User logs in using
own credentials and
is directed to My
data page

Submit metadata
and Publish

You will be asked
again if you
publishing then
agree again

HOW TO UPLOAD

User then drags files
to upload. (Browse
to file and upload)

Click publish and
save changes to
metadata.

Submitted data is
then sent to Admin
for approval.

Data is placed on
public domain

System redirects
user to a page where
metadata has to be
supplied

Make file(s)
confidential (Support
reason) *if
applicable

Admin aproves Data
submitted from
User's workflow and
check metadata.

Embargo on file is
approved

Please watch this video for demonstration: https://youtu.be/KIdODRSnRBM

You can add more
additional files (If
applicable)

Update the embargo
file (If any applies)

Admin assigns
request, reviews
then Approve &

Publish or Decline
and Return to User

Metadata is
approved



https://youtu.be/Kld9DRSnRBM

Explaining important Tabs

Drag files to upload

You can add keywards and other details later

Browse for files

+Create a new tem
Actions STATUS TYPE v CREATION ... SIZE

Untitled tem :1:3‘3‘

The following tabs have these meanings:

My Data: This is where you upload your files
and also where you see all your uploaded
items.

Projects: Projects are collaborative spaces
used for ongoing work. You can upload data
that is in progress and have users make
comments. Projects are secure spaces that can
be used for sensitive data. You can also
collaborate with people outside your institution
by inviting them to your project.

Collections: Collections are ways of collating
data that bring it together under a theme. They
can be either private or public and can be
assigned a DOL.

Activity: This tab is where your
notifications pop up of activities done that
need attention to. e.g. if the approver rejects
your submission as you login a red dot will
be seen.

Showing 1 item

For more information contact:

Mutali Lithole: mlithole@uj.ac.za *4740






