
ESPLORO ESSENTIALS: Orientation 

Searching, Creating Sets,  
and Basic Navigation 
 

In order to prepare you for working with the Esploro Research Repository, this video 

will cover searching, creating sets, and basic navigation . 

To access the Repository, log in with any browser connected to the internet  . 

At the top of the screen is the Persistent Search Box. When doing a simple search, 

you choose the entity to search, such as research assets, files, or researchers. Then 

choose the search field, such as keyword, author, or academic unit. These options 

change depending on the entity you are searching. 

Enter the search term and click the search icon . 

For some entities, like researchers and research deposits, you can choose All and 

click the search icon to view the complete list on the relevant management page. 

To run a more fine-tuned search on research assets, click the advanced search icon. 

This allows you to combine several search lines with AND/OR operators. Within each 

line, you can specify whether that search field contains a particular keyword, is 

empty, is not empty, and more . 

As an example, let’s search for research assets with Dawn Aziz as an author that do 

not have a DOI, in other words, the DOI field is empty.  Click Search . 

After a search like this, you can save the query as a set, so that you will be able to 

use it later for a manual job. A job allows you to make the same change in bulk to 

several assets, or other entities. 

For example, you could run the Register DOIs for Research Assets job, and then 

select this set, which includes all research assets by Dawn Aziz that don’t currently 

have a DOI.  This query will be run at the time of the job, so the job will affect an up-

to-date list of research assets that meet these criteria . 

Let’s save this search query as a set . 

Click Save Query. 

Give the set a name, and, optionally, a description. Private means that this set will 

only be visible to you. Otherwise, it will be visible to all research repository users at 

your institution. Click Save. 



For another way to create a set, open Admin > Manage Sets. On this page, you can 

see the sets you have created under the My Sets Tab. Open Public Sets to see sets 

created by other users, or All Sets to see both kinds together . 

To create a new set, click Add Set. 

You can add a Logical set, which is a saved search query, automatically updated at 

the time of the job, as we saw before . 

Or, you can add an Itemized set, which contains the specific items you select. 

Let’s create an itemized set. Give the set a name. Choose the content type. Click Add 

Members to Set. Use the search bar to find the items you want to add to your set. 

Use the check boxes to select items to add to the set. Then click Add Selected. Run 

as many searches as you need to find and select all the items you want to add to the 

set. Then click Save. 

Click Save again to save the set. 

So far, you have seen simple and advanced search, and two ways to create sets: 

saving a search and adding a set from the Manage Sets page. Now, let’s look at 

navigation. 

Like Searching, most of your navigation can be done from persistent elements which 

appear on every screen . 

On the side of the screen is the navigation bar. Click on each section to see the 

specific options within it. Depending on your user roles, you will see the sections and 

options that are relevant for you. This gear icon at the bottom opens the 

configuration menu, which is also divided into sections. You can read about all the 

options in the Online Help. 

Clicking the star next to an option adds it to your Quick Links, which you can see here 

in the section with the star. This can be great for options you use frequently. Here, 

you can search for options without going through the menu. 

In the top right corner are Main Menu Icons, including the User Menu and your Tasks 

List. The Help Menu contains links to resources, including “Help for this Page,” which 

shows the online help relevant to the page you are currently looking at. Recent 

Entities opens a pane with the entities you were most recently working with . 

You can choose widgets to your homepage with this plus icon. A Widget is a small 

pane of information or actions that are relevant to you. 

In the top left corner, you will see the logo of your institution. Select the logo at any 

time to return to the home page . 

As you can see, there is usually more than one way to get to any particular page. For 

example, you could open the Researchers section and choose the Manage 



Researchers option, you could use a quick link, or search for it here. Another way is 

to search for All Researchers in the persistent search bar.  

As you get more experience using Esploro, you will find the methods that work best 

for you.   


