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SuSanA Library Uploading Guide
(Last edited June 2022; if you have any questions e-mail: info@susana.org)
Steps for uploading: 
· Use the correct home entry; partners can only upload under their partner profile. SuSanA secretariat can upload under any home entry, so be sure that you have chosen the correct one (GIZ - if it is a GIZ or SuSanA publication). If the secretariat uploads a publication for a partner, then please follow these steps to change the home entry: go to the CCBK >> Manage Content Items >> search for the publication >> click Change Owner >> select partner from the dropdown menu. The home entry “Common upload” should be used for publications that are neither from GIZ/ SuSanA nor from a SuSanA partner. The button “SuSanA partners involved” can be used if the publication was prepared by more than one partner. It will then show up on all respective partner pages.
· Fill in the information on the publication in the form, upload the file (normally pdfs), add the title page as image and chose that image as preview image. If the title contains an apostrophe (‘), leave it out. Otherwise, the PDF won’t upload.
· Take a snapshot of the cover of the document or the first page and create a .jpeg or .png image file with the size of minimum 800 pixels. Check in photo viewer for adjusting the image size. Upload the picture and set ‘preview’ for the document.
· Make sure that PDF files are not named with other than letters/numbers to prevent error when uploading the documents to the website. Special symbols may also cause problems with uploading, such as ä, á, ã, å, ê, ñ, ö, ü etc.
· For documents that are uploaded in several languages, save the files names in the original language (as long as it is in roman letters) and add the exact name to the keywords box (separating several files with “;”) in the “edit text” section, otherwise it won’t be found by the search engine.
· If a library entry should contain more than 5 documents, upload them additionally as zip folder on the beginning and name it “Download all presentations” or “Download all documents”, depending on what type of files you uploaded.
· There is a field called “Comments*: Add here name of the person who added the publication (mandatory). Note the information in this field is only visible for admins.”. You need to add your name and the date there, so we know later on who has added what and when. If you have any comments about the library entry you can also add them into that field.
· Please always interlink library entry, forum and project database where that is possible by including the respective links with the “Add or edit hyperlinks” button. 
·  Regarding the filters (see also further down below in this document):
· The language of the publication has to be marked. The other information such as region or country, target, setting, reuse and technology should be chosen if applicable. Discuss with your supervisor or the SuSanA secretariat before selecting the filters if unsure.
· ‘Case Study’, ‘Recommended by SuSanA’ and the working groups are only to be ticked when it is a proper SuSanA Case Study or when you are asked explicitly. SFD connection is used when you have a SFD report or literature related to SFDs.
· Don’t tick all regions in the filter section – use this sparingly, i.e., don’t till all regions if the document applies to the entire world.
How to fill in the author names correctly:
· One author: Last name - comma - First Name’s initial - fullstop Example: Miller, M.
· Two or more authors: Last name1, First Name’s initial1 - comma - Last name2, First Name’s initial2 - all authors shall be named, do not use “et al.” Example: Blume, S., Winker, M.
· Name affixes: After the first Name’s initial Examples: von Muench, E. van Doegens, J.
· Do not add a title such as Prof., Dr.
· Several first names: In case an author has more than one first name, then make sure you write down the initial of all first names with a space in between Example: Peter Christian Steffen Weber → Weber, P. C. S.
General things to take into account for library entries:
· We no longer use the subtitle field as it takes up too much space in the overview page.
· We no longer use this field: “Content – summary of content” - please leave this field blank. This is a field that is only there for historical reasons.
· Rule of thumb: add documents to the map without hesitation. The more the better. e.g., if it’s about South Africa but nowhere specific in South Africa, you can put the pin into the capital (Pretoria)
· If authors have two first name initials, leave a gap between them.
· Publications that deal with a specific country, e.g., India should get a pin on the map. If it’s a government thing, just use Delhi for the pin.
· If the author is an organisation and not a person, then the author field should have the abbreviation, e.g. WHO. The long name of the organisation is to be put in the publisher field, e.g. World Health Oranisation, Geneva, Switzerland
· Use the “proper” full citation method and include the DOI number in the publisher field. E.g.: Am. J. Trop. Med. Hyg., 00(0), pp. 1–11, doi:10.4269/ajtmh.18-0888
· To save time and effort, all the presentations of a webinar and the video link to the recording get put together in ONE library entry.
· Put the titles of presentations for conference materials also into the field called “summary”, they are otherwise not found via keyword search.
· The field “publisher” needs to contain ALL relevant information, not just publisher. Especially Journal Publications (Issue, Year, Pages, DOI number)
· Keyword searches use the title and summary fields. You don’t really need to fill in the keyword field, except perhaps well-known abbreviations that people might use (FSM, MHM) (if they are not already in the summary field) or alternative spellings of the author (Münch, Munch and Muench)
· Don’t use all caps for titles. We don’t normally use capital letters in the titles, so we normally write “A study on household income” rather than “A Study on Household Income”. But sometimes it’s too time consuming to change it if you are copying the title of the document.
· Don’t use quotation marks in the title as there is an IT problem with that.
These tasks are commonly done wrong so please take notice:
· Put the translation and language into the title field if the publication is not in English. Like this it’s correct: https://www.susana.org/en/knowledge-hub/resources-andpublications/library/details/3343
Example:
Bibliographic information Gabert, J., et al. (2018). Mettre en oeuvre un service d’assainissement complet, durable et adapté (in French) - Implement a complete, sustainable and adapted sanitation service. Éditions Quæ, Éditions du Gret, ISBN 978-2-7592-2736-5
· Follow the correct author convention regarding first name abbreviations and order
· Put location and country into publisher field. Also putting Msc thesis or PhD thesis or ISBN or anything else really into publisher field
· No need to fill in the keywords (unless one wants to put in the alternative British or US spelling, e.g. fertilizer if it’s fertiliser in the title; or Soerenson if author is Sörenson – it’s all about helping people to find things with the searches)






How to select the right filters:
Filter: Recommendation
· Publications by SuSanA – use this filter only if the upload was published by SuSanA
· Recommended by SuSanA (other than SuSanA publications) – Used for VERY IMPORTANT publications produced by demand (e.g. EAWAG compendium of technologies; the person sending the document will ask the intern to use this filter in that case)
Filter: Publisher (SuSanA or not)
· Publications by SuSanA – use this filter only if the upload was published by SuSanA ( e.g. SuSanA wash in school case collection)
Filter: Language Always tick the language in which the publication is available. In case of two or three languages, tick all options applicable. Languages available: English, French, Spanish, Arabic, Chinese, German, Portuguese, Russian, Swahili, Other
Filter: Resource type – Describes the type of document.
· Guidelines and manuals
· Factsheets
· Case studies in SuSanA template
· Case studies in other formats
· Posters, brochures and flyers
· Technical drawings
· Presentations (always convert .ppt/. pptx to pdf format)
· Videos and webinar recordings (upload also on SuSanA YouTube and provide link)
· Filter: Location/country - If the document is specifically about one or several countries then tick those one or several countries. However, do not tick more than 5 countries per document. If the publication is not about any specific country, do not tick any filter
Filter: Audience of publications
Use this filter only if the document specifically addresses a group. For e.g.: Any upload which is a press release would be relevant for journalists; the publication ‘Taking policy action to improve small-scale water supply and sanitation systems’ ‚ is very relevant for politicians and local decision makers; A guide for teachers on how to implement SWASH behaviour change is relevant for educators
· Educators
· Journalists
· Politicians and local decision makers
· Practitioners
· Researchers and other
Filter: Beneficial product - Please check if any intervention stated in the document produces any beneficial products. The document should have strong focus on the beneficial product for these filters to be checked.
· Energy: biogas
· Energy: electricity, hydrogen, fuel cells
· Energy: fuel (liquid or solid)
· Practitioners
· Protein for animal food
· Water (irrigation, process, other)
· Other
Filter: Setting or user type - Tick only if highly relevant or if mentioned in the title.
· Camps (emergency or longer term)
· Peri-urban
· Rural
· Schools
· Urban (entire city)
· Urban informal settlements (slums)
· Other
Filter: Materials to be reused - The document may focus on treatment and disposal of material but not reuse. In this case, these filters should not be checked.
· Faeces or faecal sludge
· Greywater or wastewater
· Urine
· Other
Filter: Treatment technology or system - If you aren’t sure of these terms, please refer to the Wikipedia articles as indicated
· Biogas systems https://en.wikipedia.org/wiki/Biogas o Constructed wetlands https://en.wikipedia.org/wiki/Constructed _wetland
· Decentralised wastewater treatment (e.g. DEWATS) https://en.wikipedia.org/wiki/Decentraliz ed_wastewater_system
· Fundamental research and engineering (any scientific research that advances basic knowledge)
· Vermifilter, vermifilter toilets https://en.wikipedia.org/wiki/Vermifilter
· Composting, vermicomposting (solid waste), composting toilets http://www.vermicompostingtoilets. net/ https://en.wikipedia.org/wiki/Comp osting_toilet
· Container based systems (CBS) https://en.wikipedia.org/wiki/Contai ner-based_sanitation
· Faecal sludge treatment processes https://en.wikipedia.org/wiki/Fecal_sludge_management
· Urine diversion dehydration toilets https://en.wikipedia.org/wiki/Urinediverting_dry_toilet
Other Filter: Working groups - These filters are exclusively for showing publication that were created with inputs from the working groups or SuSanA partners. Do not check a publication under any WG unless you are instructed to do so.
· Capacity development (WG1)
· Market development (WG2)
· Renewable energies and climate change (WG3)
· Sanitation systems and technology options (WG4)
· Food security and productive sanitation (WG5)
· Cities (WG6)
· Community, rural and schools (with gender aspects) (WG7)
· Emergency and reconstruction (WG8)
· Public awareness, advocacy and civil society engagement (WG9)
· Operation and maintenance (WG10)
· Groundwater protection (WG11)
· WASH and nutrition (WG12)
· Behaviour change (WG13)
Filter: SFD Connection - SFD General Library (All SFD publications need this tag) SFD Report (Reports need this tag additionally)
Filter: SWP (Sanitation Workers Platform) Connection – All resources that should be featured on the https://sanitationworkers.susana.org/resources need this tag
· Dignity
· Financial security, alternative
· Gender
· Good practices
· Health & Safety
· Legal and regulatory frameworks
· Livelihoods
· Social security
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