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Oklahoma Publications Clearinghouse 
Document Submission Instructions  

 

Step 1: Prepare your content. 
a. Review the list of eligible publications. 
b. Submissions must be searchable PDF files without security tags or encryption. 
c. Name your files with your agency code, a shortened form of the publication name, 

and the publication date (YYYYMMDD), separated by underscores. 
• For example: 430_AnnualReport_20240630 
• If you do not know the exact date, just put the year. The purpose is to give 

the document a unique identifier to help us process it more efficiently. 
 

 
 

d. Fill in the provided metadata template for each document you plan to submit. Name 
the spreadsheet with your agency code and submission date. 

• File Name: This should match the PDF file name. 
• Item Title: Provide the full title as it is printed on the title page of the 

publication. 
• Publication Date: Use YYYY-MM-DD format. Use YYYY-MM if you do not 

know the day and YYYY if you do not know the day or month. 
• Frequency: Choose the publication frequency from the drop-down list. 
• Document Contact Name, Email, and Phone: Provide the contact 

information for who we should contact if there are any issues with the file. 
• Item Division/Department/Branch: Provide the name of the division, 

department, branch, or unit that created the document, if applicable. 
• Publication Number: Provide the document’s publication number, if 

applicable. 

https://oklahoma.gov/libraries/archives-and-records/publications/submission-info.html
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• Is this a replacement: Choose Yes or No from the drop-down list. 
• Previous Document Name and/or Number: Identify the previous document 

that the new submission replaces, if applicable. 

 
 

Step 2: Submit your content. 
a. You will receive an email from Preservica inviting you to submit content. Click on the 

Submit button to open the submission portal. 
• Submission links are time limited. Please submit your content by the date 

specified in the second paragraph of the invitation email. 
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b. Enter your name and agree to the Terms and Conditions and Privacy Policy. 

 

 
 

c. Enter a submission title that includes your agency name and the submission date. 
• For example: Department of Libraries 2025-11-26 

d. Enter a brief content description summarizing all the files being submitted. This 
can be as simple as “FY2025 reports” or “CY2025 publications.” The metadata 
spreadsheet you already created will provide more details about each file. 

 

 
e. Upload the prepared metadata spreadsheet and corresponding PDF files into the 

submission portal.  
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• All your files can be submitted at once unless they are more than 50 GB total. 
Please break large ingests into multiple batches or contact Sam Johnson 
(Samuel.johnson@libraries.ok.gov) for an alternative upload process. 

 

 
 

 
 

f. Preservica will start checking and ingesting the files automatically. The 
processing duration will depend on the number of files and size of content. 

 

mailto:Samuel.johnson@libraries.ok.gov
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g. The Submit button will be greyed out until Preservica has finished ingesting your 
files. Wait for all steps to be completed before closing or refreshing the 
browser. 

 

 
 

h. Click Submit. 
 

 
 

i. Additional submissions can be made using the same invite link until it expires. 
j. Department of Libraries staff will contact you if we have any questions about 

your submission. 
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