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WHY DEPOSIT IN HAL ?
 Ensure free and open access to research

 Provide visibility to your research works
Articles submitted are visible in Google and Google Scholar search engines.

 Improve your citation rates
An article submitted to an open archive is cited twice as often as an article not submitted.

 A single entry for :
Calculate your « Research Points »,
Complete your CV in HAL, your ORCID file with your deposits, the HAL collections of IMT-BS 
and LITEM, the activity reports, the accreditation files of the school, etc.

 Provide legal protection for your research
Protection under copyright law.

 Ensure the durability of your files and access
Perennial unique URL, unlike the academic social networks, 
The documents submitted in HAL are archived on the CINES servers.

déc.-24 Manual to submit in HAL – Library



STEPS

3

01. CREATE YOUR ACCOUNTATE YOUR ACCOUNT

02. CREATE YOUR IDHAL
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04. SUBMIT IN HAL

05. RIGHTS RETENTION STRATEGY
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01. CREATE YOUR ACCOUNT
https://hal.science/

1. Change language

2. Create your HAL account

https://hal.science/
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Complete the fields you wish to 
change in the my Profile section

Adding your photo gives the possibility to 
have it on your searcher CV (optional)

01. CREATE YOUR ACCOUNT
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01. CREATE YOUR ACCOUNT
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Important !
Define your default affiliations and 

deposit preferences!
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Choose within the list your research domain(s) by default

This informations can always be modified in my Profile section

Once this information registered, you 
won’t have to fill it in at each submission

01. CREATE YOUR ACCOUNT
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ID NAME STRUCTURE TYPE ACRONYM

95568 Département Droit, Economie et Finances department DEFI

95571 Département Langues et Sciences Humaines department LSH

95598 Département Management, Marketing et Stratégie department MMS

566965 Département Technologies, Information & Management department TIM

1042294 Laboratoire en Innovation, Technologies, Economie et Management (EA 7363) laboratory LITEM

523349 Laboratoire Sens et Compréhension du Monde Contemporain laboratory LASCO

542857 Dynamique des réseaux, de l'innovation et de la connaissance researchteam KIND

451446 Ethique, Technologies, Humains, Organisations, Société researchteam ETHOS

542864 Smart Business Information Systems researchteam Smart BIS

542869 Représentations et Usages du Numérique researchteam RUN

542870 Consommateur Connecté dans la Société Numérique researchteam CONNECT

1076412 Chaire Valeurs Politiques des Informations Personnelles researchteam CVPIP

1076413 Chaire Good in Tech researchteam

1076415 Chaire Innovation Bloc OPératoire Augmenté researchteam BOPA

Valid affiliations for IMT-BS in HAL
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HAL affiliation rules for IMT-BS

 Fill in your department,
which will make Institut Mines-Telecom Business School appear, 

itself automatically attached to Institut Mines-Telecom 
(therefore no use to add IMT-BS or IMT)

 Fill in your lab, 
LITEM or LASCO

View all ITM-BS deposits
https://hal.science/IMT-BS

01. CREATE YOUR ACCOUNT

déc.-24 Manual to submit in HAL – Library

https://hal.science/IMT-BS


CREATE YOUR IDHAL
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 The IdHAL gathers all the different author forms under the same identifier and solves the 
problems of homonymy, spelling variations, change of civil status, etc.

 You can create your IdHAL only if you are already referenced as author of a deposit in 
HAL.

 The IdHAL also enables you to create your searcher CV page, which will be automatically 
completed by your publications submitted in Hal (by you or your co-authors).

IdHAL : valid author form

Other author forms 
associated to IdHAL

02. CREATE YOUR IDHAL

déc.-24
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Setup your IdHAL in my profile section

02. CREATE YOUR IDHAL
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Choose carefully your user name ! 
You can’t change it afterwards and it will appear in your CV URL:

https://cv.hal.science/firstname-surname

The more IDs you fill in, the more visible you are
(ask the library for your IdRef )

02. CREATE YOUR IDHAL
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1. Create your identifier

2. Associate your IdHAL with your 
ORCID ID to send from HAL the 

references of your publications in your 
ORCID profile

02. CREATE YOUR IDHAL
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https://orcid.org/
https://orcid.org/
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Search your possible author forms (search different possibilities 
to retrieve all of them) and choose your preferred form

02. CREATE YOUR IDHAL
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Check the publications automatically linked to your name, delete those for 
which you are not the author, save your changes

02. CREATE YOUR IDHAL
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You can add other publications with the search engine, by 
searching by title, author, HAL identifier...

Select your publications and click on Add
déc.-24 Manual to submit in HAL – Library 18

02. CREATE YOUR IDHAL
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You will find your IdHAL on

In green, preferred form of an identified author (with email address or ORCID 
identifier, etc.), with or without IdHAL.
In yellow, alternative forms of an identified author, with or without IdHAL.
In white, reserve author forms, without identifiers, that can be used by one or 
more different authors.

You can visualize your 
IdHAL by clicking on the eye

NB: the IdHAL is not 
instantaneously created, a little time 

is needed for the database to re-
index itself

02. CREATE YOUR IDHAL
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https://aurehal.archives-ouvertes.fr/author/index
https://aurehal.archives-ouvertes.fr/author/index


CREATE YOUR CV SEARCHER
(OPTIONAL)
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Required : have created your IdHAL in 
order to be able to set up your CV

Practical sheet – Why create a HAL resume?

03. CREATE YOUR CV SEARCHER
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http://doc.hal.science/ressources/essentiels/CCSD_essentiels_cv_hal.en.pdf


Activate or not the blocks you want 
to display, then edit them
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03. CREATE YOUR CV SEARCHER



Customize the display of your publications by choosing 
the types of documents that will be displayed

Move and organize publication type elements 
with the pictogram (using drag and drop)
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03. CREATE YOUR CV SEARCHER



Select facets that will be displayed in the left 
side column of the screen
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03. CREATE YOUR CV SEARCHER



Choose a predefined style or edit it 
yourself in CSS

Your CV will be displayed according to this address template with your IdHAL :
https://cv.hal.science/firstname-surname
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03. CREATE YOUR CV SEARCHER



Example
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03. CREATE YOUR CV SEARCHER



SUBMIT IN HAL
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Searching within HAL
 HAL is a collaborative database. 

Before entering your publication, make sure it isn’t already there !

Good to know !
 The library will still check your publications metadata afterwards !

 PDF deposit is recommended to support open science. Before their online publication, 
the deposited documents are submitted to a moderation of HAL.

 The submission of a simple bibliographic reference, without a file, is always possible. 

 In order to guarantee the continuity of access, all full text repositories of your 
documents are definitive.
You can update your repository by submitting a new version. 
The most recent version of your document will be proposed by default for
consultation.

04. SUBMIT IN HAL
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Uploading PDF is recommended to promote open science.
What are your rights?
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Manuscript
(preprint, 

pre-publication, 
submitted version)

Published version 
(editor’s version with 

copyright)

Submission 
possible with an 
embargo period

No Yes

Submission
possible

Submission 
possible if the 

article is already 
available with 
open access 
(APC can be 

specified in the 
detailed view)  

Ask for the 
permission to the 

editor if the article is 
available with a 

paying subscription. 
Choose I have 

obtain the explicit 
agreement of this 

editor

Check if the editor requests an 
embargo on 

Last version before 
publication (postprint, 
post-publication, final 

draft, accepted version)

Submission possible 
without condition

You must also have your 
co-authors’ permission

French Digital Republic bill, article 30 
(embargo limited to 12 months for a 

HSS journal)

Publishing contract w
ith the editor 

04. SUBMIT IN HAL
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https://doc.archives-ouvertes.fr/en/legal-aspects/
https://openpolicyfinder.jisc.ac.uk/
https://openpolicyfinder.jisc.ac.uk/
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https://hal.science

04. SUBMIT IN HAL
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New document types and 
subtypes have been added

Choose the type of document to be submitted

04. SUBMIT IN HAL
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Import metadata with your PDF upload and/or with the DOI

You will get an alert if the system 
detects that the publication has 

already been submitted by one of 
your co-authors

Choose a significant file name
author's name_ publication year

Avoid all accentuated and 
special characters (,;:/&£$=)…

04. SUBMIT IN HAL
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Specify the origin of the file: author file, publisher file

Select the embargo duration: the file will be 
visible on the date indicated

Add a licence to the file

04. SUBMIT IN HAL
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Check and complete authors data and affiliations, to be 
completed in the same order as on the document 

Delete an author or a 
duplicate entry

Add affiliation(s): 
department, laboratory or 

research team

Add missing co-author(s) 

Function : Choose Editor if you have edited 
or coordinated a book

Delete affiliation(s)

04. SUBMIT IN HAL
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Affiliations in HAL  

Labs, research teams, universities, etc… are 
indexed in a repository called AURéHAL.
As with the IdHAL, a color code is used : 

Green: current and valid forms (to be preferred)

Yellow: old valid forms (to be used for old affiliations)

Red: invalid forms awaiting validation (to be used if 
no other valid form)

If you don’t find any form, then you must add a new 
structure

04. SUBMIT IN HAL
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https://aurehal.archives-ouvertes.fr/
https://aurehal.archives-ouvertes.fr/
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Check and complete the metadata according to the type of document
Title, abstract, domain(s), keywords, DOI, journal title, 

publication date OR proceedings title, conference date(s) and place, etc.

Fields followed by asterisks are required

Remember to check language

04. SUBMIT IN HAL
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Search for the journal title or click on 
new... to create it

Remember to unselect this option 
after the publication of the document

Project/Collaboration : LITEM-IMO or 
LITEM-NPR research areas to be 
determined by LITEM searchers

04. SUBMIT IN HAL
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Last step: 
validate your submission

Transfer possible to other 
open-access repositories

Summary

With file: terms of agreement

Submit

04. SUBMIT IN HAL
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Find your submissions in my deposits

Submissions status
Files attached are controlled 

by the CCSD: your 
submissions are pending for 

several days

Submissions types
Submissions with files 

attached

04. SUBMIT IN HAL
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Metadata can be modified or added anytime. 
It is also possible to add a new PDF but any file 

submitted cannot be deleted. 
Older versions are thus kept, and a new version is 

created (hal-xxxxxxxx, v2)

Sharing property rights allows others to modify your 
submission. This is particularly useful for your co-authors 

wishing to correct their affiliations

04. SUBMIT IN HAL
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MyHAL : display the list of all your 
publications referenced in HAL
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Enter your IdHAL

Select a publication period 
then submit

Complete your ORCID record 
with your HAL deposits

Import your publications 
that are already open 
access on other platforms 
(journals, open archives, 
etc.). Practical sheet

04. SUBMIT IN HAL
TIPS

https://halur1.univ-rennes1.fr/MyHAL.php
https://halur1.univ-rennes1.fr/MyHAL.php
http://doc.hal.science/ressources/essentiels/CCSD-essentiels-suggestion-depots.en.pdf


Specific case : theses

 In the context of electronic legal deposit, theses are automatically submitted 
in HAL by Evry University library.
Therefore you should not enter them.

 HAL requests necessarily the attached file for a thesis. Therefore if it does not 
appear, it means it is either confidential, embargoed, or that the PhD student 
opposed its online dissemination.

Find all theses in
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04. SUBMIT IN HAL

http://theses.fr/
http://theses.fr/
https://tel.archives-ouvertes.fr/
https://theses.hal.science/


RIGHTS RETENTION STRATEGY
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05. RIGHTS RETENTION STRATEGY

To allow immediate open access to your 
scientific publications by licensing your 
manuscript under a CC-BY licence.

In this way, your publications are immediately 
shareable, citable, reusable and archived 
permanently.

In order to align with the open science policy of 
financing institutions.

déc.-24 Manual to submit in HAL – Library

https://www.ouvrirlascience.fr/implementing-the-rights-retention-strategy-for-scientific-publications/
https://www.ouvrirlascience.fr/implementing-the-rights-retention-strategy-for-scientific-publications/
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05. RIGHTS RETENTION STRATEGY

Inform your publisher that you are applying a CC-BY licence to all successive versions of your 
manuscript up to the version that will be accepted for publication.

Sign the copyright transfer agreement with the publisher: 
 the various versions of your article, up to the version accepted for publication, will be freely 

licenced.
 Your intellectual property rights will only be assigned to the final version published by the 

publisher.

Deposit your manuscript in an open archive as soon as it is published:
 As soon as your article is published in the journal, you deposit the postprint in an open archive 

such as HAL, citing the CC-BY 4.0 licence.

Apply a CC-BY licence to the different versions of your author accepted manuscript (postprint)
upon submission: to be added to all successive versions of the manuscript, up to the last version, 
which is the one accepted for publication by the publisher.

Main implementation steps

déc.-24 Manual to submit in HAL – Library



 Attribution
 Non-commercial
 No Derivative Works

 Attribution
 Non-commercial
 Share Alike

 Attribution
 Non-commercial

 Attribution
 No Derivative Works

 Attribution
 Share Alike

 Attribution
6 Licences Creative Commons
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05. RIGHTS RETENTION STRATEGY



47

CONTACTS

HAL Collections :

https://hal.science/IMT-BS
https://hal.science/LITEM

Need help?

Arnaud LUIZI
arnaud.luizi@imtbs-tsp.eu
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https://hal.science/IMT-BS
https://hal.science/LITEM
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