Registering, Uploading and Publishing a Dataset using ORDA

Log-into ORDA

1. Go to https://orda.shef.ac.uk/

2. ClickonUk § £! wathé top rght corner of the home page

0o ordashefac.uk

The S
Uuiew_-rmy The University Library.
2 ¥ e ORDA (Online research data)

“ vyt A E

The hub for managing and sharing research data at The University of Sheffield

®
Discover our research

@ e Search: | Allfields - Q

3. Unless you have already done so, you will be prompted to login to MUSE

The
o Online Services

s Of
Sheffield.

Log into Online Services at The University of Sheftield

Enter your Username and Password

This web page allows staff, students and prospective students to gain secure access to a range of online services
Username: - . . - "
. at the University of Sheffield. It offers the most secure way of accessing University systems. Read more =

l Be wary of any application or web page that asks for your username and password.

Password:
continue. Read more =

Having problems logging in?

4. Your ORDAaccount page will be displayed

«CcH G Y *o*EB

5. At this point you may create a record for a dataset,] © y £ y ¢ | ¥
create a new project. Projects allow you to group together and share datasets
associated with a research project whilst the research is still active. For more
information, see UY ©{ w« ¥} w bBelpw® §0©! j { y «U
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Creating a new item record

1. YE y¢ '¥ UA YOo{w«{ w ¥{® «{aoU

€« C # [ htp:

igshare.com/account/home

My data n Browse  Upload o

+ Create a new item 0.02kB 1068

STATUS v TYPEY CREATED

2. Anitem record interface is displayed

&« C' & [ httpsy//sheffield.figshare.com/account/home Ok Y & 0

to upload, drag file(s) on the page or browse

Metadata record only Link file
Title Tips
New draft item Use this ferm to edit all

information related to your data
Authors Please be as descriptive as
possible. The file upload is
L independent from the rest of the

N form, se you don't need to save
Categaries Y
an upload. This message will be
Select categories v replaced with helpful tips and
_ suggestions as you begin
File type interacting with the form
Dataset v
Tags

test_projec

Description

B 7 U X X

References

Funding

3. Here you can add a title;

Title Tips
test dataset 2 Give your research a title that is
more descriptive than just a
Authors filename. This will also help
i making yeur items discoverable

via search engines such as

c . Geogle. The title should have at
ategories

least 3 characters

Select categories v
File type Pr
Dataset v
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4. Add additional authors - Make sure all the people involved in creating and processing the
data are acknowledged. Type a hame and matching names of University of Sheffield
researchers will be displayed, click to choose, or press return to enter the name of a
researcher from outside the institution. The order of names may be rearranged by
clicking on a name and dragging to the correct location.

Title

test_dataset 2

Authors

Categories

Select categories

File type

Dataset

5. Select subject categories;

6. Selectfile type;

Title

test_dataset 2

Authers

Categories

Library and Infermation Studies

Engineering
Computer Engineering
Software Engineering
Agricultural Engineering
Aerospace Engineering
Genetic Engineering
Mechanical Engineering

Nuclear Engineering

{excl. Hyp
Aerospace Materials

Aerospace Structures

References

Title

test_dataset 2

Authors

Categories

Library and Information Studies

File type
Dataset
P¥Y  Figure
KBl  Media
EES Dataset
B8 Fileset
=]  Poster
EE Paper
[ Presentation
B3 hesis

BB Code

Leam more about article types

License
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Tips
Add the names of your co-
authers. You can invite authors
ta join figshare or you can simply
add them. Click on your recent
selections below to easily add
them. After they were added
you can drag and drop the
names to arrange them in the
order that you wish

Tips.
Select one or multiple categories
that this research best correlates
with

Tips.

We will initially set the item type
as dataset and you can medify it
at any time. Once you have
multiple files uploaded in the
item your item type will become
fileset



7. Add tags, or keywords relevant to your discipline;

Title Tips

test dataset 2 Add tags or keywords that will
help make your research more
Authors discoverable. Hit return after

‘ 0 each tag you enter.

Categories

Library and Information Studies

File type

Fileset

Tags

Scholarly communic ation

Description

8. Add a description of the research data, giving as much context as possible so that others
can interpret and reproduce your research. This section should include the project title
and a short abstract. This section needs to help potential reusers understand what data
is available and encourage them to take a closer look.

Title Tips
test_dataset 2 Add as much context as
possible so that others can
Authors interpret your research and

‘ reproduce it Make sure you
include methodology. techniques
: used and if relevant information
Categories. N
abeut approval for data collection
Library and Information Studies to confirm adherence to legal or

ethical requirements. The

File type description should have at least
Fileset 4 characters

Tags

Description

A description of the research data. giving as much context
as pessible so that others can interpret your research and
reproduce it

Include methodology, protocols and techniques used in
collecting and processing the data, instrument settings
software and formats used, and details of variables

Information about data items may be recorded in a separate
document and associated with data files in a Fileset' h

B £ U %X X

References

Yi¥a z{© wfadadme¥y £ - E£{¥P~y¥U°! 2 -8£! wz «~{ zZw«yV
what kind of data is available, pssibly an inventory of the files present (folder structure,

naming conventions and format) and the relationships between them; software required

to access the data; data collection and quality control methodology.

9. Add links (preferably DOIs) to any relevant content or external sources that help
describe the research or are otherwise related, such as published datasets from which
the current data is derived, published papers referring to or documenting the data. To
add multiple references use the return key.

References

http:/iwww.sheffield.ac.uk/library/rdm

http: fhwww.dat: hive ac._uk/creat |
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10. Add funder name and grant number or reference to the funder that sponsors your
research

References

hitp:/fwaw sheffield. ac.uk/library/rdm

hitp-/hwww. data-archive.ac ukicreat ument

Funding
EP/ND0O0111/1]

License

Funding
EP/NDOO111/1

License
CCBY
Publish this item

Apply embargo

Generate private link

Reserve Digital Object Identifier
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Uploading dataset files

1. Inthe item record interface.

to upload, drag file(s) on the page or browse

Metadata record only

Title

test_dataset_2

Link file

Tips

#®  Use this form to edit all

or Esc

information related to your data

Authors Please be as descriptive as

2. To upload, drag file(s) on the page or browse (Choose Files from your PC).

€ >C fi Dh&ps://sHeffield,figshar;mm/accoum/home QY &0 P =

to upload, drag file(s) on the page or browse

Metadata record only Link file

Title Tips
@ Use this form to edit all
information related to your data.

C— -

Authory @ Open
@@q‘ 1. « RDM » UoS_RDMS_2013-2014 » UoS_rdm_survey 2014 » final_results

test_dataset_2

.

~ [ 2 || Searcn i 2|
Categof|| Organize v Newfolder i @
Librany A Name & Date modified Type Size
4 I Desktop X
LT [ analysis 13/03/20141649  Text Document 1
File typ b 4 Libraries ) -
o || limesurvey_survey_23652.1ss 13/03/20141519  LSSFile 208
>
Filesa P ] results-survey23652 18th Feb 23/07/20141224  Microsoft Excel 97 692
4 mputer =
b | ] resuits-survey23652 28/03/20141630  Microsoft Excel 97... 1523
» &, Local Disk (C:) 2
Tags e 2] survey_23652_en 13/03/20141517 XML Document 55
> ta (D:]
et T Survey_results_draft 24/10/20141130  Adobe Acrobat D... 9945

1 de
ﬂl b 3 DVD RW Drive (E:) B | 1 d
» &3 SHARED16 (\\LADYBOWER) (L:)

> &8 LIBRARY (\\ASHOPTON) (M:)

Descrig| > G SYS (\\ASHOPTON) (5)
Adesql|  © 5 LBLIAL (\ASHOPTON\USR42\LE
aspodil b3 PUBLIC (WASHOPTONASYS) (Y:)
reprodll o APPLOWASHOPTONVSYS) @) = ¢ [ il ]
Includgy|
e | . p— .
softwalj|
Infor

B2 | G| i1

References

http:/fwww.sheffield.ac..uk/library/rdm

http://www.data-archi

ac.uk/ereats >

o ol 17 %

3. When the file has uploaded

€ = C A [3 https//sheffield.figshare.com/account/home O v & Q0 p =
results-survey23652.xls 148 1B Downlead
or Esc
Title Tips
test_dataset_2 -
you can still drag
Authors more file(s) on the page or
Categories
Library and Information Studies v | * Previewitem
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4. YE y¢ '¥ Uiw-{ y~w¥}{2U0UD

References

hitp:

http:ffwww. dat hive.ac.uk/creat

Funding
EPINDOOT11/1

licanse

5. If you wish to create a record for your research data, but do not wish to upload files,
because the data are in nondigital formats or they are considered sensitive data, then
you may create a metadataonly record. For more information, see U @tadata -only
item records (below.

Publishing the item

1. Inthe item record interface, when above steps have been completed and the record is
©{wz° «! x{ 8-x£ 2~{zB « y¢ «~{ Uf-ax£f 2~ «~ 2
inform ation textboxes. If any of the mandatory fields are incomplete, a notification box
will pop-up.

License

CCBY

Publish this item

Generate private link

Publish

2. The default license is CGBY. If you wish to publish an item using a different license,
pleaseseeUY ~! a2 ¥1 paglone y{¥a{U

3. If you wish to place an embargo on access to a dataset, please sed [ & x w © belofv.2 U

4. If you wish to publish an item record for confidential data, that provides information on
how to access the data, deaseseeUY ! ¥| z{ ¥ pelowf z w« wU

5. YE y¢ ¥ Uf-ax£ 2~ «{olU x-««! ¥ w« «~{ X! ««l o G
UW@{ T N N OR °Cl o ®BwW¥ « o« §axE &~ «~ 2 «{BvB =
content will be licensedasCGXoD f £{wa{ 2{{ «~{ «{Oo=@dDUBw¥z H
aw-{ 80 -w«{£°U '© Uo{2B §-x£ 2-~U
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License

CC-BY

Publish this item

Genera

Are you sure you want te publish this item, making it permanently available?

This content will be licensed as CC.BY. Please see the terms No, save privately

6. YE y ¢ ! ¥ Uihyod have BotuplBadéd filés Br made the record a thetadata

|
onlyUecord, then you will be prompted to do so.

There is no file associated to this item.

Do you want to create a metadata record or would
you like to return and upload a file?

CLLERLEO N Create metadata record

7. Oncly ¢ ¥} Uo{2aB §-x£ 2~UB «~{ «{o ©{y! Oz
associated file(s), these will be available for access unless classed confidential or under
an embargo.

License

CC-BY

This item is public

Generate private link

Your item is now public

8. YE y¢ ¥ Uiw-{ y~w¥}{auU

License

ccBY

This item is public
Generate private link

Dol Digital ct [dentifier

10.5072/FK2 figsh.2011389

Dol Public item

Editing your research after it has been uploaded

For published items, updating authors, categories, tags or the description will not create a
new version. Updating the title or files will create a new version with a versioned DOI issued.
Unpublished, private items may be altered or deleted without triggering a new version.
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Further details about publishing a dataset using ORDA

Metadata -only item records
If you wish to create a record for your research data, but do not wish to upload files,
because the dataare in non-digital formats or they are considered sensitive data, then
you may create a metadataonly record.

1. m~{¥ yoOo{w« ¥} w ¥{® «{a ©f{y! ©z w2 wx|-{B | © {
title of the data item record) xthe item record interfa ce is displayed.

2. _¥2%«{wz || -8£;wz ¥} w | £{B « yt¢t «~{ x|  ¥wao({
the item record interface.
%+ C A [ https://sheffield.figshare.com/account/home O Y & 0 (Pp =

Metadata record only Reason

Title Tips
Use this form to edit all

test_dataset 2
inf lated to your data

Authors

|
o0 save

message will be

Categories

Library and Information Studies

Tags

3. Provide a reason for the record being metadataonlyx| ! © {  wo §£{ UZw«w? { «
z } «wf | ©Oow«UQ UZFRv«away{@d ayyl l¥g{ aaqfa xzdntadd Q UY! ¥ |

ODD «! {¥" -2 ©f wx!-« wyy{2a2aUD

4. YE y¢ ¥ Uiw-{ y~w¥}{2aUD

hitp: Hwww. dat

Funding
EP/ND0O111/1
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Choosing a license

1. m~{¥ yo{w« ¥} w ¥{® «{a ©f{y; ©z w2 wx;|-{B
title of the data item record) xthe item record interface is displayed

<« C' i | [ httpsy/sheffield figshare.com/account/home O v S0 Pp =

results-survey23652.xls Downlead

Title Tips

test_dataset 2

Authors

Categories

Library and Information Studies

File type

Fileset

Tags

Description
A description of the research data, giving as much context
as possible so that others can interpret your research and
reproduce it.

Include methodology. protecols and technigues used in
collecting and processing the data, instrument settings.
software and formats used, and details of variables

Information about data items may be recorded in a separate
document and associated with data files in a Fileset M
B 7 U X X

References

http:/iwww.sheffield. ac.uk/library/rdm
http: Hwww data-archive ac_uk/create-manage/doc ument

Funding
EP/NDOD11171

2. Click on License drop down menu x select the appropriate license. The default is CCG-BY
for data and MIT for code. A link to help is provided in the list.

hitp:/fwww.dat hive.ac_uk/creat

Funding
EP/NOOD111/1

License
CC-BY
cchey
cco
MIT
GPL
GPL-2.0
GPL-3.0
Apache-2.0

Learn more about licenses

3.YE y¢ ¥ Uiw-{ y~w¥}{2UD
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Embargoes

1. When creatinga¥ { ® «{a ©f{y;|©z w2 wx,;-{B | © {z « ¥}
title of the data item record) xthe item record interface is displayed.

<« C & [ httpsi//sheffield figshare.com/account/home G v &0 Pp =
results-survey23652.xls Downlead
Title Tips

test_dataset 2

Authors

browse
|

Categories

Library and Information Studies

File type

Fileset

Tags

Description
A descripticn of the research data, giving as much context
as possible so that others can interpret your research and
reproduce it
Include methodology, protocols and techniques used in
collecting and processing the data, instrument settings.
software and fermats used, and details of variables

Information about data items may be recorded in a separate
document and associated with data files in a Filesef'. -

CRIEAILRIES B

References

http:ffwww.sheffield. ac. uk/library frdm
hittp: Hwww dat /e ac_ukicreat
Funding

EP/NO0D111/1

2.YE y¢ ¥ UW8S8£° {aoxwoO}! U w¥z y~'ltalf ®~{«~{0O
Applying embargoat a file level means that the metadata record will be publicly visible in
the institutional portal. If the whole item is embargoed, the metadata record will not be
publicly displayed until the embargo period is over (this may be thought of as delayed
publication).
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