
1. Repository User Service

1.1 Main Screen

• The repository main screen consists of navigation for all menus, a

quick menu, integrated search, popular materials, and recently

registered materials.

• The content and features displayed are di�erentiated according to the

type (internal/external) and permissions of the logged-in user.

• The top/bottom/logo of the user page can be changed via

administrator functions to match the institution, and more detailed

design changes can be made using the advanced appearance

functions provided by the administrator menu.

2. Login

2.1 Login



• The repository login screen supports three types of login. The three

login types are as follows.

Repository Login Log in using your account registered with the

repository.

ORCID Login Log in with your account registered with

ORCID.

KAFE SAML

Login

Log in with your account registered with KAFE

SAML.

2.2 Sign Up



• This is the sign-up process for repository login.

• You can sign up after agreeing to the repository terms of service. The

items to be entered during sign-up are as follows.

Email O Used as your login account. Enter

your email address.

After completing sign-up, a

veri�cation email will be sent to the

registered email address.

The sign-up process is completed

after you verify your email.

Name O Enter your name.

Password O Enter the password to use for login.

Contact

Number

X Enter your contact number.

Organization X Enter your a�liated organization.

Department X Enter your department/position

information.



2.3 Reset Password

• To reset your password, a reset URL will be sent to the registered

email address.

• Use the link included in the received email to access the reset

password screen and set a new password. The new password will be

applied upon completion.

2.4 User Information

• After logging in to the repository, hovering your mouse over the

manual area in the top menu will display the logged-in user’s

information.

• The details of the user information functions are as follows.

In Submission Displays the number of research data and

DMPs currently being submitted. Clicking will

take you to the relevant screen.

Awaiting

Approval

Displays the number of research data and

DMPs awaiting approval. Clicking will take you

to the relevant screen.

Awaiting Review Displays the number of research data and

DMPs awaiting review. Clicking will take you to

the relevant screen.



3. Research Data

Provides search and browse services for completed research data

submissions, as well as new research data submission services.

3.1 Search

• O�ers search services for completed research data submissions.

• The search screen is divided into a top search box, a left search results

area, and a right facet area.

• Search results can be sorted by title or approval date. The facet area

allows you to quickly check the status of each search result item or

narrow down the results by selecting facets.

3.1.1 Detailed Search



• Provides similar services as the main search screen, with additional

advanced search options.

• You can specify collections to search or set multiple search �elds,

combining them with And/Or conditions to obtain more detailed

search results.

3.1.2 Detailed Information

• This is the research data detail screen where you can view detailed



information about the research data.

• The left section shows metadata, �le data, and public/license

information entered at the time of submission.

• The right section provides additional information, such as views,

downloads, ratings, collections, and more.

• Functions available from the detailed information screen are as

follows:

Usage

Request

Depending on the data �le’s public setting, you can

download it through a usage request.

When submitting a usage request, you must provide

the reason for your request, and you can download

the �le after the research data submitter approves it.

Usage requests can be approved or denied. The

process will be noti�ed via messages, and you can

check it in the Usage Request menu.

Save as

Package

Saves metadata and �le data as a compressed �le in

your repository.

This is available only if the login and My Repository

functions are enabled.

Favorites Registers the viewed research data as a favorite. The

list of favorited research data can be found in the

Favorites  menu.

Ratings Allows you to rate the research data.

Versions Allows you to view the version history of the research

data.

Share Provides additional functions such as printing

metadata, sending by email, sharing on SNS (Twitter/

Tumblr/Facebook/Mendeley), and more.

JSON Download the metadata in JSON format.

XML Download the metadata in XML format.

PDF Download the metadata in PDF format.

HWPX Download the metadata in HWPX format.

3.2 Browse

Provides research data browsing services by collection, title, or approval

date.

3.2.1 Data Map



3.2.2 By Collection

• Provides research data browsing services by collection.

• If the collection is structured as a tree, you can zoom in/out to select

collections.

• You can also view collections that do not contain research data using

the Show All Collections  toggle.

• Use Collapse All  or Expand All  to easily control the tree structure.



• When a collection is selected, the list of research data registered in

that collection is displayed.

• The path of the selected collection is shown at the top of the screen,

and additional search options are available.

3.2.3 By Title

• Provides research data browsing services by title.

• You can search by selecting the starting character(s) of the research

data title at the top of the screen.

3.2.4 By Approval Date



• Provides research data browsing services by approval date.

• You can search for data by selecting the year and month of

submission at the top of the screen.

3.3 Submission

We provide a research data submission service.

Only users who are logged in and have submission privileges can submit

research data.

3.3.1 Research Data in Progress

• You can view research data in the statuses of In Progress/Rejected/

Pending Review/Pending Approval.

• Research data in Pending Review or Pending Approval statuses cannot

be modi�ed, but you can change the status back to In Progress using

the “Recall” function to edit it.

• Research data in Pending Review or Pending Approval cannot be

deleted, but data in the In Progress status can be deleted.

3.3.2 Submitting Research Data



• Select the collection to which you want to submit your research data.

• Some collections may not be available for submission depending on

your permissions. You can check the available collections using the

submission options.

• Select the metadata format for submission and click the Start

Submission button.

• You can preview the metadata structure before submitting.



• In the �nal step of submitting research data, enter the metadata,

disclosure and license settings, and �le data for your research data.

• Metadata components are as follows.

Metadata The input form for items created based on the administrator’s service metadata

format will be displayed.

You can adjust the input form to a condensed version using the “View Required

Fields” and “Hide Description” functions.

Disclosure

& License

Settings

Set the disclosure scope and timing of your research data.

If you choose DOI publication, a DOI number will be generated when the

research data submission is completed.

File Data You can register �le data from your storage or upload user �les. The system

extracts metadata and preview images for the �les and provides them.

The disclosure option allows you to set how the �les will be disclosed.



Dynamic

Data

If data needs to be collected periodically via an external API, register it as

dynamic data. The system will automatically request data from the API at

scheduled intervals, collect the data, and generate a cvs �le.

Ultimately, a �le in yyyyMMDD.csv format will be created and can be accessed

like any other data �le. An additional �le combining all dynamic data collected so

far is also available. Individual �les older than 3 months are automatically

deleted, so such dynamic data can only be found in the combined �le.



Source

URL

Can be used for various purposes. You can simply provide the source

information for the material, or, if you leave a YouTube video link in the Source

URL, a playable video will be attached as shown below.

• After entering the metadata, the available processing functions are as

follows.

Save

Temporarily

Saves the entered data temporarily.

Next Step Saves the entered data temporarily and moves to

the Research Data In Progress list.

If all required �elds are not entered, a warning

message will appear.

Delete Deletes the research data in progress. Once

deleted, it cannot be restored.

3.3.3 Bulk Submission of Research Data



• Provides a service for bulk submission of research data.

• Bulk submission can be registered using Excel or XML format, and the

supported features for each format are as follows.

Bulk

Submission

O O Whether

metadata

can be

submitted in

bulk

Sub-�elds X O Whether

metadata

sub-�elds

can be

submitted

Repeating

Fields

X O Whether

metadata

repeating

�elds can be

submitted

File Upload O O Whether

metadata �le

data can be

submitted

• Bulk imported data is registered as In Progress data. You need to

review each item and request approval.

• It is better to upload data in batches of less than 100 at a time.

• The submission order is as follows.



1. Download

Template

Download a template with the data structure

matching the selected metadata format.

2. Fill Template Enter the metadata to be imported in bulk

into the downloaded template.

3. Upload

Template

Upload the completed template using the

Data List Upload function.

4. Upload File

Data

Upload the �les corresponding to the �le data

registered in the template.

* Files are matched based on the �le data

names registered in the template, using

either �les already in your storage or �les

uploaded via the File Data Upload function.

* If there are �les with the same name in

both your storage and via the File Data

Upload, the newly uploaded �le data takes

precedence.

5. Start Import Start the bulk submission.

6. Data in

Submission

Move to the Data In Submission screen to

review the imported data, add additional

information, and submit.

3.3.4 Research Data Inquiry

• You can view the detailed metadata information registered on the

Research Data In Progress screen.

• Detailed functions are as follows.



History View the history of the research data.

Set

Relationships

Set relationships between research data.

Request

Review

Request review for the research data in progress.

Request

Approval

Request approval for the research data in progress.

Edit Move to the research data submission screen to edit

the metadata.

Delete Delete the research data in progress. Once deleted, it

cannot be restored.

3.3.5 Setting Research Data Relationships

• Set relationships between research data, or between research data

and external links.

• When setting relationships between research data, the reverse

relationship is automatically set.



• The set relationship information appears at the bottom of the

Research Data Inquiry screen.

• When a new version is created, all existing research data relationship

information is inherited.

3.3.6 Bulk Review/Approval Requests for Research Data

• You can request review or approval for multiple pre-prepared

research data entries at once.

4. DMP

We provide services for searching and viewing submitted DMPs, as well as

submitting new DMPs.

4.1 Search

• Search services are provided for completed DMP submissions.

• The search screen is divided into a top search box, a left search results

area, and a right facet area.



• Search results can be sorted by title or approval date. The facet area

allows you to quickly view the status of each item in the search results

or narrow down the search results by selection.

4.1.1 Detailed Information

• You can view detailed information on the DMP details screen.

• The left area shows the metadata information entered during DMP

submission.

• The right area provides additional DMP information such as project,

submitter, and last modi�ed date.

4.2 Drafting

We provide services for drafting DMPs.

Only users who are logged in and have submission privileges can draft a

DMP.

4.2.1 DMP In Progress

• You can view DMPs with statuses: In Progress/Rejected/Pending

Review/Pending Approval.

• DMPs in Pending Review or Pending Approval statuses cannot be

modi�ed, but you can change the status back to In Progress using the

recall function to edit them.

• Also, DMPs in Pending Review or Pending Approval statuses cannot be



deleted, but DMPs in the In Progress status can be deleted.

4.2.2 Drafting a DMP

• Select a template for drafting the DMP and click the Start Submission

button.

• You can preview the data structure of the selected template.

• Enter metadata, description, and disclosure information for the DMP

you are drafting.

• Metadata components are as follows:

Metadata The input form for items managed through the

administrator’s DMP template management will be

displayed.

You can adjust the input form to a condensed

version using the “View Required Fields” and “Hide

Description” functions.

Description

& Disclosure

Set a brief description and disclosure type for

research data that will be associated with the DMP.

This is for reference only and will not be linked

when research data is registered to this DMP.

• After entering metadata, the available processing functions are as

follows:



Save

Temporarily

Saves the entered data temporarily.

Next Step Saves the entered data temporarily and moves to

the DMP In Progress list.

If all required �elds are not entered, a warning

message will appear.

Change

DMP

Template

Changes the template for the DMP in progress. All

entered data will be deleted when changing the

template.

Delete Deletes the DMP in progress. Once deleted, it

cannot be restored.

4.2.3 DMP Inquiry

• You can view details of DMPs from the DMP In Progress screen.

• The detailed functions are as follows:

History View the DMP’s history.



Request

Review

Request review for the DMP in progress.

Request

Approval

Request approval for the DMP in progress.

Edit Move to the DMP drafting screen to edit the

metadata.

Delete Deletes the DMP. Once deleted, it cannot be

restored.



5. My Data

We provide services for managing submitted and requested data for

logged-in users.

5.1 My Data

• You can view or search the list of submitted data.

• You can check the history of submitted data using the history feature.

• Submitted data is made public to other users through the user search

service.

• You can view detailed information about submitted data.

• The detailed functions are as follows.



History View the research data history.

Set

Relationships

Set relationships for research data.

Edit Data Editing data will create a new version of the research

data, which will go through the approval process just

like submission.

Until the new version is approved and completed, the

previous version of the data will be publicly provided.

As shown below, you can enter a reason for the

modi�cation and select a version before editing.

5.2 My DMP



• You can view or search the list of submitted DMPs.

• You can check the history of submitted DMPs using the history

feature.

• Submitted DMPs are made public to other users through the user

search service.

• You can view detailed information about submitted DMPs.

• The detailed functions are as follows.



History View the DMP history.

Edit Data Editing data will create a new version of the DMP,

which will go through the approval process just like

drafting.

Until the new version is approved and completed, the

previous version of the DMP will be publicly provided.

As shown below, you can enter a reason for the

modi�cation and select a version before editing.

5.3 My Storage

A personal storage service is provided for repository users to manage

research data �les.

Files registered in My Storage can be used when submitting research data,

and in addition to the provided web service, additional usage via WebDAV

or FTP is also available.

5.3.1 Creating My Storage



• You need to create your storage when you access the My Storage

service for the �rst time.

• When creating storage, you must set a password to enable access via

WebDAV/FTP.

• Please note that you cannot change the password for WebDAV/FTP

access, so be careful when using it.

5.3.2 My Storage

• You can upload or delete �les in My Storage, as well as create or

delete folders.

• The detailed functions are as follows.



Search Search �les uploaded in My Storage.

Search is case-insensitive and based on the �le name.

Delete Delete the selected �le or folder.

Add File Upload �les to My Storage.

New

Folder

Create a folder in My Storage.

Encryption Files can be stored with encryption. Files stored with

encryption will display a lock icon.

Password registration is required for encryption.

Since the password is not managed by the system, if

you forget it, decryption is impossible, so please be

careful.

Metadata You can manage �le metadata separately.

Stored metadata can be used via the metadata

extraction function when submitting research data.

Download Download �les from My Storage.

Decryption is required when downloading encrypted

�les.

5.3.3 File Sharing

Through the sharing function, you can share speci�c �les with other users.

File sharing is done in the following steps:

1) Click the Share  button on the �le you want to share.



2) Enter the login ID or My Storage ID of the recipient and click the �le

sharing button.

3) The recipient will receive a noti�cation that the �le has been shared.

4) The shared �le will be saved in the recipient’s [Shared Files] folder.

5) If the recipient no longer needs the shared �le, they can click the �le and

press the Stop Sharing  button to delete it.



5.3.4 List of Files I Shared

• In the menu for �les I have shared from My Storage, you can view a list

of all �les you have shared.

• If you want to stop sharing, press the Stop Sharing button to cancel

sharing for the selected �le.

5.4 Utilization Requests

5.4.1 Data Files I Requested



• You can view the utilization requests you have made for data �les

registered as “�lename disclosed.”

• You can check the progress status, and noti�cations about the process

will be sent to your login email address according to each step.

• Your requests may be either approved or rejected. If approved, you

can download the data using the tools menu or from the research

data details screen.

• The download period is 3 months after approval. After that period,

you will need to re-apply for utilization to download again. You can

also click the End Utilization  button to expire it immediately.

• Approved data can also be saved to your My Storage  for use.

5.4.2 Data Files Requested from Me



• You can view requests from other users to utilize your private �les.

• When reviewing a request, you can set an expiration for utilization or

approve/reject it as shown below.



6. Review/Approval

Research data and DMP data submissions are processed for review and

approval or rejection at each step.

Within the logged-in user’s review/approval permissions, you can check and

process submitted items.

6.1 Research Data Approval

• You can view the list of research data submitted for approval.

• Research data submitted for approval can be approved as shown

below.

• Research data submitted for approval can also be rejected by entering

a reason as shown below.

6.2 Research Data Review



• You can view the list of research data submitted for review.

• Research data submitted for review can be approved or rejected after

entering review results, as shown below.

6.3 DMP Approval

• You can view the list of DMPs submitted for approval.

• DMPs submitted for approval can be approved as shown below.

• DMPs submitted for approval can also be rejected by entering a

reason as shown below.



6.4 DMP Review

• You can view the list of DMPs submitted for review.

• DMPs submitted for review can be approved or rejected after entering

review results, as shown below.



6.5 Bulk Approval/Review Processing

Bulk processing features are provided to enable approval or review

processing of multiple research data or DMP items at once.

• Click the Bulk Processing button on the right to activate bulk

processing mode. Click it again to cancel.

• Select the data you wish to process in bulk and click either the

Approve or Reject button.



• For bulk approval, click the Approve  button to approve all selected

items at once.

• For bulk rejection, enter the reason for rejection. If there are any items

that failed to be approved or rejected for some reason, you can

choose to either continue processing the remaining items or stop the

process.

6.6 View Approval/Review History

If you have any history of approving or reviewing research data or DMPs,

you can view those records.



Delete Approval/Review Record

• If you wish to delete individual records of approval or review, click the

delete button on the right to remove them.

7. Collection Management

This functionality is provided to users who have been granted collection

management authority through the administrator service. It allows you to

manage collection information and permissions. If you have collection

management permissions when logged in, you can access the Collection

Management service via the Collection Management button at the top right

of the user screen.



7.1 Collection Management

You can add sub-collections, change metadata for registered collections,

and manage related settings.

7.1.1 Collection List

• You can view basic information about collections and their sub-

collections for which you have management authority.

7.1.2 View Collection

• Displays detailed information about the collection and its sub-

collections.

• Detailed functions are as follows.



Edit Collection Edit detailed collection information.

Metadata

Format

Set the metadata format to be submitted to the

collection. You can con�gure the display order

and usage of metadata formats.

Metadata Format Screen

Change Layout Change the display order of input items on the

data registration screen. Collection Layout

Screen

Create Sub-

Collection

Create a sub-collection.

Batch Register

Sub-Collections

Register sub-collections in bulk using an Excel

template.

7.1.3 Create Sub-Collection

• Register a new collection.

• Detailed collection information items are as follows.

Collection

ID

Enter an ID to represent the collection. Duplicate IDs

are not allowed.

Title Enter the collection name or title.

Description Enter a description for the collection.

Subject Enter the subject of the collection.

Contact Enter the contact information for the person in

charge of the collection.



Right Enter the copyright information for the collection.

Keyword Enter keywords for the collection topic.

User

Property

Enter any additional information that needs to be

managed besides the basic information in a name/

value format.

7.1.4 Batch Register Sub-Collections

• By clicking “Batch Register Sub-Collections,” you can download a

template and register collections in bulk.

7.2 Collection Permission Management

You can assign managers for each collection permission type.

7.2.1 Collection Permission Management

• Through collection permission management, 

 and set their permissions.

• When a user is granted permissions for an individual collection, the

same permissions are automatically applied to its sub-collections.

• Permissions (Roles) are as follows.

Submit Can submit data to the collection.

Review Can review data submitted to the collection.

Approve Can approve data submitted to the collection.

Manage Can manage overall settings and user permissions

for the collection.

7.2.2 Set Collection Permissions



• This screen allows you to assign users to speci�c permissions. You can

search for and select users to assign permissions, and the settings will

be applied upon saving.

7.2.3 Collection Permission Management List

• You can view the list of users registered for each permission type

within a collection.

• Click the Change button to assign users to permissions.

8. SQL Data Search and Query (Beta)



The SQL data search and query feature is for research data �les registered

in CSV format.

You can search data in table form using standard SQL queries, and save the

search results as a new CSV �le.

You can access this feature in two ways:

• From the research data detail screen, targeting CSV �les registered by

other users

• From MyData , for your own data that is either in progress or already

submitted, using the File Preview  popup for CSV �les



8.1 Running Spark

• After writing the SQL query you wish to search with, you can execute it

by pressing Ctrl+Enter  or clicking the run button.



• Clicking the Download (CSV) button saves the query result as a CSV

�le.

8.2 Data File Columns

• Displays all columns in the data �le on the screen.

• If you click on a desired column name, it will be inserted directly into

the SQL editor.

8.3 Recently Executed Queries

• Shows a list of recently executed queries.

• The query history for a single �le can be viewed by all users.

• If you click a query in the query history, it will be entered into the SQL

editor.
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