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A single entry

Gives a legal protection 
to your research studies

Ensures a permanent
access to your files
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WHY SUBMIT IN HAL ?

Ensures a free and open 
access to research

Provides visibility to your 
research studies

Boosts your citation rate
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STEP BY STEP 1. CREATE YOUR ACCOUNT

• Complete your profile
• Your affiliations in Hal
• Parameter your preferences

2. CREATE YOUR IDHAL : a unique ID

3. CREATE YOUR SEARCHER CV PAGE (optional)

4. SUBMIT IN HAL

• Upload your PDF
• What are your legal rights ? 
• Parameter an embargo
• Complete the authors’ data
• Instructions for your affiliations
• Metadata
• Find your submissions in your space
• Specific case : theses

5. THE RIGHTS RETENTION STRATEGY
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1- CREATE YOUR 
ACCOUNT
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1. CREATE YOUR ACCOUNT

2. CREATE YOUR IDHAL

3. CREATE YOUR CV PAGE (OPTIONAL)

4. SUBMIT IN HAL

5. THE RIGHTS RETENTION STRATEGY
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1- CREATE YOUR ACCOUNT
https://hal.science.fr/

1- Connect

2- Create an account
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HAL in English

https://hal.science.fr/
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1- CREATE YOUR ACCOUNT

Modify your information in the 

section « My profile »

If you add your picture, it may 

appear on your searcher 

CV page (optional)

COMPLETE YOUR PROFILE
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IMPORTANT: FILL IN YOUR AFFILIATIONS IN YOUR PROFILE

Add your affiliations by default in your profile :

1- IP Paris

2- My department

3- My research team
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HAL AFFILIATIONS RULES IN HAL FOR TSP

1- Fill in Institut Polytechnique de Paris
(from June 2019)

2- Fill in your department,
which will make Télécom SudParis appear, 
itself automatically attached to Institut Mines-Télécom
(therefore no use to add TSP or IMT)

3- Fill in your research team
which will make your lab appear
(therefore no use to add your lab)
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VALID AFFILIATIONS FOR TSP AND SAMOVAR IN HAL IN DECEMBER 2022

ID Intitulé Acronyme

563936 Institut Polytechnique de Paris (à partir de juin 2019) IP Paris

638 Services répartis, Architectures, MOdélisation, Validation, Administration des Réseaux SAMOVAR

442703 Algorithmes, Composants, Modèles Et Services pour l'informatique répartie ACMES-SAMOVAR

442705 ARMEDIA ARMEDIA-SAMOVAR

442707 Méthodes et modèles pour les réseaux METHODES-SAMOVAR

442711 Réseaux, Systèmes, Services, Sécurité R3S-SAMOVAR

1144063 Statistiques, Optimisation, Probabilités SOP-SAMOVAR 

1101446 Sécurité et Confiance Numérique SCN-SAMOVAR 

442713 Traitement de l'Information Pour Images et Communications TIPIC-SAMOVAR

352124 Télécom SudParis TSP

11436 Département Advanced Research And Techniques For Multidimensional Imaging Systems ARTEMIS

89901 Communications, Images et Traitement de l'Information CITI

95569 Département Electronique et Physique EPH

5170 Département Informatique INF

95599 Département Réseaux et Services Multimédia Mobiles RS2M

95600 Département Réseaux et Services de Télécommunications RST
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IMPORTANT: DEFINE YOUR SUBMISSION PREFERENCES

Indicate your deposit preferences 

in the section « My profile »

Once this information registered, you won’t 

have to fill it in at each submission

NB: This information is always editable in your profile
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2- CREATE YOUR 
IDHAL
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1. CREATE YOUR ACCOUNT

2. CREATE YOUR IDHAL

3. CREATE YOUR CV PAGE (OPTIONAL)

4. SUBMIT IN HAL

5. THE RIGHTS RETENTION STRATEGY



11/01/2023 12

2- CREATE YOUR IDHAL

• The IdHal gathers under a unique user name your different author 

forms. 
> Example of different forms: Jose Rubio-Hernan, Jose Manuel 
Rubio-Hernan, J. M Rubio-Hernan, Jose Manuel Rubio …
> His IdHAl: jose-manuel-rubio-hernan

• L’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). 

Manual to submit in HAL TSP - Médiathèque



11/01/2023 13

Set up your IdHAL

in the section « My profile »
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2- 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/idHAL

Preferred form first name-last name

You can also add other IDs and links 

towards your socials
(ask for your IdRef at the library)
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2- CREATE YOUR IDHAL
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Connect with ORCID to link it 

with HAL
(create one if you don’t have already)
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2- CREATE YOUR IDHAL
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Search your possible author forms and 

choose your preferred one
(best form being: First name Last name)
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2- CREATE YOUR IDHAL
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Check the publications automatically 

attached to your name, and suppress 

those which are not yours
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2- CREATE YOUR IDHAL
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You can add more publications using the search engine by title, 

author, HAL identifier…

Select your publications 

then click on Add
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2- CREATE YOUR IDHAL



3- CREATE YOUR 
SEARCHER CV 
PAGE
OPTIONAL

11/01/2023 19Manual to submit in HAL TSP - Médiathèque

1. CREATE YOUR ACCOUNT

2. CREATE YOUR IDHAL

3. CREATE YOUR CV PAGE (OPTIONAL)

4. SUBMIT IN HAL

5. THE RIGHTS RETENTION STRATEGY
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3- CREATE YOUR SEARCHER CV PAGE (OPTIONAL)
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Set up your CV

in the section « My profile »

NB: you need to create first your IDHAL 

to customize your searcher CV page
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Activate the blocks you want to 

appear and edit them
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3- CREATE YOUR SEARCHER CV PAGE (OPTIONAL)
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Choose the types of publications 

you want to display
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3- CREATE YOUR SEARCHER CV PAGE (OPTIONAL)
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Choose the categories that 

will appear laterally
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3- CREATE YOUR SEARCHER CV PAGE (OPTIONAL)
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Your CV will appear accordingly to this model URL with your IdHal

https://cv.hal.science.fr/idHAL

Choose a predefined style or 

edit it yourself with CSS
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3- CREATE YOUR SEARCHER CV PAGE (OPTIONAL)



4- SUBMIT IN 
HAL
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1. CREATE YOUR ACCOUNT

2. CREATE YOUR IDHAL

3. CREATE YOUR CV PAGE (OPTIONAL)

4. SUBMIT IN HAL

5. THE RIGHTS RETENTION STRATEGY
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GOOD TO KNOW

4- SUBMIT IN HAL

 BEFORE ENTERING YOUR DATA

HAL is a collaborative database :
 Please check if your publication is already listed !

The library check your publication metadata afterwards.
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HTTPS://HAL.SCIENCE.FR/
The domain name has changed
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https://hal.science.fr/
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UPLOADING YOUR PDF IS REQUESTED TO PROMOTE OPEN SCIENCE
WHAT ARE YOUR RIGHTS ?

Manuscript
(preprint, 

prepublication, 
submitted version)

Last version before 
publication 

(postprint, final 
draft, accepted 

version)

Published version 
(editor’s version 
with copyright)

Check if the editor asks for an 
embargo on Sherpa/Romeo

Submission 
possible with an 
embargo period

No Yes

? Information: https://doc.archives-ouvertes.fr/questions-juridiques/

Submission 
possible

Submission possible 
without condition
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4- SUBMIT IN HAL

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

Submission possible if 
the article is already 
available with open 
access (APC can be 

specified in the 
detailed view)  

http://sherpa.ac.uk/romeo/index.php
https://doc.archives-ouvertes.fr/questions-juridiques/
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CHOOSE THE TYPE OF DOCUMENT

New types and sub-types of document have been integrated

*

*

*

*

*

*

*

*
*

*
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For editorial works: choose ‘Books’ 
then in the ‘Authors’ section choose the function ‘Editor’
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SYSTEMATIC DEPOSIT OF THE AUTHOR FILE

+ with the DOI 
(or from arXiv…)

Uploading your file will 
automatically import metadata
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FILETYPE

Parameter a possible embargo*: 
The file will appear at the chosen date

* With the Loi pour la République Numérique, embargoes last 6 months for 
articles published in STM fields

Info about your PDF file 
and its license

+
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SELECT AUTHORS’ FUNCTIONS

The function Author is 
preselected by default

If necessary you need to select the 
Editor function (or other)

4- SUBMIT IN HAL
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CHECK ET COMPLETE THE AUTHORS’ AFFILIATIONS

Check the authors order, 
add and complete the 

affiliations

Affiliations for TSP:

1- IP Paris
2- Department 
3- Samovar Research Team 

Modifications / suppressions
options
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Always check the data 
accuracy

!

Several automatic retrieval 
options are now available
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4- SUBMIT IN HAL
CHECK ET COMPLETE THE AUTHORS’ AFFILIATIONS
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AFFILIATIONS IN HAL

Labs, research teams, universities etc… are registered within the repository AUREHAL.
A color code is used:

Green: current and valid forms

Yellow: old valid forms
 to be used for old publications

Red: non valid, validation pending
 to be used if you haven’t found a valid form

 If you don’t find any form, then you must add a 
new structure
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https://aurehal.hal.science.fr/structure/index
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CHECK AND COMPLETE YOUR PUBLICATION METADATA

Fields followed by asterisks 
are required

Fundamental metadata: 
title, abstract, domain(s), keywords, DOI, 

journal title, proceedings title / date / place, 
publication date (you can choose "In press")
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CHECK AND VALIDATE YOUR PUBLICATION

Accept the terms of 
agreement and upload
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FIND ALL YOUR PUBLICATIONS IN YOUR ACCOUNT IN MY DEPOSITS

3 status: 
Online, Awaiting moderation, Awaiting modification

All PDFs are controlled by the CCSD: your 
submissions are pending for several days
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4- SUBMIT IN HAL



In the context of electronic legal deposit, theses are automatically submitted by the 
library in HAL.

 Therefore you should not enter them

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

FIND ALL THESES ON
https://theses.hal.science.fr/

and
http://theses.fr/
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https://theses.hal.science.fr/
http://theses.fr/


5- THE RIGHTS 
RETENTION 
STRATEGY
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1. CREATE YOUR ACCOUNT

2. CREATE YOUR IDHAL

3. CREATE YOUR CV PAGE (OPTIONAL)

4. SUBMIT IN HAL

5. THE RIGHTS RETENTION STRATEGY
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5- THE RIGHTS RETENTION STRATEGY
WHY

To allow immediate open access to your scientific publications. 

So that your publications are immediately shareable, citable, 
reusable and archived permanently.

To align with the open science policy of

financing institutions.
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MAIN STEPS OF IMPLEMENTATION

Drafting the manuscript Submission Peer review
Acceptance 

for 
publication

Publication and distribution 
by the publisher

You retain your rights for open access distribution
Publishers may restrict the

terms of distribution by contract

Manuscript 
submitted for 

publication

Author 
accepted 

manuscript 
AAM

Final published 
version

You can deposit the manuscript 
as a preprint in an open archive

• Apply CC-BY license

• Inform the publisher the subsequent 
versions will be under CC-BY license 

• Deposit the AAM in an open 
archive under CC-BY license as 
soon as it is published

If you submitted your manuscript 
as a preprint, remember to submit 
the AAM as soon as it is published
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This chart is taken from the guide Implementing the rights retention strategy for scientific publications

5- THE RIGHTS RETENTION STRATEGY

https://www.ouvrirlascience.fr/wp-content/uploads/2022/12/RRS_Guide_for_Researchers_impression_grand_publicA5.pdf
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CREATIVE COMMONS LICENSES

• Attribution

• Attribution 
• Share-alike

• Attribution 
• No derivative works

• Attribution
• Non-commercial

• Attribution
• Non-commercial
• Share-alike

• Attribution
• Non-commercial
• No derivative works

Recommended reading:

A Creative Commons Guide to Sharing Your Science

6 TYPES OF LICENSES
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The CC-BY license is the one recommended

https://www.mysciencework.com/omniscience/a-creative-commons-guide-to-sharing-your-science


 Need help ? 

mohamadou-bamba_gueye@imtbs-tsp.eu

christine.jost@imtbs-tsp.eu

11/01/2023 44

CONTACT

 Follow us ! 

Facebook : Médiathèque-IMTBS-TSP

Twitter: http://twitter.com/media_imtbstsp

Newsletter: https://mediatheque.imtbs-tsp.eu/
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