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Research Data Management: ReDBox Workflows 
 

 
Create archival Data Record Instructions 

 
 
Introduction 
 
Use this form to create a new Dataset record, or to update an existing record.  

A Dataset record informs the university that research data has been produced and should be 
properly managed. A dataset record is a record describing the data. The actual data should be 
stored on university-managed storage or in an approved external system. 
 
Note: Mandatory fields (marked with *) must be completed before the form can be 
saved.  
 
Choose ‘Save’, then click on ‘Next’ to continue. 
Choose ‘Save and Close’ if you wish to save the changes and complete the plan at a later date. 
 

 
 
Project Information 
What research project is the data associated with? 
 
Was there a Research Data Management Plan (RDMP)? If so, search by title to locate the RDMP. 
If there is no associated RDMP, leave this field blank. 
 
Data Management Plan related to this record 
 
In this field you can search by name. Enter a partial title to review a list of possible matches. 
Relevant information from the RDMP will populate this record. 
 
Project name 
 
May be pre-populated from RDMP. The title of the research project for which this data was 
collected. 
 
Funding source 
 
May be pre-populated from RDMP. Enter the funding agency name. N.B. entering part of the 
name will produce a list of possible matches. Either select one, or keep typing to override, if 
applicable. To add another funder, use the green ‘plus’ (+) button. 
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Grant number(s) 
 
May be pre-populated from RDMP. Enter the grant number or a partial grant title to produce a 
list of possible matches. Either select one, or keep typing to override, if applicable. To add 
another grant, use the green ‘plus’ (+) button. 
  
FoR codes 
 
May be pre-populated from RDMP. Select the Field of Research Code associated with your 
research project. 
  
SEO codes 
 
May be pre-populated from RDMP. Select the Socio-Economic Objective associated with your 
research project. 
 
Choose ‘Save’, then click on ‘Next’ to continue. 
Choose ‘Save and Close’ if you wish to save the changes and complete the plan at a later date. 
  

 
 
Dataset Information 

About the data  
 
Data record title (*) 
 
The title for the research dataset. It is recommended the title should be unique to the data, i.e., 
do not use a publication or project title as the data title. You can use something like "Data from 
the project titled xxx". 
  
Description (*) 
 
This description should pertain to the data itself, not the project. While some contextual 
information about the project is useful, the focus is on the type of data collected and the 
parameters, coverage, technical information, or additional context which would inform 
understanding of the dataset. 
  
Data type (*) 
 
Describe the type of data that makes up the data entity. 
 
Select from one of the following drop-down options in the list: 
 

• “Catalogue or Index”: Select “Catalogue” when it is a compilation of records that refer 
to repositories. Select an “Index” when it is similar to a registry, but its records refer to 
repositories instead of data. 

• “Collection”: Select “Collection” when it contains multiple separate and independently 
produced works. For example, if it combines the output from several different research 
activities. Use “collection” if it can be considered as a set of several different data entities 
but use “dataset” if it cannot be separated into multiple data entities. 

• “Dataset”: Select “Dataset” when it is mostly produced by a single research activity. 

http://www.arc.gov.au/applicants/codes.htm#FOR
http://www.arc.gov.au/applicants/codes.htm#SEO


   
 

29/06/2022 Ver 1   
 

• “Registry”: Select “Registry” when it is more a compilation of records that refer to other 
data. For example, an index or catalogue. A registry has limited value without access to 
the other data (which is external to it). 

• “Repository”: Select “Repository” when it is a storage location that contains multiple 
works. These are usually associated with an institution or subject discipline. Use 
“Repository” when its focus is on the storage and preservation of the data but use 
“Collection” when the focus is on the contents of the data. A “Collection” is more 
commonly used for research data. 

 
Keywords (*) 
 
Enter keywords or short phrases that characterise the research data. Best practice is to 
browse the ARDC’s Research Vocabularies Australia (RVA) portal for the terminology 
(keywords) used to label research concepts. 
  
Data record size 
  
Enter details, e.g., 3 files: 34 MB. 
 
Choose ‘Save’, then click on ‘Next’ to continue. 
Choose ‘Save and Close’ if you wish to save the changes and complete the plan at a later date. 
  

 
 
Key People 
Who was involved? 
 
May be pre-populated from RDMP (Note: The help text in this section reflects whatever is in 
the corresponding RDMP section – therefore it refers to the ‘plan’). 
  
Principal Investigator (*) 

Enter the name of the person with primary responsibility for the research project. Type part of 
the name and choose the appropriate person from the dropdown list of pre-existing entries. 

If you are: 

• a HDR student (including M.Res), you are the Principal Investigator on your thesis 
project. 

• an Honours, Undergraduate or Postgraduate coursework student, nominate your 
Supervisor as the Principal Investigator. 

• entering this record on behalf of a research team, nominate the Principal Investigator as 
per grant or other relevant information. 

Note: 

1. If the name is not on the dropdown list, please use WesternNow as per the 
assistance instructions in the Introduction section of the RDMP. 

2. In the meantime, to save the plan use the AAAA option in the dropdown and edit it 
once the name is available to look up. 

 

https://ardc.edu.au/services/research-vocabularies-australia/
https://vocabs.ardc.edu.au/
https://research-data.westernsydney.edu.au/default/rdmp/record/rdmp/edit
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Data Manager (*) 
 
Enter the name of the person with primary responsibility for managing the research data 
produced by the project. If this role is not formally assigned, enter the Principal Investigator. 
Type part of the name and choose the appropriate person from the dropdown list of pre-
existing entries. 
 
Note: If the name is not on the dropdown list, please use WesternNow as per the 
assistance instructions in the Introduction section of the RDMP. 

 
Collaborators (WSU) 
 
Enter the name/s of additional people from this University who are associated with the 
research data. Type part of the name and choose from the dropdown list of pre-existing entries. 

Note: If the name is not on the dropdown list, please use WesternNow as per the 
assistance instructions in the Introduction section of the RDMP. Use the green ‘plus’ (+) 
button to add further collaborators. 
 
Collaborators may be responsible for one or more of the main elements of research. In general, 
do not include those who make only an occasional or relatively minor contribution to the 
research or those not employed as researchers (e.g., technicians and research assistants). 

 
Principal Supervisor (students only) 
 
Enter the name of the Principal Supervisor if the data is associated with a student's research. Type 
part of the name and choose from the dropdown list of pre-existing entries. 

Note: If the name is not on the dropdown list, please use WesternNow as per the assistance 
instructions in the Introduction section of the RDMP. 
 
Choose ‘Save’, then click on ‘Next’ to continue. 
Choose ‘Save and Close’ if you wish to save the changes and complete the plan at a later date. 
 
 
 
  

https://research-data.westernsydney.edu.au/default/rdmp/record/rdmp/edit
https://research-data.westernsydney.edu.au/default/rdmp/record/rdmp/edit
https://research-data.westernsydney.edu.au/default/rdmp/record/rdmp/edit
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Data Retention 
 
When should your data be reviewed for disposal? 
  
Applicable minimum retention period (*) 
 
(Note: The help text in this section reflects whatever is in the corresponding RDMP section). 
Record the minimum period that the data must be kept in line with institutional and/or funding 
body retention policies. Note: This section records the minimum required retention period, not the 
planned retention period - which is indefinite if data will be made open access. 
 
The nature of the research, legislative requirements, national guidelines and funding stipulations 
will determine the minimum length of time for which the data must be held. 
 
The University's current Research Data Management Policy states that in the absence of a more 
onerous obligation, the minimum length of time data will be held is five years from publication. 
 
Justification for extended retention period 
 
For data that will be retained beyond the minimum requirements, please select the most 
relevant justification from the list. 
 
Select the earliest possible disposal date of the data 
  
Select the earliest possible disposal date of the data from the calendar option. 
 
Choose ‘Save’, then click on ‘Next’ to continue. 
Choose ‘Save and Close’ if you wish to save the changes and complete the plan at a later date. 
 
 
 
  

https://policies.westernsydney.edu.au/document/view.current.php?id=311
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Data Access  
Where is the data stored? 
  
This section records the location of the data and will carry through to the Data Publication if 
selected for publication. The Notes field is also visible if associated with a published data file. 
 
Type: 
 

• “URL”, “Physical Location”, “File path”: Select from one of these drop-down options, 
then fill in the text boxes for “Data location”, “Software and equipment used”, and 
“Notes”. 
 

 
• “Attachment”: Select the ‘Attachment” option to prompt the upload of one or more file 

attachments in any format, then fill in the text box for “Software and equipment used”. 

Notes: 
o There is a maximum of 1GB total file size for the record. The files are stored 

within the database on the ReDBox virtual machine, which is managed by QCIF. 

o ReDBox is not intended to be a full data repository. The attachment feature can 
be used for small non-sensitive data files to be attached in the case if there is 
nowhere else appropriate however the institutionally managed storage is 
preferred. Data location can be recorded in the form of a URL to that location in 
the Archival Data Record. 

 

 
 
Note: Text box “Software and equipment used” is for recording the details of software and 
equipment used to produce, analyse, or access the data files. 
 
 
Choose ‘Save’, then click on ‘Next’ to continue. 
Choose ‘Save and Close’ if you wish to save the changes and complete the plan at a later date. 
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Submit Archival Record 
Submit this form 
 
Choose the ‘Save’ button or the ‘Save & Close’ button to save any changes made to this form. 
 
If this is a new form, a new record will be created, otherwise the existing record will be 
updated. 
 
Note: Mandatory fields (marked with *) must be completed before the form can be saved. Once 
saved, this Archival record may be progressed to publication using the Publish and Share 
menu, or by selecting ‘Create a data publication from this record’. 
 
Choose ‘Save’, then click on ‘Next’ to continue. 
Choose ‘Save and Close’ if you wish to save the changes and complete the plan at a later date. 
 
  

 
View & Update archival Data Record 

 
  
Update Data Record 
 
Select ‘View & Update Archival Data Record’ from the ‘Manage’ menu to display a list of saved 
Archival records for people listed as PI, Data Creator, or Data Manager. 
 

• Records may be sorted by Record Title, Chief Investigator, Data Manager, Created Date, 
or Last Modified Date (default). 

 
• The records under ‘My Records’ are Archival Data Records that have been created by 

researchers that may or may not have subsequently been submitted for publication. 
 
Editing an archival data record 
 

1. Click the pencil icon next to the ‘Record Title’ to edit the record content. Alternatively, 
click the title and then click ‘Edit this record’. 

 
2. Once updated, click ‘Save and Close’ to ensure changes are retained. A new PDF of the 

record will generate within a few minutes. Previous versions remain available via the 
drop-down list. 
 

Choose ‘Save’, then click on ‘Next’ to continue. 
Choose ‘Save and Close’ if you wish to save the changes and complete the plan at a later date. 
 

 

© Western Sydney University unless otherwise attributed. “Instructions on how to use the section on ‘Manage data’” created by Western 
Sydney University Library is licenced under a Creative Commons Attribution 4.0 International (CC BY) 

https://library.westernsydney.edu.au/main/
https://library.westernsydney.edu.au/main/
https://creativecommons.org/licenses/by/4.0/

