
 

 

 

Entering data in ACA-RIS  

Academy Research Information System 

The research information system of the Austrian Academy of Sciences - ACA-RIS - is primarily intended to fulfil 

three tasks:  

• It is a data collection as a basis for quality assurance measures; this includes in particular the recording of 

scientific achievements and activities 

• The data is also used for reporting to internal and external authorities (also required by law) 

• The data is presented on the ÖAW website  

 

The academic staff use ACA-RIS to   

• maintain their (academic) profile, - manage their publications and research results centrally  

• make their research achievements visible and to  

• create reports on their research activities 

  



 

page 2 of 25 Entering new Data in ACA-RIS (PURE) 

 

 

Table of Content 

Entering data in ACA-RIS 1 

Academy Research Information System 1 

1. Basic functions of ACA-RIS 3 

1.1. Log in ............................................................................................................................................................................... 3 

1.2. User interface ................................................................................................................................................................. 4 

1.3. Managing your personal profile .................................................................................................................................. 5 

1.3.1. Edit your personal profile 5 
1.3.2. Adapt user settings 7 

3. activate the checkboxes for the desired online sources ................................................................................................. 9 

4. add name variants if necessary ......................................................................................................................................... 9 

1.3.3. Data entry process and data visibility 12 
1.3.4. Data entry process 12 
1.3.5. Visibility of data 13 

2. Publications (entry by a personal user) 13 

2.1. Create from template .................................................................................................................................................. 14 

2.2. Import from online source .......................................................................................................................................... 22 

2.3. Import from file ............................................................................................................................................................ 24 

3. Additional Information 25 

 

 

  



 

page 3 of 25 Entering new Data in ACA-RIS (PURE) 

 

1. Basic functions of ACA-RIS 

 

ACA-RIS is web-based and can be used with any modern browser. For the best experience, we recommend the 

latest versions of Chrome, Firefox, Safari or Edge 

1.1. Log in 

 

1. access the quality assurance intranet page: Quality assurance for science and organisation 

  
 

By selecting this field, you will be taken to the ACA-RIS (PURE) information page.  

Here you will find the log-in button, as well as information about the system itself and the training courses 

available: 

 
 

 

2. log in with your ÖAW account - including 2-factor authentication - using the button ‘ACA-RIS LOGIN’. 

 

3. terms of use: When you log in for the first time, you will be informed of the terms of use.  

Once you have successfully logged in, you will be taken to your personal overview.  

 

Note: If you receive an error message when logging in and cannot access the system, please get in touch with your 

contact person or the quality assurance department. Your personal data may have to be imported into ACA-RIS 

first. 

 

 
 

 

 

Here you will find ‘The Research 

Information System of the 

Austrian Academy of Sciences’ in 

the main tasks section 

https://www.oeaw.ac.at/en/qualitaetssicherung
https://www.oeaw.ac.at/index.php?eID=dumpFile&t=f&f=393509&token=d5d04e642b87dfaefabf27642fd46900ded875da
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1.2. User interface 

The ACA-RIS user interface consists of four main areas: 

 

• Header and navigation bar:  

 

 

 

 
 

 

 

• Task list:  

 

 

 

 

 
 

 

 

 

 

 

• Navigation tab:  

  

   
 

 

 

 

 

 

 

 

 

 

 

 

Notifications 

Tasks 

Favourites 

recently viewed content 

User menue 

You can switch between different tabs in this area. 

This area gives you 

access to tasks, 

messages, favourites 

and recently viewed 

items. Inhalte  
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• Workspace:  

 

  
 

 

1.3. Managing your personal profile 

 

Your personal profile contains general information about you, such as:  

• General personal details, such as your name, or identification data like your ORCID ID.  

• Information about your position and research  

• Links to your research results and activities 

 

 
 

 

1.3.1. Edit your personal profile 

 

1. click on the ‘Personal’ tab in the top navigation bar or on your person icon 

This is where 

you can view 

data records 

and also edit 

them by simply 

clicking on 

them. 
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3. make changes and click on ‘Save’. 

 

  
 

 

Note: Some fields may be read-only if they are synchronised by external systems (e.g. HR systems) 

 

 

 

 

 

 

 

2. click on ‘Edit profile’.  

You will be redirected to a form, where 

you can edit your personal data. 

 

 

In the ‘personal profile’ 

area, for example, you can 

also set up the automated 

search at a personal level. 
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1.3.2. Adapt user settings 

1. click on your person icon 

 
3. make changes and click on ‘Save’. 

 
 

 

1.3.3 Manage name variants  

 

Different name variants can be added if you publish under different names: 

 

2. click on ‘User settings’ in the upper 

area. Now you can customise  

language settings,  

enter a trusted user,  

customize email settings, message 

settings and  

task settings. 

In the ‘User settings’ area, for example, the language (German/English) can be set or notification functions or the task 

settings can be edited. 
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1.4 ORCID integration  

 
ORCID is a persistent digital identifier (‘Open Researcher and Contributor ID’) that uniquely identifies you as a 

researcher.  

Pure enables the link to ORCID. 

 

1. open your personal profile  

2. navigate to the ‘Metadata’ tab in the ‘Personal identification’ section 

 
 

 

3. select ‘Add existing ORCID ID’  

4. authorise Pure to access your ORCID profile 

 

1. open your profile for editing 

2. click on ‘Metadata’ 

3. add a name variant and save your 

changes 
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1.4 Set up an automatic search 

 
Pure is able to regularly search for your publications in various databases.  

Currently, this must be set up at the personal level. 

 

1. open your personal profile  

2. click on the ‘Automated search’ tab 

 
 

 

3. activate the checkboxes for the desired online sources 

4. add name variants if necessary  

5. save the settings. The automatic search is carried out regularly and you will be informed of any publication 

candidates found. 

 

1.4 Creating filters 

 
By using filters, the content in ACA-RIS can be displayed according to your search preferences. 

As a personal user, the ‘my content’ filter is set by default. With this filter, only your personal records are displayed. 

Using the example of the publications, the following overview appears: 
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By removing this filter, you can view all ÖAW records: 

 
 

Let's remain in the area of publications. If you want to filter for a specific person or a year, this is easily possible: 

Click on the symbol  

 

A menu will open from which you can select the appropriate parameters: 

 

 
 

Select ‘Persons’ and enter the appropriate name in the search field: 

 

 
 

Click on the icon again  and select the ‘period’ filter. 

 

The filters can be used in a modular manner 

– for example, you can filter for person and 

year at the same time. 
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ACA-RIS now lists all publications by the selected person in the selected period. 

 

 

For editors, it is advisable to create a filter for publications that need to be validated - the appropriate filter type is 

called ‘Workflow’: 

 
 

 

 

TIP: If you use a particular filter regularly, you can save it by using the black pin on the right-hand side:

 
 

By clicking on the pin, a field opens asking you to enter a name for the filter. 

Once this has been done, the filter appears on the left-hand side - in our example it appears under Publications: 
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1.4 Publication lists 

 
If you want to export your publications as a list, you can do this as follows:  

At the bottom of the window, you will find a selection option – 

 

 
 

By confirming the PDF type, for example, a further selection appears: 

 

 

  
 

 

If you are entrusted with the function of editor, it is possible to export lists in Excel format. 

 

1.3.3. Data entry process and data visibility 

1.3.4. Data entry process 

Every personal user is able to enter publications. 

Once this has been done, these publications are reviewed by an editor and then released (validated). 

 

The process at a glance: 

You can delete a filter by clicking on the X 

symbol. 

You can now select the desired data format 

and save the file 
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New creation/import by user → Editing by user → Review/validation by user with the role authorisation 

“Editor” 

 

 
 

 

 

- ‘In progress’: Incomplete data record that is still being processed  

- ‘For validation’: Data record that has been marked as complete and is awaiting validation  

- ‘Validated’: Data record that has been validated by the responsible organisation 

 

 

 

1.3.5. Visibility of data 

Research output and other data can be categorised in ACA-RIS with 4 different visibility levels: 

 
 

The data set is only displayed on the ÖAW website if ‘Public’ is selected[OM1]. 

In case you do not want the data to be public – due to legal agreement for example – the category confidential is 

the right one to be selected.  

 

 

2. Publications (entry by a personal user) 

To enter a new publication, you can either use the + next to Publications in the left-hand column or the blue + 

Add content field at the top right: 
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A pop-up window opens. 

  
 

 

2.1. Create from template 

By selecting Create from template ACA-RIS will show various templates for creating the new entry: 

  
 

To obtain a definition of the publication type, move the mouse over the text - here using the example of the 

publication type Article in Contribution in a special-interest journal.  

 

A light-yellow field appears with the corresponding description: 

One of the three input variants 

 “Create from template”, 

 “Import from online source” or  

“Import from file” 

can be selected here 
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In this example, we will remain with the type Article in Contribution in a special-interest journal. By selecting this 

type, you now have a choice of different variants again. 

 

 

 

 
 

 

In this example, article has been selected as the publication type. After selecting the desired publication type, a 

fill-in-form opens. To be able to save an entry in a later step, the mandatory fields marked with a red * must be 

completed.  

If the publication type is not suitable, it can be changed at the top right under Change template. 
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If you select this option, the familiar field for selecting the publication type opens. If you do not wish to change 

the publication type, select the Close field to return to the previous page 

 

 
 

You are back in the original template - in our example contribution in special-interest journal – article 

 

Start by completing the mandatory fields (red*). 

Publication status and dates: Several statuses can be added here, which represent the ‘history’ of the publication.  

Enter the date and select Add publication status and dates if you have further data on this publication.  

In the publication information section, select the appropriate original language and the title in the original 

language. The title is shown in the citation of the publication. 
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Even if the page number, number of pages and article number are NOT mandatory fields, it is strongly recommended 

to enter this information in ACA-RIS, in order to display the data as precisely as possible. 

 

The next step is to enter the author(s) of the publication.  

Select either Add person or the + symbol. 

FYI – the personal user, having started the creation of a new publication record, will be listed as author 

automatically (in this example, the personal user is M Mustermann out text user). 

  
Adding a person, the following window will open 

 

  
 

 

 

Now you can add a person using the 

search field with the magnifying glass:  

enter the name. ACA-RIS will list 

suggestions in a drop-down box. Both 

internal and external people can be 

found here. Select the appropriate 

person.  

In case you cannot find the right person, 

you have the option to create an external 

person - select the field Create external 

person. 
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By selecting the Create external person function, the following window is displayed: 

 

  
 

   
 

There is already a large number of external organisations available in ACA-RIS. If the organisation you require is 

not listed, you can create a new external organisation. 

 

To add the appropriate external 

organisation, select Add organisational 

unit... 

 

An additional dialogue box appears. In 

the background you can still see the 

screen from the Create external person 

step. 

Enter the name in the field with the 

magnifying glass. ACA-RIS will now 

generate another drop-down list from 

which you can select the appropriate 

institution. 
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The next necessary step is the managing organisational unit. The managing organizational unit is the 

organisation that is also responsible for validating the datasets and with which the first author is affiliated.  

ACA-RIS assigns the dataset to the organisation to which the first internal author is affiliated. 

This is done automatically. If you want to change the organisational unit, proceed as follows:  

 
 

 

 

 

 

 

 

To create a new external organisation, 

select create external organization.  

The input field changes accordingly. The 

screen from the Create external person 

step remains in the background. 

click on the symbol with the house and enter the correct 

organisation 

Once you have entered the data, save by 

clicking Create. You will find yourself 

again in the Create external person 

screen. Confirm with Create to save the 

newly created person.  
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The last mandatory field for creating an entry from a template is the journal in which the publication has been 

published.  

Use the function Add journal.... and enter the journal.  

ACA-RIS displays a drop-down list - select the correct journal. 

  
 

 

By entering the volume and issue number - which are noted on the original publication - you can finalise the 

publication record. 

 

In the ‘Electronic version(s)...’ section, you can enter the DOI of the publication. This is not a mandatory field, 

but it is recommended to facilitate subsequent checks/revisions.  

 

Select the field Add DOI/Link: 
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The following field will open: 

          
 

 

  

  
 

 

 

To be able to display a publication on the homepage of your institution, the entry must be set to the status 

‘Public - no restrictions’: 

 
 

 

Enter the DOI (Digital 

Object Identifier)  

 

Select the appropriate 

variant in the Access to 

the electronic version 

section 

 

Click on create to save 

the information. 

If you scroll further 

down the form, you will 

come across the 

relations section.  

Here you can assign 

your publication to an 

activity, a project or 

similar. 

 

 



 

page 22 of 25 Entering new Data in ACA-RIS (PURE) 

 

Once the form has been completed, it can be saved: 

 

  
 

 

 

 

By saving, the data record is sent to the status for validation. 

 

Note: 

At the bottom of the data record there is a section where you can see which editor will validate your entry. In our 

example, “None” appears as this is a test entry for training purposes. 

  
 

 

 

The data record is now checked for correctness by editors from the supervising organisation and then set to the 

status Validated. 

With this final step, the entry can be published on the homepage of your organisation. 

 

2.2. Import from online source 

In addition to the option of importing publications using the ‘Create from template’ function, ACA-RIS also 

offers the option of an import from online sources.  

To do this, select the relevant path and access the overview of online sources: 

 

 

Save the record. 
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For example, if you want to import via Web of Science, select the appropriate field.  

The following import screen opens: 

 
 

 

Once you have entered the title, the system will either suggest only 1 publication or several - select the correct 

publication by clicking ‘Import’: 

 

 

 
 

 

The following window appears - The authors of the source are listed. You can now adapt incorrect assignments 

here or after importing the publication. 
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Now check the entire form - starting with the publication data, the journal including page number etc. and 

especially the affiliated authors.  

Once this has been done, you can save the data record as described in point 2.1 Create from template[OM2]. 

 

Note: the function “Import from online source” does not imply that the entry is already completely correct - 

please make sure that the data is as accurate as possible, to make your editors further work easier. 

 

The editors of the supervising organisation will now check the data record for correctness and then set the status 

to validated. 

With this final step, the entry can be published on the homepage of your organisation. 

 

 

2.3. Import from file 

 

ACA-RIS also offers the option of creating entries by importing files - select the corresponding field: 
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You can choose from the formats RIS, OpenAIRE du BibTeX - in our example RIS was selected. Follow the 

instructions on the form - either insert and import the text OR upload the file: 

 

 
 

 

Now review the entire form - starting with the publication data, the journal with page number, etc. and 

especially the assigned authors.  

Once this has been done, you can save the data record as described in point 2.1 Import from template. 

The data record is now checked for correctness by editors from the supervising organisation and then set to the 

status Validated. 

By completing this final step, the entry can be published on the homepage of your organisation. 

 

 

 

3. Additional Information 

Additional information can be found on our intranet page Quality Assurance for Science and Organisation (Terms of 

Use). 

If you have any questions about ACA-RIS (PURE), please contact our QA-FIS team at the following e-mail address 

ACARIS-Support@oeaw.ac.at 

 

https://www.oeaw.ac.at/qualitaetssicherung
https://www.oeaw.ac.at/index.php?eID=dumpFile&t=f&f=393509&token=d5d04e642b87dfaefabf27642fd46900ded875da
https://www.oeaw.ac.at/index.php?eID=dumpFile&t=f&f=393509&token=d5d04e642b87dfaefabf27642fd46900ded875da
mailto:ACARIS-Support@oeaw.ac.at

