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Quickstart Guide for RADAR Curators 

 
 

Thank you for choosing RADAR! 

As a curator, you play a central role in research data management at your institution. You will 
support the entire process from the upload of data sets, description with metadata, internal quality 
control (or external quality control carried out by reviewers) to data archiving or publication. In this 
way, you make a significant contribution to the findability, accessibility, interoperability and 
reusability of the archived or published datasets. As curator you act as data provider with full rights 
within your RADAR workspace, to which you have been assigned to by the administrator. In addition, 
you manage your workspace, e.g. by predefining metadata standard values or by assigning 
subcurators. 

With this Quickstart Guide, we would like to help you to familiarize yourself with RADAR quickly and 
easily. You will also find FAQs, a glossary and video tutorials on our website under "Resources & 
Tools". 

This Quickstart Guide includes the following steps: 

 

Step 1: Define data providers in the workspace 

Step 2: Upload datasets 

Step 3: Describe datasets with metadata 

Step 4: Archive or publish datasets 

 
At the end of this document, you will find a glossary with a brief explanation of the most 
important terms and a tabular overview of the RADAR role and rights model. Please excuse 
that the screenshots are currently only available in German. 
 
 
If you have any further questions or would like more detailed advice, please contact us at 
info@radar-service.eu or Tel. 07247 808-841. 
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Step 1: Define data providers in the workspace 
 

RADAR is based on a clear division of roles and responsibilities. 
The institution's contract administrator can assign two different data provider roles to a 
workspace. Curators create, manage, archive or publish datasets or release them for review. 
Subcurators upload datasets to RADAR and describe them with metadata, but can not 
trigger any fee-based actions, they can therefore neither archive nor publish datasets. 
Subcurators can also be assigned by you as a curator. 
To assign users the role of a subcurator for a workspace, proceed as follows:  
Click on the "Manage Users" button to get an overview of the "Users & Roles workspace" 
(Figure 1, 1). 

 
Figure 1 

Important: In order to assign a role to a person, this person must first register with RADAR or 
authenticate via DFN-AAI (i.e. distributed authentication with Shibboleth). You can then 
enter and confirm the user name of the person or the e-mail address in the field "Add a Sub-
curator" (Figure 3, 3). Alternatively, you can also use the e-mail address of a person not yet 
registered with RADAR. Once the person has registered with RADAR using this e-mail 
address, he or she is automatically authorized as a data provider for this workspace.

 

Step 2: Upload datasets 
 

A dataset consists of a collection of files: the research data and the corresponding 
description in the form of metadata. 
To create a new dataset, click on "Add Dataset" in the workspace (Figure 2, 1). 
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You will be prompted to upload data. The data can be summarized in a ZIP or TAR file before 
uploading. This file can contain a single file, several files or an entire directory. You can 
either drag and drop the file to the marked area (Figure 2, 2) or select it from your file 
system using "Browse" (Figure 2, 3). An optional check for data integrity (MD5 hash value) 
can be requested during data upload. Alternatively, you can upload the data later by clicking 
on "Create Empty Dataset" (Figure 2, 4). 

 
Figure 2 

After uploading to a workspace, a dataset initially has the status "Pending" in the temporary 
storage of RADAR. In this phase, both the content and metadata of a dataset can still be 
changed, completed or deleted. 

 

Step 3: Describe datasets with metadata 
 

After the data has been uploaded, it can be described with metadata. 
The metadata record of a dataset in RADAR includes descriptive metadata, which are 
important to ensure findability, referencing and reusability (e.g. title, creator, topic or 
identifier of a data set). It also comprises technical metadata that is identified by the system 
(e.g. information on status, data volume, time stamps etc.) and is necessary for sustainable 
data storage. 
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Data providers can either enter the metadata manually via the form (Figure 3, 1) or upload a 
XML file. You can simply drag and drop the XML file onto the marked area (Figure 3,2) or 
select it from your directory via "Browse". RADAR provides an example file (Figure 3,3) that 
you can customize for your purposes in a text editor. 
By clicking on the "Validate Metadata" button (Figs. 3, 4), you can check the metadata for 
completeness before saving it. 

 
Figure 3 

The available metadata fields are briefly described below. 
Mandatory fields are marked with *. 
 
Persistent Identifier This field is automatically filled in by RADAR. 
Related Identifier You can use this field to link the dataset to other complementary material 

related to this, for example a journal article. This creates a connection 
between the dataset and the corresponding publication. 

Alternative Identifier If a dataset has additional identifiers (e.g.  institute-specific ones), you can 
specify them in this field. 

Creator / Author* In this field you can enter the person or institution that is the creator or author 
of the dataset. If the author is a person, you can enter or lookup the ORCID 
here. If you are the creator of the dataset yourself, you can import the 
information from your account by clicking on the button "Enter my name". The 
button appears when you click in one of the author fields. 

Contributors In addition to the author, you can also specify contributors  involved in the 
creation of the resource. You can select the function of the contributing 
person from a list. 

Title* The specification of a title is obligatory. You can also enter additional titles, a 
description, keywords, related information, and the language of the dataset. 

Publisher The publisher is the person or organization responsible for the publication or 
archiving of the dataset at RADAR. 

Year* The year of data creation can be specified either as a year or a time span. The 
specification "unknown" is also accepted. 
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Subject* You can select the subject area or subject areas that apply to the dataset from 
a list. Since the list of scientific research areas cannot cover the entire 
range of subjects, you can enter other appropriate subject areas in free text 
fields after selecting "Other". 

Resource Type* The resource type indicates the type of research data. Here you can either 
select a value from the list or enter a value in a free text field after selecting 
"Other". 

Geolocation You can provide information about the geolocation where the data was 
collected or to which it relates. 

Data Source You can use this field to specify the origin of the data contained in the 
resource, i.e. the data collection method. 

Software Used If software was used to collect, process or view the data, you can enter the 
name and version of the software and the alternative software here. 

Data Processing Optionally, you can specify in a free text field how the raw data was processed. 
Rights* A rights management statement (=data license) must be specified for each 

dataset. Licenses determine how the data may be reused. You can choose 
between several options from a list: Creative Commons licenses version 4.0 or 
"All rights reserved". Alternatively, you can specify another license after 
selecting "Other". However, RADAR recommends that you choose a Creative 
Commons license due to its wide distribution. 

Rights Holder* The rights holder of a dataset can be a person or an institution. If it is unclear 
who owns or manages the property rights of a dataset, RADAR recommends 
refering to your local research data services or legal department. 

Funding You can provide information on the funding that provided the financial means 
for the data collection. 
 

The complete documentation of the RADAR metadata schema with property values and 
controlled vocabulary is available here. 
To facilitate the description of the datasets, the administrator can define standard metadata 
values at contract level or you, as the curator, can define standard metadata values at 
workspace level. Click on "Edit Workspace" in the overview (Figure 4, 1) and then on "Edit 
Default Metadata" (Figure 4, 2). 



 
FIZ Karlsruhe Quickstart Guide for RADAR Curators  6 

 
Figure  4 

Once metadata default values have been defined, they are automatically applied to each 
newly uploaded dataset. Default values at the workspace level always take precedence over 
those at the contract level. 
If the metadata values for an individual dataset differ from the default values, these can still 
be edited individually by the data provider. 

 

Step 4: Archive or publish datasets 
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Datasets can be archived (Figure 5, 1) or published (Figure 5, 2) with RADAR by clicking on 
the corresponding button. Before publishing or archiving, the metadata is checked for 
completeness. After publication or archiving, the status of a dataset changes (from 
"Pending" to "Published" or "Archived") and changes are no longer possible. 
If the dataset is to be reviewed before publication, you can use the review function (Figure 
5, 3). This means that the dataset is set to status “In Review” and cannot be further 
processed until the review has been completed. RADAR creates a link to the dataset which 
you can pass on to the reviewer(s). The dataset can only be viewed via this link. 

 
Figure 5 

You can define an embargo period for published datasets. The dataset is then only accessible 
to others after this period has expired (Figure 6, 1). Meanwhile, the metadata record is 
already visible to the public and contains a reference to the embargo period. 

As curator, you can also define access rights for archived datasets. To do this, click on 
"Permitted users" in the overview of the dataset (Figure 7, 1). You can then enter the user 
name or e-mail address of the authorised user in a free text field (Figure 7, 2) and save the 
entry (Figure 7, 3). 

Figure 6 
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Figure 7 

 

Glossary 
 

Workspace  The workspace is the central entry point for researchers who want to archive or publish 
research data with RADAR. Workspaces are created and administrated by the internal 
administrator and are typically set up for a working group, an organisational unit or a 
project. It provides an overview of the existing datasets. Research data can be uploaded 
and described with metadata in the workspace. At least one curator is assigned to each 
workspace by the administrator. The curator manages the workspace and decides on 
the publication or archiving of datasets, defines specifications for the metadata and 
manages access rights to the workspace and archived datasets. Several workspaces can 
be set up by the administrator for each RADAR contract. 
 

Data Provider  Data providers are third parties authorized by the administrator (usually employees of 
the institution) to archive or publish research data with RADAR and to transfer data to 
RADAR for this purpose. RADAR distinguishes between data providers with full rights 
(curators) and data providers with limited rights (subcurators). 

Curator  A curator is a data provider with full rights. Curators can transfer research data to 
RADAR, add metadata and archive or publish datasets. They are assigned by the 
administrator and are responsible for the research data of the respective workspace. 
One or more curators can be assigned to a workspace. A curator can assign subcurators 
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and grant selected registered users access to archived datasets. 
 

Subcurator  The subcurator is a data provider with restricted rights. Subcurators can only upload 
data to RADAR and add metadata. They can read and access the datasets in the 
workspace they are assigned to. Unlike curators, they cannot archive or publish 
datasets. Subcurators are assigned to a specific workspace by the administrator or 
curators. One or more subcurators can be assigned to a workspace. 
 

Quota  Quota refer to the adjustable maximum size of storage space. RADAR distinguishes 
between three different quota: one for temporary storage, another for archived 
datasets and a third for published datasets. They are mainly used to control the costs 
for the institution that signed the contract with RADAR. Quota are defined by the 
administrator for each contract and workspace. Data providers can only upload, archive 
or publish data to the RADAR platform until the respective quota has been exceeded. 
The administrator can increase the defined quota at any time, which can lead to 
additional costs. 

 

RADAR role and rights model 
 
 Administrator Curator Subcurator 
Manage contract Yes No No 
Create Workspace Yes No No 
Manage Workspace Yes partially (1) No 
Define data providers in the workspace Yes partially (2) No 
Upload datasets Yes Yes Yes 
Describe datasets with metadata Yes Yes Yes 
Archive or publish datasets Yes Yes No 
(1): e.g. management of retention periods, email 
address, metadata standard values 

(2): Curators can assign subcurators 
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