI!

Still have a question? Contact avre-legal@umons.ac.be

mailto:avre-legal@umons.ac.be


Import by DOI
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Import by DOI
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• Open access after embargo
• Most journals/editors define an embargo period before which you cannot upload your article in open 

access on your repository (unless you published in open access of course)

• ORBi supports this feature

• You can set a date after which the document will automatically become open access

• Restricted access
• It means only logged UMONS members will have access to the document

• External people will have to ask your permission to send them the document

• You can use this for the published postprint if you did not publish in open access and also upload the 
accepted version of the article in open access, if the editor allows it (cf. SHERPA-ROMeO)

Import by DOI

83



• Sherpa Romeo

Import by DOI
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Import by DOI

85Mass Spectrometry Reviews - Sherpa Services

This article was not published in open access

https://www.sherpa.ac.uk/id/publication/15187


Import by DOI

86Author Compliance Tool | Wiley

https://authorservices.wiley.com/author-resources/Journal-Authors/open-access/author-compliance-tool.html


Import by DOI

87Self-Archiving | Wiley

https://authorservices.wiley.com/author-resources/Journal-Authors/licensing/self-archiving.html


Import by DOI
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Published in november 2021

→ embargo is over



Import by DOI
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Supporting information

Other versions of the article (postprint, 

restricted)
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4. Check



Import by DOI
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…



Import by DOI
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Notification for all internal coauthors

+ approval of the license



Import by DOI
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Persistent and unique, 

only attributed 

by the editor/journal 

for papers and books*

Persistent and unique, 

attributed 

by ORBi to ANY kind of 

document

https://orbi.umons.ac.be/handle/20.500.12907/13246



Import by DOI
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The same logic of encoding applies for other types of documents (some fields may change)
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Access your publications



Access your publications
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Access your publications
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Edit your publication (go through 

steps 1 to 4 like when adding a 

new publications)



Access your publications
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Export your publication list in 

Bibtex, Ris or CSV format



Access your publications
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Filter your publications (do not 

forget to click on « Limit to » or 

« Excluded » to apply your 

criteria)
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Search for publications



Search for publications
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Global search

Predefined searches



Search for publications

102

Global search

Predefined searches
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Regular search



Search for publications
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Global and advanced 

search box



Search for publications
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Publications



Search for publications
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Built-in filters



All available filters:

Can be combined (do not forget to click on « Limit to » or « Exclude » to apply your filters! 

Search for publications
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Example:

You can apply new
filters on this subset!

Search for publications

108
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Advanced search



Advanced search
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Advanced search
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Advanced search
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Advanced search
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Example:

Advanced search

114



Example:

Advanced search

115
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Improve your visibility



• Publishing in open access, or at least deposit a version in open access will boost your 
visibility

• Link ORCiD to ORBi
• ORCiD is a perennial identifier for researchers used by many publishing and scientific information 

management systems. Using it allows you to link your different profiles together, manage your digital 
identity, avoid homonymy issues and automatically update your information.

• Check our tutorial

• ORBi may be able to export data to ORCiD in the future…

Improve your visibility

117

https://orcid.org/
https://orbi.umons.ac.be/page/orcid
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Your profile



• Your ORBi profile

Improve your visibility
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• Your ORBi profile

Improve your visibility
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• Your ORBi profile
• Add your most significant publications

Improve your visibility
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• Your ORBi profile
• Add your most significant publications

• Check the star (up to 5)

• Can be changed at any time

• Uncheck a star and check another one

Improve your visibility
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• Your ORBi profile
• Add your most significant publications

• They will be showcased first on your
profile

Improve your visibility
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• Your ORBi profile
• Customize the way your publication list 

will appear (choose whatever 
presentation model but keep the 
bibliographical format as APA)

Improve your visibility
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• Your ORBi profile

Improve your visibility
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• Your ORBi profile

• https://orbi.umons.ac.be/profile?uid=STAFFID

• Add it to your Linkedin, CV, etc.

Improve your visibility

126

https://orbi.umons.ac.be/profile?uid=STAFFID
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Widgets



• Use widgets to integrate only your publications on a website/blog

Improve your visibility
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• Use widgets to integrate your publications on a website/blog

Improve your visibility
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• Use widgets to integrate your publications on a website/blog

Improve your visibility
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• Use widgets to integrate your publications on a website/blog

Improve your visibility

131
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Publications list



• (only possible using your staff ID credentials not your student ID)

• Important to apply for grants, for stakeholders, etc.

• List of publications may contain:
• Their own posts (this is the default option)
• Publications by several authors
• Publications from a department
• A subset of publications defined through a search

• Different formats (PDF, HTML)

• Different templates
• None (simple list)
• Structured List (Year of Publication - Document Type)
• FRS-FNRS model (without poster)
• FRS-FNRS model (with poster)

Generate a publication list

133

https://orbi.umons.ac.be/page/publications-list#fnrs-noposter
https://orbi.umons.ac.be/page/publications-list#fnrs-poster


Generate a publication list
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Generate a publication list
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Same menu as in 

the widget 

generation



Generate a publication list

136
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Communicate about your 

research



• Communicate about your research
• Share your post references on social media (LinkedIn, X, etc.)

• Add tags UMONS Recherche, Innovation & Entrepreneuriat (Linkedin – Facebook - YouTube)

• and/or contact Damiano.Distazio@umons.ac.be to publish your research on social media

• Contact AVRE to help you with these steps

Improve your visibility

138Damiano.Distazio@umons.ac.be 

https://www.linkedin.com/company/14022783/
https://www.facebook.com/UMONSRechercheInnovationEntrepreneuriat/
https://www.youtube.com/channel/UCFEIg6D_iatB8IrBhoAdcvg
mailto:Damiano.Distazio@umons.ac.be
https://alumniumonsac.sharepoint.com/sites/DAVRE/SitePages/Communication.aspx
mailto:Damiano.Distazio@umons.ac.be
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If you need help



Check the Help section of ORBi

ORBi support: Contact ORBi UMONS banner or support.bibliosdi@umons.ac.be

Question about licenses: legal-avre@umons.ac.be

Question about communication: Damiano.Distazio@umons.ac.be

Intranet: ORBi (sharepoint.com)

If you need help

140

mailto:support.bibliosdi@umons.ac.be
mailto:legal-avre@umons.ac.be
mailto:Damiano.Distazio@umons.ac.be
https://alumniumonsac.sharepoint.com/sites/DAVRE/SitePages/ORBI.aspx


Q&A

If I was not able to answer your question,

please reach out

sebastien.hoyas@umons.ac.be

Thank you for 

your attention

mailto:sebastien.hoyas@umons.ac.be
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