Practical exercise: using the admin interface to customise DMPonline

There are a few activities we want you to try out in the admin interface.

1. Create a new template for your organisation
2. Add guidance for your organisation and a sub-unit
3. Customise a funder template

Please navigate to the test site to get started: https://dmponline-test.dcc.ac.uk

To access the admin interface, click on the username link in the top right-hand corner of the screen
and select ‘Admin area’ from the dropdown options. If you don’t already have an account on the test
site or haven’t been granted admin rights yet, please let us know.

Signed in as Sarah Jones -

Edit profile
Admin area

Sign out

Templates Organisation details

Task 1: Create a new template

The first task is to create a template. Either use one of the examples provided, or make up details of
your own. To add a template, click to ‘Create a template’ and enter a name and description.

New template

To create a new template, first enter a title and description. Once you have saved this you will be presented with options to add one

or more phases

Title Edinburgh DMP

Description
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The main DMP template for the University of
Edinburgh

Save Cancel

You will then be prompted to add a phase. Phases allow you to ask different questions at different
stages of the project — for example an initial DMP at grant application stage and a full DMP post-
award.


https://dmponline-test.dcc.ac.uk/

If you only want one phase in your template, call this something generic e.g. ‘Edinburgh DMP’. This
name is what will be presented in the tab(s) users select when completing the DMP.

Edinburgh DMP

Template details
Edit template details
Title Edinburgh DMP

Description The main DMP template for the University of Edinburgh

Published Please ensure you have created at least one phase with a published version.
Created at 07-11-2015
Last updated 07-11-2015

Once you have created a phase, an initial version is automatically created. Scroll down to add your
first section. Add a name in the box highlighted below and open the concertina using the plus sign to
save your entry. You can add further sections using the ‘add section’ button.

Edinburgh DMP
Phase details

Here you set the fitle that users will see. If you intend to have multiple phases for you DMP, this should be clear in the title and description

Title | Edinburgh DMP
Order of display | 1
Description

Versions

Afirst version is created automatically. If you want to make major changes to published versions later (e.g. add section or questions) please create a new version. If you only want to fix types or make small changes that do not alter meanings, edit the
current version

pase
Edinburgh DMP v.1 false 07-11-2016 07-11-2015 View Edit Preview

Version details

Title Edinburgh DMP v.1

Description

Published

Once you have added a section, you will be presented with options to add individual questions. Try
adding a few different types of question e.g. text area, radio buttons or check boxes. You can
provide example answers if desired and tag your question with relevant themes so guidance from
other sources can be associated and mapped onto it.

Spend some time adding a few questions and sections to try out different things.

To preview your template, scroll back up to the top version table and select ‘preview’. Make any
further adjustments needed, or if you are happy with it, choose to publish.



To publish, click to edit the version and check the publish checkbox.

Versions

Afirst version is created automatically. If you want to make major ehanges to published versions later (e.g. add section or questions) please craate a new version. If you only want to fix typos or make small changes that do not alter meanings, edit the

current version.
Pt
Edinburgh DMP v.1 false 07-11-2015 07-11-2015

Version details

Title Edinburgh DMP v.1

Description -]
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Once one version for a particular phase has been published, the overall template can also be
published. Both steps need to be undertaken to ensure your template is visible to end users.

To publish the template, navigate back to the ‘template’ tab and click to ‘edit template details’. A
similar checkbox to the one above will be presented to publish the template.

Edinbureh DMP

R,
(  Template details )
S

Edit template details

Title Edinburgh DMP

Description | The main DMP template for the University of Edinburgh

Published | Please ensure you have created at least one phase with a published version
Createdat | 07-11-2015
Last updated 07-11-2015

Task 2: Add guidance

Before adding your guidance you need to create a guidance group. This determines which level your
guidance should apply at. Ordinarily you will be creating guidance that applies to your whole
organisation, but you can also create optional subset guidance e.g. for specific departments,
institutes or groups. You can also set which template(s) the guidance should display on.

Create a guidance group for your organisation. The name you apply here will display in the front end
label for each piece of guidance so choose something short.

Guidance group list

First create a guidance group. This could be institution wide or a subset e.g. a particular College / School, Institute or department. When you create guidance youll be asked to e —
assign it to a guidance group

Edinburgh All templates No 28-07-2014 View Edit Delete
Roslin Institute All templates Yes 07-11-2015 View Edit Delete

Once you have created one or more guidance groups, you can add individual pieces of guidance.
Guidance can be added by theme (so it applies across multiple templates) or by question (so it
pertains to one specific question in a given template). Writing guidance by theme saves you work
overall as there is less to maintain.



If you opt to apply your guidance by themes, select one or more themes from the box. If you opt to
apply by question, navigate through the dropdown options that appear to select which funder,
phase, version, and section of the template is needed to find the relevant question.

New guidance
Text —

M| -

Should this guidance apply- ( by themes > v

MNone
Data Capture Methods

Data Description

Data Format -

Guidance group Mone v

Save Cancel

Add a few different pieces of guidance for your institution as a whole and an optional subset.

Task 3: Customise a funder template

On the ‘templates’ page, you will see a list of all the funder templates in DMPonline. You are able to
customise these by:

1. adding a suggested answer or example to each question
2. adding your own section with questions

The view displayed in the admin interface will also show any themed guidance from your
organisation that is presented to users when they are completing each funder template. This is
based on the themes that each question has been tagged with.

Data sharing +
Data preservation =
Question number | 1 STFC Guidance N
Questiontext | Specify which data will be preserved and how Glasgow Uni guidance guidance on Presarvation Plan -
Answer format | Text area p p— " P
asgow Uni guidance guidance on Data Reposito
Guidance | Uniess there are compeling reasons notto do so, STFC expects data to be managed through an established repository, chosen to g g g pository :
maximise the scientific value from aggregation of related data. This may be at the grant holder's institution or elsewhere. Data Atthe end of your praject depostt you can deposit a final copy of your data; custo
management plans may refer to the general policies of the chosen repository and only include further detals if necessary to the - Ina funder repositories as stated by your funder m
specific project. (If  is proposed not to use an established repository, the data management plan will need to demonstrate that ~ In a subject repository.
resources and systems wil be in place to snable the data to be curated effectively beyond the lifefime of the grant, athough STFC - In University data storage

recognises that applicants may not have the expertise to describe in detail how data will be curated)

Contact your local T Suppert or email h acuk if you
Themes | Preservation Plan, Data Repository , Data Selection need space to store data and do not have a securely backed up home for your final
dataset
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Resources

Add one or more example answers, and add a section with a few questions.

guidance



