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Learning Objectives

1. Data portal structure
2. Create datasets
3. Upload resources into a dataset
4. Understand licensing levels
5. Understand metadata



Understanding the structure of the 
data portal

DATASETS

RESOURCES

GROUPS



Dataset vs Resource

DATASET

RESOURCE



Uploading data

STEP 1 STEP 2 STEP 3

Create dataset

Add Tags
Set Group

Set license level 
(who you want to share with)

Add resources 

1 or more 
resources

Add additional 
data

Add metadata

Not mandatory 
(highly recommended)



STEP 1 : Create a Dataset



Add Basic Metadata

Add values for the basic metadata fields such as title, description, tags, groups and topics. Specify the license as Public, Shared or Private (next slide for license level information). 

Click NEXT: ADD DATA to continue

STEP 1 (…continue)



STEP 1 (…continue)



License levels

Public
Data 

accessible to 
all portal 

groups and 
the public

Shared
Data shared 

between 
portal 

groups, but 
not the 
public

Private
Data for 

internal use, 
only 

accessible 
within a 

single portal 
group



STEP 2: Add Resources



STEP 2 : (…continue) 



Metadata

Field Value
Author Author of the dataset
Spatial Coverage Area Area that the dataset relates to
Spatial Coverage Location Name of the area that the dataset relates to

Frequency How often a dataset is published
Temporal Coverage Date, or start and end date range encompassing the dataset
Contact Name Name of the person who can be contacted regarding the dataset
Contact Email Email address of the person who can be contacted regarding the 

dataset
Homepage URL URL of homepage where more info on the dataset can be found
Data standard Name of the data standard that the dataset conforms to
Language Language used in the dataset
Resources List of resources that you added to the dataset
Related content Internal link or link to an outside resource that provides additional 

context
Revision information Explanation of the changes you are making in the Revision log 

message box. This helps other authors understand your motivations.

Data about 
the data



Editing or deleting a dataset



Editing & deleting a dataset (…cont)



In Summary

• The dataset is the folder that is created first to store resources or actual 
data on the portal

• There are three license levels to share information on the portal. These 
license levels are assigned per dataset.

• Uploading data on the portal is an easy three-step process
• If anything goes wrong it the process, it can be undone.

Good Practice!


