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Depositin 6 steps

1. Creating a dataset

e Select your deposit space. There are three ways to identify your institution’s
repository:
o Option 1: view the full list of institutional repositories
o Option 2: via the carousel

o Option 3: using the toolbar

==
PANeASt recherche data gouv.fr Search ~  About  User Guide  Support  English~  SignUp  Login

Recherche Data Gouv Génération datapaper

(Recherche Data Gouv)

o1 Metrics 5,186,840 Downloads XiContact (2 Share

L'entrepét pluridisciplinaire Recherche Data Gouv est une solution souveraine pour le partage et I'ouverture des données de recherche produites par les communautés qui ne disposent
pas d’un entrepét disciplinaire reconnu. Il est basé sur le logiciel libre Dataverse. Le dépét des données doit se faire dans I'espace institutionnel attribué a I'établissement dont reléve un
des contributeurs. Un espace générique est dédié aux données produites par les établissements ne disposant pas d’espace dédié. Les tests sont a effectuer dans le bac a sable

Retrouver les actualités et événements de la plateforme Recherche Data Gouv.

L repository is a sovereign solution for sharing and opening up data produced by communities that do not have a recognized disciplinary
repositol ptl O n be deposited in the space assigned to an institution which one of the contributor belongs to. A generic space is available
for data PUSUCH @ Spa themselves. Tests should be performed in the sandbox
The latest news and events on the Recherche Data Gouv m.

Retrouvez la liste compléte des espaces institutionnels ICII Find the full list of institutional repositories here I

Collapse Description [-]

=n
Nrsuaue Arts
TRANcASt recherchedata.gouv.fr \ e s
£ = et Métiers ‘ASNR::;,—“ >
Espace Générique Arts et Métiers Sciences et
technologies - Arts et Metiers Autorité de Sareté Nucléaire et de CEA Scientific and Technical Data
Institute of Technology Radioprotection
I Search this dataverse Q | Advanced Search I

Figure 1- 3 options for selecting the deposit space

If there is no institutional space, select the generic space.

e Click on “+Add Data”, then on “New Dataset”.
Please note: if the “+Add Data” button does not appear, please contact the

repository administrator via the “Contact” button.
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If the collection offers it, you can choose a dataset template that will automatically

pre-filled several metadata fields.

2. Entering the first batch of metadata

e Specify metadata language

e Please enter at least the mandatory metadata (marked with a red asterisk) AND
the recommended metadata available when creating the dataset.

e Metadata can be completed later if necessary.

e Don’t forget to save!

Please note: The dataset has the status of a draft version that has not yet been
published.

A DOl is reserved and will be active upon publication of the dataset.

3. Adding the file(s)

One or more files can be associated with a dataset.

Please note! If the files are stored in a different repository, the link to them will be

provided in a specific metadata field: “Link to data”.

To ADD one or more files, 2 options:
e Option 1: In the “Files” tab (A), click the “+ Upload Files” button (B).

0 Views

Description lorem ipsum
0 Downloads
Subject Arts and Humanities

License/Data Use Agreement etalab 2.0
Ol

EI + Upload Files
There are no files in this dataset

Figure 2 — ADD one or more files, option 1

e Option 2: In the box at the top right, click on “Edit Dataset”(A) and then select
“Files (Upload)”(B) from the menu that appears.
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[\, Jane UNTEL, 2026, "fictional dataset 3", https://doi.org/10.82233/UNCPB2, Recherche Data Gouy Submit for Review
LERSON O Edit Dataset ~
Cite Dataset ~ Learn about Data Citation Standards.
SontactO Files (Upload) B

Make Datac ~ Metadata

since Terms
0 Views Thumbnails + Widgets
Description lorem ipsum
0 Downloac
Subject Arts and Humanities Delete Dataset

License/Data Use Agreement T
ol

Figure 3 - ADD one or more files, option 2

To SELECT one or more files, 2 options:

e Option 1: Click on “+Select files to add” button

Files

All file types are supported for upload and download in their original format. If you are uploading Excel, CSV, TSV, RData, Stata, or SPSS files, see the guides for tabular support and
limitations

Upload with HTTP via your browser &

Select files or drag and drop into the upload widget. Maximum of 1,000 files per upload. File upload limit is 50.0 GB per file. Tabular file ingest is limited to 500.0 MB.

+ Select Files to Add

Drag and drop files here.

Figure 4 — SELECT one or more files, option 1

e Option 2: Drag and drop the file(s)

Files

All file types are supported for upload and download in their original format. If you are uploading Excel, CSV, TSV, RData, Stata, or SPSS files, see the guides for tabular support and
limitations.

Upload with HTTP via your browser A

Select files or drag and drop into the upload widget. Maximum of 1,000 files per upload. File upload limit is 50.0 GB per file. Tabular file ingest is limited to 500.0 MB

+ Select Files to Add

Drag and drop files here

Figure 5 — SELECT one or more files, option 2

All file formats are accepted; however, open formats or those commonly used by a

disciplinary community are strongly recommended.

You can rename the file and add a description.

Don’t forget to save!

When the message “Success! — One or more files have been updated” appears: the

file(s) have been successfully added.
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For each file, you can add metadata, restrict access and indicate an embargo.
You can also replace or delete a file: click on the icon showing three vertically

aligned dots. A menu will open, offering several options:

» Metadata
 Restrict
 Replace

« Embargo

* Delete.
Files Metadata Terms Versions
+ Upload Files
1 File # EditF|
[\ Camargue 2017.csv O File available in original format only
Comma Separated Values - 10 B
@ un 4, 2026
o & e L
lorem ipsum -
Edit Options #°
Metadata
Restrict
Replace
Copyright © 2026, Recherche Data Gouv | Privacy Policy Embargo
owered by Datal
Delete 5l

Figure 6 — A menu allowing you to restrict access to a file, replace it, set an embargo on it,

and delete it.

Please note: Once a file has been published, it is no longer possible to add or

change an embargo on that file.

The “Files” tab displays the list of files added to your dataset.

Files Metadata Terms Versions
Change View Table Tree
Q # Upload Files
cess: All 1T sort -
1to 2 of 2 Files # Edit Files - &. Download
® L ¢

© File available in original format only

til 2026-12-31 @ i‘ -

M ™%
Description of sites

Figure 7 — List of files added to dataset
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4. Completing the metadata

Completing the metadata is highly recommended.

There are two options for completing/modifying the metadata:
e Option 1: Click on “Edit Dataset” (A) and select “Metadata” (B) from the menu
that appears.

Fictionnal dataset
[ratt | Embargoed J unpubished |

Formation, Demo, 2026, "Fictionnal dataset”, https:/doi.org/10.82233/HEVFUJ, Recherche Data Go

- VERSION
e Submit for Review
Cite Dataset ~ Learn about Data Citation Standards I Edit Dataset I
Contact O o6 (ypjoad
B | Metadata
Description lorem ipsum il ors

0 Views Thumbnails + Widgets

Subject Arts and Humanities

0 Downloac
License/Data Use Agreement etalab 2.0 Delete Dataset
Ol

Figure 8 — First option for completing/modifying the metadata

e Option 2: Click on the “Metadata” tab (A), then on the “Add + Edit Metadata”
button (B).

Files Metadata Terms Versions

W # Add + Edit Metadata I

This dataset has nglish as the language for all metadata entries

Common Metadata A

Persistent Identifier doi:10.82233/HEVFUJ
Title Fictionnal dataset

Point of Contact

Use email button above to contact

Figure 9 - Second option for completing/modifying the metadata

The available fields are divided into 8 blocks:
e The “Common Metadata” block (title, author...) (A).

e 7 additional blocks of discipline-specific metadata (B).
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Metadata

Please enter metadata in the English language, or change the metadata language choice in the parent dataverse before proceeding

*Asterisks indicate required fields

Common Metadata v o

Geospatial Metadata v

Social Science and Humanities Metadata v
Life Sciences Metadata v 0
Journal Metadata v

Semantic resource ¥

Astronomy and Astrophysics Metadata v

Computational Workflow Metadata v

Save Changes Cancel

Figure 10 — Metadata: the available fields are divided into 8 blocks

Please note:
Guides for entering general and files metadate are available on the Recherche Data

Gouv website: https://recherche.data.gouv.fr/en/online-help

5. Indicate the terms of use

The terms of use apply to all the dataset's files.
They allow to specify:

e the licence assigned to the dataset,

e the conditions for access to restricted files,

e the existence of a guestbook.

The terms and conditions of use are available on the dataset's display page:
e via this menu “Edit Dataset”, then “Terms”

e orvia the “Terms” and “Edit Terms Requirements” tab.
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5.1. Licences

The licence assigned by default to a dataset in the repository is Etalab 2.0.

To assign a different licence, click on “Edit Dataset” and then select “Terms”:

Fictionnal dataset
[ Draft | Embargoed | Unpublished |

Formation, Demo, 2026, "Fictionnal dataset", https://doi.org/10.82233/HEVFUJ, Recherche Data Gouv, DRAFT Access Dataset ~

A
VERSION @
Submit for Review
Cite Dataset ~ Learn about Data Citation Standards
Edit Dataset ~
Contact O

Files (Upload)

Make Data { S
. B
Description lorem ipsum
0 Views uMDNaIlS + WIGge

Subject Arts and Humanities

0 Downloac
License/Data Use Agr S50 Delete Dataset
ol s

Figure 11 - To assign a different licence

Next, select “Custom Dataset Terms*” from the drop-down menu and enter the chosen

licence in the “Terms of Use“ metadata field.

Terms

Dataset Terms A

License/Data Use Agreement This dataset will be published under the terms specified below. Our Community Norms as well as good scientific practices

expect that proper credit is given via citation

Custom Dataset Terms >

Terms of Use *
Custom Dataset Terms

Figure 12 — Custom Dataset Terms

5.2. Conditions for restricted access files
Once you have selected the licence, there are various fields where you can specify

the access conditions for files with access restrictions (see step 6).

5.3. The guestbook
It is possible to apply a guestbook to a dataset if the deposit space offers this
feature. A guestbook serves to collect information from users who display, browse or

download a file from a dataset.
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To enable a guestbook:
e click on “Edit Dataset”
e click on “Terms”
e Scroll down to the “guestbook” tab

e Then check the box next to the desired guestbook.

Guestbook

Guesthook Select a guestbook to have a user provide additional information when downloading a file. To learn more about guestbooks, visit

the Dataset Guestbook section of the User Guide.

Clear Selection

e test guestbook Preview Guestbook

Figure 13 - Apply a guestbook to a dataset

A deposit space may not have a guestbook.

Note: Only the collection administrator can create a guestbook and view the data

collected in it.

6. Managing the rights associated to datasets and files

As long as the dataset remains unpublished, only the authorised persons can
access it namely by default the depositor, the administrator and curator(s) of the
parent collection. Additional authorisations can be granted at the dataset level to

assign roles to users or groups.

6.1. Managing the rights associated to datasets
Click on “Edit Dataset” in the top right-hand corner, select “Permissions” from the

menu that appears, then click on “Dataset”.

Next, click on the “Assign roles to users/groups” button:
Users/Groups All the users and groups that have access to your dataverse

4 Assign Roles to Users/Groups

3 UsersiGroups

User/Group Name (Affiliation) & ID & Role & Action

Figure 14 - “Assign roles to users/groups” button
10| 12



Enter the name of the user (for Data Gouv Research account holders only) or the

group and specify their role.

Assign Role *
Grant permissions to users and groups by assigning them a role
Users/Groups * Enter User/Group Name
Role * Admin These are the permissions associated with the selected role
Contributor
Curator
File Downloader
Limited Curator
Member
Save Changes Cancel

Figure 15 - Assign roles to users/groups

When you click on a role, a description showing the permissions associated with the

selected role appears on the right-hand side of the screen.

Permissions associated to

the role

o
S
@
1S
=
S
S)
()]

8 Administrator

&l Curator

sl [ imited
Curator
Contributor

Download File

+

+

View Unpublished Dataset

+
LECC I
"
ions [&s

+
+
+

Publish Dataset + +
Manage Dataset Permissions + +

6.2. Managing the rights associated to files

For each file you can edit and restrict access:
e Option 1: Click on the “Edit Files” button and select “Restrict”.
e Option 2: You can also click on the three vertical dots icon to the right of each

file. A menu will open: click on “Restrict”.

In the case of restricted file(s), you can authorize access on request. Just check

“Enable access request”.
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Requests will be sent by email to the curator or to you directly if you are the curator

of the dataset.

Restrict Access ®

Restricting limits access to published files. People who want to use the restricted files can request access
by default. If you disable request access, you must add information about access to the Terms of \o\
Access field.

Learn about restricting files and dataset access in the User Guide.

Request Access v Enable access request

Terms of Access for
Restricted Files

Save Changes Cancel

Figure 16 - “Enable access request”.

Summary

k 40 k Rights
i + associated

. Terms to datasets
of use and files

k Metadata+ Access Definition

| i + user of roles
‘ Files . icence +
o Enrichment guestbook

of the first
Selectiing metadata

P’ files to
Deposit B e 2o
sSpace metadata

to fill in

Metadata

Choice of
collection
(INRAE,
Generic...)

Webography

Recherche Data Gouv repository guides. Depositing a dataset. Updated at:

a
Publication

Your dataset
is now
accessible to
everyone

2025/08/13. https://recherche.data.gouv.fr/en/category/9/quide/depositing-a-dataset
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