Data verification, merging, and uploading process
1. Once data is submitted by contributor, check for missing data fields by visual inspection. If there is a substantial amount of missing fields, contact the author to verify if he or she would still like the data to be uploaded.
2. Next, verify the following information for completeness and include in the first sheet of the dataset: 

a. Title










b. Author/compiler’s name






c. Author's contact information (Email and address)


d. The published source for the data


e. Any unpublished Source


f. Description/summary of the dataset

3. Create a table of content – if the author did not include a table of content – and place in the first sheet.

4.  Assign the dataset a Dataverse catalog number. Currently it is the next sequential number from the data archive site.

5. Annotate the “Post Date” in the datasheet, so that users know when the data is posted on the website. If a revision is made, the post date would be changed to reflect the date the data is uploaded.

6. If the data variables are in abbreviations, create a “Data Key” sheet. The Data Key sheet features the full variable name obtained from the raw data. 

7. Data key may include translation of variables, if variables are not in English. Use Google Translate for translations, and contact the author to verify the acceptability of translated variable names.

8. Format the data so that it looks presentable. Use one font type (Arial or Calibri typically) & size throughout the spreadsheet. Merge cells/text wrap for clarity.
9. Save the dataset in the Dataverse (Local Root Folder) to upload onto the website. 

10. Using Dreamweaver, create a new entry in the Data Archive section of the website. Linked it to the Excel Sheet in the local folder. [Technical note: don’t forget to “Put” the Excel Sheet from the local to the remote folder. Once the spreadsheet is in the remote folder “Put” it, once more, to make it available online]
11. Verify that the data has been linked correctly by downloading it from the Dataverse website.

