
How to use ORA-Data 
 

A 
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A. Go to: http://www.ora.ox.ac.uk and select ‘Contribute’ 
B. Select ‘Data New’ and log-in using your Oxford Single Sign-On (SSO) 

 

For help & support please contact us at: 
ora@bodleian.ox.ac.uk  

http://www.ora.ox.ac.uk/
mailto:ora@bodleian.ox.ac.uk


C 

C.  From your ‘MyORA’ personal area, select ‘Add a dataset - Go’ 

Choose this option to: 
a) add and describe your 

data files or  
b) add a record about a 

dataset stored 
elsewhere 

For help & support please contact us at: 
ora@bodleian.ox.ac.uk  

mailto:ora@bodleian.ox.ac.uk


D. The data deposit form 
 
Step 1: Upload your files  
 
Skip this step if you just want to create 
a record about a dataset, and move on 
to step 2, ‘About your data’.  
 

You can upload up to 2GB at once;  to 
deposit files or folders over 2GB in size, 
please contact us for details of an 
alternative file transfer process: 
ora@bodleian.ox.ac.uk  

Press ‘Save’ at any stage to 
finish your deposit later. 

Agreeing to the deposit licence 
for data gives ORA-Data 
permission to hold and display 
your data. 

We accept any file type for deposit in ORA-Data, but 
you may wish to consider which formats will ensure 
the broadest possible accessibility for yourself and 
others, both now and in the future. 
 
For example, plain text files (such as .txt; .csv; .html; 
.xml) are both human and machine readable, and can 
be opened in any operating system by a wide range of 
applications, unlike some proprietary software 
formats. 

mailto:ora@bodleian.ox.ac.uk


D. The data deposit form 
 
Step 2: About your data 
 
Use this page to describe your data. 
Required fields are indicated by a red 
asterisk*. 
 
 To document your data please explain briefly 

how, why and when your data were created 
(e.g. you may wish to note whether a particular 
software package  was used to process the 
files). Please include sufficient information 
about your data to make it intelligible both to 
your future self and others.  

Add optional description to make 
your data more discoverable and 
understandable. 

‘Publisher’ and ‘Year published’ are 
already set as defaults for you, 
though you can change these if you 
wish. 



D. The data deposit form 
 
Step 3: About you 
 
Use this page to credit the 
people involved in creating 
the data. Required fields are 
indicated by a red asterisk*. 
 
 
 

For Oxford-based researchers the 
name, email address and  
departmental affiliation should 
auto-complete as you type. 

Please select a ‘role’ from the 
drop-down list for each 
individual, e.g. ‘Creator’ or 
‘Contributor’. 



D. The data deposit form 
 
Step 4: Related publications 
 
You can use this page if you 
want to link your data to any 
related publications or other 
works – or skip on to step 5. 
 
 

If your related item has a 
DOI or URL it is useful to 
know, so we can link to 
it directly. 

Please use the drop-down list to 
describe the relationship between your 
data and the related item, e.g. ‘This 
dataset is referenced by this related 
item’. 



D. The data deposit form 
 
Step 5: Data archiving and access  
 

Set an embargo here for 
your data files and/or the 
catalogue record about 
your data.  

Choose an embargo 
period or end date, 
and select your 
reason for embargo. 

Please nominate a data steward to 
help take responsibility with ORA-
Data for the ongoing curation of 
your data. This should ideally be 
someone outside your project, in a 
role such as ‘Head of Department’. 

Please select a payment option (N.B. the ORA-Data 
Pilot is running free of charge, so choose ‘payment 
is not required’) 

You can 
(optionally) 
identify the file 
as a data file, 
supporting 
documentation 
or data 
management 
plan, etc. 



D. The data deposit form 
 
Step 6: Funders and licences 
 

When you are happy with your 
description of your data and have 
uploaded all the files you need, press 
‘Submit’. Your submission is now 
complete. 

If your research was funded, please select ‘yes’ 
and let us know your funder’s name, your grant 
number and whether a project or an individual 
was funded. 

If you have deposited data, you will 
receive an instant DOI (Digital Object 
Identifier). N.B. You may cite this in any 
papers you may be submitting, but it 
will not become a ‘live’ link until the 
ORA-Data team have published your 
deposit in ORA. 

For help choosing a license, please see: 
Ball, A. (2012). ‘How to License Research 
Data’. DCC How-to Guides. Edinburgh: 
Digital Curation Centre. Available online: 
http://www.dcc.ac.uk/resources/how-
guides 

http://www.dcc.ac.uk/resources/how-guides
http://www.dcc.ac.uk/resources/how-guides
http://www.dcc.ac.uk/resources/how-guides



