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Research Data Management: ReDBox Workflows 
 

 
Publish and Share Instructions 

 
 
Create data publication 
 
Researchers can progress an Archival Data record to publication using this menu or by 
choosing ‘Create a data publication’ from the existing Archival record display. Either way, 
there must be an existing Archival record to successfully create a Data Publication 
record.  
 
The Data Publication record will be pre-populated with some of the relevant information from 
the Archival record (the data publication title does not flow to the Citation title field, but these 
should be the same).  
 
Notes: 
 

• The availability of data file attachments/file location information in the Data 
Publication record is dependent on the presence of this information included in the 
Archival record. It is not possible to enter this information in the Data Publication: 
‘Select data’ stage of the workflow.  

 
• The Data Publication record is created by researchers but may only be progressed to 

final published status by Admin staff. Go to the section titled ‘Publish and Share’ for 
instructions on creating a data publication.  
 

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.  
 
 
  

 
 
Start  
Choose a data record and update basic details  
 
Data record related to this publication (*) 
 
Search by name (record title). This field will display the Archival record the researcher 
selected previously. Click ‘Reset’ to make a different selection. 
 
Check all fields to ensure information is accurate, complete, and correctly displayed. 
 

About HIEV ID 
 
If the data record originated in HIEV (Hawkesbury Institute for the Environment’s data 
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management system) then the HIEV ID field will display and be pre-populated with the 
ID created by HIEV, which is in the format of a handle.  
 
Note: If you need help with this, please use WesternNow as per the assistance 
instructions in the Introduction section of the RDMP. 
 

 
Data publication 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. 
 
At the very least, use "Data from the project titled xxx". This will be pre-populated from the 
Archival Data Record but may be edited as required. 
 
Description (*) 
 
This will be pre-populated from the Archival Data Record but may be edited as required. The 
description should provide relevant and contextual information for users of the data and 
should not rely on information from a separate publication. 
 
If additional space is needed, create a ReadMe document which can be attached to the Archival 
data record and made available via the published record. 
 
Data type (*) 
 
Choose an option from the dropdown menu. This is usually “dataset”. 
 

• Describe the type of data that makes up the data entity. 
• Use “dataset” when it is mostly produced by a single research activity. 
• Use “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. 

• Use “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). 

• Use “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. 

• Use “catalogue” when it is a compilation of records that refer to repositories. It is 
catalogue or index. Similar to a registry, but its records refer to repositories instead of to 
data. 

 
Keywords (*) 
 
Add keywords or short key phrases, separated into individual fields. Use the green ‘plus’ (+) 
button to add further fields. Best practice is to browse the ARDC’s Research Vocabularies 
Australia (RVA) portal for the terminology (keywords) used to label research concepts. 
 

https://research-data.westernsydney.edu.au/default/rdmp/record/rdmp/edit
https://ardc.edu.au/services/research-vocabularies-australia/
https://vocabs.ardc.edu.au/
https://vocabs.ardc.edu.au/
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Funding source 
 
May already be populated. If required. 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. 
 
Grant number(s) 
 
May already be populated. If required, 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 
 
Choose from the available options. 
 
This section may already be populated. Select the Field of Research Code associated with the 
research project. Choose 2-, 4-, or 6-digit codes as appropriate. 
 
SEO codes 
 
Choose from the available options. 
 
This section may already be populated. Select the Socio-Economic Objective associated with 
the research project. Choose 2-, 4-, or 6-digit codes as appropriate. 
 
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.  
 
 

 
 
Specify coverage  
Specify spatial or temporal setting of the data 
 
Temporal (time) coverage 
 
Note that temporal coverage refers to the period during which the data was collected. 
 
Start date ; End date 
 
Start and End Date fields are used to indicate a date range during which the data was collected. 
Click in the fields to use the calendar widget to select the dates. These fields require Day, 
Month and Year. If all three are not relevant or available, use the Time period field instead. 
 
Time period 
 
Enter a text description of the time period relevant to the data if it cannot be described using 

http://www.arc.gov.au/applicants/codes.htm#FOR
http://www.arc.gov.au/applicants/codes.htm#SEO
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the date range fields above. Examples include ‘COVID-19 Pandemic’ or ‘February 2020 – 
December 2021’. 
 
Spatial (location,mapping) coverage 
 
Spatial location coverage may describe a geographical area where data was collected, a place 
which is the subject of a collection, or a location which is the focus of an activity, e.g., 
coordinates or placename. 
 
If the data are not specific to a geographic area, then leave this section blank. 
 
Locations 
 
Entering part of the location name will produce a list of possible matches to choose from. 
 
Geospatial location 
 
Drag and zoom in to the relevant place on the map. Use the map tools to draw a shape on the 
map around the relevant area. It is possible to produce specific areas using the edit tools. 
Alternatively, use the KML or GeoJSON function below to create polygons or lines on the map. 
Paste in your GeoJSON or KML into the text area and click ‘Import’.  
  

  
  
Enter KML or GeoJSON  
 
See above. Choose ‘Import’ to import 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.  
 

 
 
Select data  
Select which data should be included 
 
Publish metadata only (no data)? 
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Ticking ‘Publish metadata only (no data)?’ will prevent all data location information/file 
attachments from being available in the Data Publication record. Even if there is information, 
ticking the box will remove the section from view, to prevent accidental selection of 
information for publication. 
 
If data is to be made available, the ‘Refresh data from related data record’ button will ensure 
the latest information from the related Archival data record is displayed. For example, if new 
information is added to the Archival record, it will be necessary to refresh before it is visible in 
the Data Publication record. 
 
Tick the boxes to select the data that should be made available in the published record. The 
‘Edit’ function only allows notes to be added. All other information comes from the Archival 
record. 
 
The data manager is recorded as: 
 
May already be populated. If not, enter the name of the person who will be primarily 
responsible for the data. 
 
Access conditions 
 
Choose Open, Restricted, or Conditional, as appropriate. 
 
 
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.  
 

 
 
Supplements  
Specify related entities that contextualise the data 
 
This section provides details about separate resources which are related to the dataset. It is 
most likely that only ‘Related Publications’ and ‘Related website’ will be relevant. To add 
another resource, use the green ‘plus’ (+) button. 
 

• Related publications  
Name: enter the resource title (i.e., the name of the article or book chapter)  
URI: enter an identifier or URL e.g., the ISBN of a print book or the DOI in resolvable 
format for an online resource.  
Notes: Enter other relevant details such as ‘Submitted manuscript’ or ‘Journal of Public 
Affairs’.  
 

• Related website  
Name: enter the website title (i.e., the site heading or the name of the organisation or 
publisher) 
URI: enter the website URL  
Notes: Enter other relevant details such as the name of the organisation or publisher if 
not included already. 

 
• Related metadata (including standards, codebooks, vocabularies, thesauri, 

ontologies) 
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Enter details for related metadata that is relevant to your dataset(s). Related metadata 
may be used to code or describe your data (e.g., ASCO – Australian Standard 
Classification of Occupations; Darwin Core standard for biodiversity informatics). 
 
If you have created a separate codebook or data dictionary for your dataset(s) please 
ensure they are included when you 'Select Data' (previous tab) as they are critical for 
interpreting, validating and re-using your data. 
 
If necessary, revisit your Data Record to add file(s) and then 'Refresh data from related 
Data Record' using the button provided. 

 
• Related data 

Provide a title and link for related data (e.g., you may have used another dataset as 
input or refined an earlier dataset, or your dataset may be part of a larger collection). 
Use the notes section to describe the relationship to your data (e.g., 'Bioclimate layers 
are derived from the climate layers at this URL'). Add a new line for each entry (click 
green ‘plus’ (+) icon on right hand side of screen). 

 
• Related services 

Use this field to record the details of research infrastructure or services that have been 
used in the collection or analysis of the research data (e.g., Rainout Shelters, Mass 
Spectrometry Facility). Add a new line for each entry (click green ‘plus’ (+) icon on 
right hand side of screen). 

 
 
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.  
 

 
 
Licence  
Select or add a licence for the data 
 
Choose from the available options. 
 
If you intend to make the data openly accessible select one of the licence options from the 
drop-down below. Further information about the licence options can be viewed at 
http://creativecommons.org.au/learn-more/licences. 
 
If you are using a licence that is not included in the drop-down list please provide the name of 
the licence in the Other license field and a URL if a website describing license terms is 
available. 
 
Statement of rights in data (*) 
 
This field is pre-populated with ‘Copyright Western Sydney University’ and cannot be changed. 
 
 
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.  
 

 
 
Citation  

http://creativecommons.org.au/learn-more/licences
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Specify how the data should be cited 
 
This section collects the citation elements needed to produce a complete citation for the data 
from the various fields within the rest of the form. Unfortunately, it does not bring in the 
information from ‘Data publication title’ on the Start tab. 
 
The ‘Request a DOI checkbox’ must be ticked to have the system communicate with DataCite 
Fabrica and mint a DOI. 
 
Note: When record is first published, there is a known issue with citation not displaying 
properly. To fix this, open record as though to edit, and save again. This will fix the display 
issue.  
 
Title(*) 
 
The title for the research dataset. This title should match the title specified in the Data publication 
title field at the Start of this record. 
 
Creators 
 
If data creators have not been pre-populated from the Archival Data Record, add the relevant 
people here. 
 

• Title 
• Family 
• Given 
• Email 
• ORCID 

 
Publisher (*) 
 
Western Sydney University is the publisher of this dataset record. 
 
Publication date 
 
Enter the date that the data record is due to be published. This may be adjusted if unforeseen 
delays are encountered. 
 
Citation 
 
This information is pre-populated. 
 
 
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.  
 

 
 
Submit  
Submit data for publication 
 
This is the final screen in terms of information to be entered for submission of the data record 
for review by the Library.  
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The ‘Embargo this record by date’ checkbox can be ticked to create an embargo period for the 
data record. 
 
Embargo until 
 
Click on the calendar icon to select the date that the embargo will end. 
 
Embargo note 
 
Add further relevant information in the text box. 
 
Please add any further information/queries below - these will be followed up by the 
reviewer 
 
This is a free text field which will not be visible on the published record. It can facilitate 
exchange of information from researcher to the Library about the requirements for the data 
publication. 
 
Clicking ‘Save’ will simply save the record and stay in the same section. ‘Save & Close’ will save 
the form but not progress it to review by the Library. ‘Submit for Publication’ will progress 
towards review and publication by the Library. ‘Close’ will close the form but not save any 
changes. 
 

  
Once submitted for publication, the record will appear under ‘My Queued For Review Records’ 
and Library staff with Admin permissions may progress to publication.  
  
  

 
 
View & Update Data Publication 

 
 
This menu provides sections for ‘My Draft Records’, ‘My Queued For Review Records’, ‘My 
Embargoed Records, ‘My Published Records’ and ‘My Retired Records’. Researchers may see 
all of these options or only the draft and published sections. 
 
The records under ‘My Draft Records’ are data publication records that have been created by 
researchers but not submitted for publication.  
 
To progress a record from ‘My Draft Records’ to ‘My Queued For Review Records’, the 
researcher should work through the record as per advice in the ‘Create Data Publication’ 
section. 
 
Instructions for final publication of a Data Publication record  
 
Clicking ‘Submit for Publication’ from the ‘Queued For Review’ stage will publish the record 
and progress it to ‘My Published Records’. If the DOI box has been checked, by either the 

bookmark://_Create_Data_Publication/
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researcher or the Admin Library staff, the system will Mint and return a DOI in the ‘Citation 
URL’ field of the published record. 
 
Note: When record is first published, there is a known issue with citation not displaying 
properly. To fix this, open record as though to edit, and save again. This will fix the display 
issue. 
 
If the DOI has not been requested, the persistent URL will be displayed in the Citation URL 
field. This may be appropriate for some restricted datasets but in most cases, a DOI should be 
minted regardless of dataset availability. This aligns with the FAIR Data Principles and 
provides an easily managed and documented link to the static data record landing page.  
 
Instructions for deletion of a draft data record (do not delete published records)  
 
To delete draft records, the Admin (or researcher) must first progress the record to ‘Queued 
for Review’ stage. Choose to edit the publication, then go straight to the Submit tab. Choose 
‘Submit for Publication’. There may be mandatory fields to complete before it is possible to 
submit. As the record will be deleted anyway, just put dummy text in. 
 

  
Once submitted for publication, the record will appear under ‘My Queued For Review Records’.  
 
Once again, choose to edit the publication, then this time go straight to the Reviewer tab. 
 

 
 
Alternatively, selecting ‘Withdraw’ will put the record back to draft. Do NOT select ‘Submit 
for Publication’ — this will publish the record.  
 

  
Click Yes, please DELETE, and the confirm ‘Leave’ to finalise the deletion.  
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Instructions for editing published records 
 
It is possible to edit a data publication (i.e., publicly available record) from the list under ‘My 
Published Records’. Researchers may edit and then submit the record with changes. This will 
appear in the section titled ‘My Queued For Review Records’. 
 
The Admin Reviewer can then review and ‘Submit for Publication if appropriate. Ideally there 
has already been a conversation with the researcher or there is a clear explanation provided 
for the change in the text box provided for this purpose. 
 
Note: Ensure the DOI checkbox is not ticked for any record updates.  
 
 

  
 

© 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) 
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