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Adding a new dataset 
 

A “Dataset” is the term used to describe the holding page on the Open Data portal for data files. 

1. Depending on which page you are on: 
a. On the “DKAN Metastore (Datasets)” page, click “Add a new dataset” 
b. On the “Content” page, click “Add content” 

The following are required in order to publish: 

2. On the “Create dataset” page, fill in the title (e.g. Demo Dataset) 
3. Enter a description of the dataset e.g. what data is, what resources (files) have been uploaded, where the data has come from, and any 

licencing information 
4. Choose a who can access your data (from Public, Restricted Public, or Non-public). Open data is public. 



5. Enter the latest date the data was changed/updated/modified 
6. Select the licence that’s appropriate to your data. (most common one is UK Open Government License) 



7. Select the name of your organisation from the drop-down menu (e.g. Cambridgeshire County Council) 
a. If your organisation doesn’t appear on this list, please contact Policy, Performance and Intelligence 

(policyandinsight@cambridgeshire.gov.uk) 
8. Enter a contact name and email address.   
9. Choose the topic most appropriate for your data 

a. You can add multiple topics if appropriate, by clicking back in the box after selecting the first one from the list 

mailto:policyandinsight@cambridgeshire.gov.uk


10. Add tags that will help site users find your data, by starting to type an appropriate word.  
a. If it starts to autofill the word, click it to add 
b. If nothing autofills, finish typing then click the word 

11. Under “Data File”, add title of the first file you will be uploading or linking to 
12. Enter a short description about the data file/link – what does the file contain, what file format is it in etc 
13. Select which file format the data file is (e.g. xlsx, for a standard Excel file) 



14. Select the appropriate button under “Download URL” 
a. If you are uploading a file, select “Upload Data File” and the click the “Choose file” button that appears above. 
b. If you are linking to a file, select “Link to Data File” and add the URL into the box below. 

             
15. If you have any more files to add, select “Add one” under “Data File” (a new “Data File” box will open under the existing one) and repeat steps 

11 to 14 
16. Once finished, click “Save”.  

  



Adding data to an existing dataset 
 

1. On both the “DKAN Metastore (Datasets)” page and the “Content” page, click “Edit” in the “Operations” column of the dataset you wish to 
add to (e.g. Demo Dataset). 

2. Scroll down the bottom of the page and click “Add one” under “Data File” 



3. A new “Data File” box will open under the existing one. Add the title add title of the first file you will be uploading or linking to 
4. Enter a short description about the data file/link – what does the file contain, what file format is it in etc 
5. Select which file format the data file is (e.g. xlsx, for a standard Excel file) 

 
6. Select the appropriate button under “Download URL” 

a. If you are uploading a file, select “Upload Data File” and the click the “Choose file” button that appears above. 
b. If you are linking to a file, select “Link to Data File” and add the URL into the box below. 



 
7. If you have any more files to add, select “Add one” under “Data File” (a new “Data File” box will open under the existing one) and repeat steps 

3 to 6 
8. Once finished, click “Save”.  

 


