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DMP	  ONLINE	  USER	  GUIDE	  
This	  document	  explains	  the	  necessary	  steps	  you	  need	  take	  to	  publish	  dmps,	  
create	  templates	  and	  DM	  Plans	  based	  on	  those	  templates	  
SECTIONS	  
•  REGISTER	  (YOURSELF)	  IN	  DMPONLINE	  

•  THIS	  SECTION	  EXPLAINS	  HOW	  TO	  REGISTER	  WITH	  YOUR	  EMAIL	  ADDRESS	  	  
IN	  DMPONLINE	  

•  REGISTER	  YOUR	  INSTITUTION	  IN	  DMPONLINE	  

•  THIS	  SECTION	  EXPLAINS	  HOW	  TO	  REGISTER	  YOUR	  INSTITUTION	  IN	  
DMPONLINE.	  ONLY	  NEEDED	  IF	  YOU	  MAKE	  YOUR	  OWN	  TEMPLATES	  

•  CREATE	  DMP	  PLANS	  

•  THIS	  SECTION	  DESCRIBES	  HOW	  TO	  MAKE	  DMP	  PLANS	  USING	  THE	  
TEMPLATES	  YOU	  HAVE	  CREATED	  	  

•  CREATE	  DMP	  TEMPLATES	  

•  THIS	  SECTION	  DESCRIBES	  HOW	  TO	  MAKE	  DMP	  TEMPLATES	  
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INFORMATION	  
DMPONLINE	  IS	  A	  SERVICE	  OF	  THE	  DATA	  CURATION	  CENTER	  OF	  THE	  UK.	  
PLEASE	  VISIT	  WWW.DCC.AC.UK	  FOR	  MORE	  INFO	  ABOUT	  THE	  DCC	  

	  

FOR	  TECHNICAL	  SUPPPORT	  ON	  DMPONLINE	  SOFTWARE	  CONTACT	  
DMPONLINE@DCC.AC.UK	  

	  

FOR	  INQUIRES	  REGARDING	  DMP	  CONTENT	  (THE	  QUESTIONS	  IN	  THE	  DMP,	  
LEGAL	  ISSUES,	  ETC)	  CONTACT	  	  PAOLO.BUDRONI@UNIVIE.AC.AT	  

	  

KNOWN	  ISSUES	  (As	  of	  October	  9,	  2015)	  

-‐EXPORT	  TO	  DOCX	  DOES	  NOT	  WORK	  

-‐IT	  IS	  NOT	  POSSIBLE	  TO	  BEAUTIFY	  THE	  PDF	  EXPORT	  

	  



REGISTER	  
(YOURSELF)	  IN	  
DMP	  ONLINE	  
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REGISTER	  IN	  DMP	  ONLINE	  
	  

1-Email 
2-Institution 

3-Password 

4-Accept 

5-Click 
You will receive an email to 
Confirm your registration 



REGISTER	  YOUR	  
INSTITUTION	  IN	  
DMP	  ONLINE	  
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REGISTER	  YOUR	  INSTITUTION	  
WITH	  DMPONLINE	  
This	  step	  is	  required	  to	  have	  your	  ins[tu[on	  listed	  in	  the	  
list	  of	  ins[tu[ons	  of	  dmp	  online.	  This	  is	  only	  needed	  if	  you	  

are	  making	  your	  own	  templates	  
Steps	  

1-‐Register	  	  

•  You	  will	  need	  to	  first	  register	  yourself	  and	  others	  that	  will	  be	  admins	  in	  
DMPOnline	  	  

2-‐Send	  a	  message	  	  

•  Write	  an	  email	  to	  DMPonline	  requesSng	  
•  	  admin	  roles	  for	  those	  needed	  
•  To	  	  ADD	  your	  ins[tu[on	  to	  the	  list	  of	  insStuSons	  for	  the	  selecSon	  

•  Email:	  dmponline@dcc.ac.uk	  
	  



CREATE	  DMP	  
PLANS	  
USE	  TEMPLATES	  

ANSWER	  QUESTIONS	  
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CREATE	  A	  PLAN	  -‐	  STEPS	  

1- Register in 
DMP Online 

2- Login 
into DMP 

Online 

3- Create  
new DMP 
•  Select 

template 
•  Answer 

questions 

4- Save-
Export 
your 
DMP 
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LOGIN	  INTO	  DMP	  ONLINE	  

1-Email 

2-password 

3-click 
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CREATE	  A	  PLAN	  

click 
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YOUR	  PLAN	  IS	  MADE	  OF	  
ELEMENTS	  

Your 
plan 

funder 

template 

institution 
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CREATE	  A	  PLAN	  
	  SELECT	  FUNDER	  	  
	  (IF	  APPLICABLE)	  

click 
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CREATE	  A	  PLAN	  
	  SELECT	  INSTITUTION	  

click 
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CREATE	  A	  PLAN	  
	  SELECT	  A	  DMP	  TEMPLATE	  	  

	  	  	  	  	  	   	  (YOUR	  INSTITUTION	  MIGHT	  HAVE	  	  MORE	  THAN	  ONE)	  

S
elect  v2 
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CREATE	  A	  PLAN	  -‐	  FINISH	  

click 

Not needed 
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CREATE	  A	  PLAN	  
	  CONFIRM	  

click 
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YOUR	  PLAN	  

Detail 
Information 

Answer 
questions 
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YOUR	  PLAN	  –	  DETAIL	  
INFORMATION	  

Fill out information  
Regarding your Plan 

C
lick to 
save 
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YOUR	  PLAN	  	  
	  ANSWER	  QUESTIONS	  

Click TAB to answer 
questions 
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YOUR	  PLAN	  
	  ANSWER	  QUESTIONS	  

Save Answer!! 

Add comments to 
individual questions 

Answer question 

Do not forget to SAVE your answers 
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YOUR	  PLAN	  –	  GUIDANCE	  TO	  
ANSWER	  QUESTIONS	  

Guidance 
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YOUR	  PLAN	  –	  EXPORT	  TO	  PDF	  
Export to pdf anytime 



CREATE	  DMP	  
TEMPLATES	  
FROM	  WORD	  TO	  DMP	  ONLINE	  
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CREATE	  DMP	  TEMPLATES	  -‐	  
STEPS	  

Create 
new 

template: 
enter 

name and 
description 
of template 

Create 
phase: 
enter 

name and 
description 

Add 
section: 

enter 
name, 

description 

Add 
questions 
to section 

Publish 
phase 

Publish 
template 
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TEMPLATE	  STRUCTURE	  

template 
phase 
section 

Question 

Question 

Question 
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CREATE	  NEW	  TEMPLATE	  
click 
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NAME	  OR	  TITLE	  –	  DESCRIPTION	  	  
ALWAYS	  SAVE	  
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ADD	  NEW	  PHASE	  
TITLE-‐DESCRIPTION	  

Click here to add new phase 
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ADD	  SECTION	  
	  

Click here to open 
details of section 
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ADD	  SECTION	  DETAILS	  
DESCRIPTION-‐>SAVE-‐>ADD	  QUESTIONS	  

Add 
decription 

Then Add 
question 

SAVE 
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ADD	  QUESTION,	  HELP,	  
GUIDEANCE,	  EXAMPLES,	  ETC	  

SAVE 
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PUBLISH	  
FIRST	  THE	  PHASE	  
THEN	  THE	  TEMPLATE	  

Click to publish phase. Then SAVE 

To get here: go to home, select a template, edit template details, edit phase details 
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PUBLISH	  
THE	  TEMPLATE	  

Click to publish template. Then SAVE 

To get here: go to home, select a template, edit template details 
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