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Introduction

DataverseLV is a secure, multidisciplinary research data 
repository in Latvia, supported by academic institutions.

Built on Harvard’s open-source Dataverse software, it 
enables open discovery, management, sharing, and 
preservation of research data.

This guide offers step-by-step instructions for depositing, 
exploring, and downloading data.



Open website https://dv.dataverse.lv/ 

1.

Get to know the elements of the repository 
working environment

2.

A

C

E

D

F

G

The top bar provides search options, user guides, 
and support, account creation, and system login

Information on dataset usage (metrics and 
downloads)

University Dataverses

Options to contact the repository administrators 

and share datasets on social media

Search in the repository (Advanced search for 

more capabilities)

Published datasets grouped by categories, years, 

licenses, authors, subjects, etc.

Datasets sorted based on criteria in the Sort list

1. Repository environment B
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https://dv.dataverse.lv/


On the website https://dv.dataverse.lv/ click 
the Sign Up link in the top right corner of the 

window 

1.

In the Account Information tab, enter the 
account user information

2.

• When creating a username and password, 
carefully review the requirements listed next 

to each field

• For registration use your institutional email
• Don't forget to fill in the Affiliation field with 

the name of your institution
• Fields marked with a red asterisk (*) are 

required

• For additional assistance, click the question 
mark icon next to the field name

1.

2.

3.
4.

Check the box I have read and accept the 

Dataverse General Terms of Use as outlined above to 
confirm that you have read and agree to the 

Dataverse general terms of use

3.

Press the Create Account button to complete 

the account creation

4.

2. Account creation

https://dv.dataverse.lv/


If the account is created successfully, the 
user’s name will appear at the top, along with 

a red notification icon displaying 1 to indicate 

a new notification

1.

Open the list to the right of the username 
and select Notifications

2.

In the Account – DataverseLV section, go to 
the Notifications tab to read your message. 

Once you open a notification, the red icon

next to your name will disappear

3.

3. First steps – notifications

1.

2.

3.
All other messages from administrators and 

data stewards will appear in the notifications 

and your e-mail



In the Account – DataverseLV section, the Account 
Information tab displays Not Verified next to your email. 

Click Send Verification Email to complete the 

verification process

1.

A green bar confirms that the verification email has 
been sent. The link expires in 24 hours, so be sure to 

check your email and complete verification

2.

To quit from the Dataverse, click the menu next to your 
name and select Log Out

3. First steps – verify e-mail

1.

2.



4. Logging into the system

On the website https://dv.dataverse.lv/ click 
the Log In link in the top part of the window 

1.

In the Log In section, enter your account 
username or email and password

2.

Press the Log In button to log into the system
3.

1.

2.

3.

https://dv.dataverse.lv/


If you forget your password

A

In the Log In section, click on the link 

Forgot your password?

A

In the Account Password Reset – DataverseLV
section, enter the email address associated 

with your account in the Email textbox

B

Press the Submit Password Request button 
and follow instructions in your email

C

B
C



Getting assigned to 
a Dataverse collection (1)

Choose your affiliated University Dataverse 
collection

A

Press Contact to email the Dataverse
administrator

B

Fill in contact form and specify the Dataverse 
collection you want to be assigned to 

C

A

B

C

When depositing a dataset into a Dataverse
collection for the first time, this step is mandatory

Wait until you receive approval from a 
Dataverse administrator in the notifications and 

via email before adding datasets



Getting assigned to 
a Dataverse collection (2)

Check the box Dataverses to display 
collections in the Results list

A

Choose the collection you need
B

When entering a collection, if you have the 
necessary permissions, you will see an available 

Add Data button

C

You can deposit a dataset into the general 
University Dataverse collection or a specific

University Dataverse collection

To get permissions for adding datasets, press
Contact to email the Dataverse administrator

D

A dataset can only be published within the 
same collection where it was originally created

B

A

D

C



Fill in the fields according to their labels and 
the information provided by clicking the 

question mark icon. Some fields, such as 

Name, Affiliation and E-mail, are already read 
from the user profile. Fields marked with a red 

asterisk (*) are mandatory

2.

2.

Click the plus sign next to relevant fields 
to add additional information.

This is necessary when the dataset has multiple 
authors or contact persons

A

A

5. Adding a new dataset (1)

In the Add Data list, choose New Dataset

1.

1.



Continue specifying fields, such as:
• research subjects;

• keywords;

• related publications

1.

1.

5. Adding a new dataset (2)

• Although the Keyword field is optional, using 
keywords is recommended as it improves 

data searchability and accessibility

• Specify any controlled vocabularies if you 
use them*

• Use the plus or minus sign to add or remove 
metadata fields

• Make sure that the information entered in 

the metadata fields matches the details 
provided in your data management plan 

(DMP)

• *A standardized vocabulary used in a particular field (e.g. 
MeSH and APA)



In the Files tab, add dataset files by clicking the Select Files 
to Add button or by dragging them into the Drag and drop 

files here field

1.
1.

2.

3.

Attached files are displayed in a list. There you can delete 
(Delete) them, as well as set (Restrict) or remove restrictions 

(Unrestrict). It is recommended to fill in the Description field 

for each file, as it will serve as its metadata

2.

Press the Save Dataset button to save dataset with basic 
metadata

3.

5. Adding a new dataset (3)



After saving the dataset, notifications appear at the 
top of the window (indicated by a red square with a 

number). This notifies you that the dataset is not yet 

published

A

A

B

C

D

The central part of the window displays the dataset’s 
status (Draft and Unpublished), a basic description with 

a potential DOI, and the initial license (CC0 1.0)

B

Buttons and lists for accessing data, submitting the 
dataset for review, editing it and etc. are located on 

the right side.

C

At the bottom of the window, there are four tabs 
(Files, Metadata, Terms, and Versions) for managing 

dataset files, metadata, licenses, and versions

D

5. Adding a new dataset (4)



In the Files tab, you can perform actions 
using the Upload Files, Sort, Edit Files, and Download

buttons

1.

6. Editing a dataset (1)

1.

2.

You can also manage files using the File Access
and File Options lists

2.



6. Editing a dataset (2)

In the Metadata tab, click Add + Edit Metadata 
button to open and fill in the extended metadata list

3.

3.

Please complete the additional metadata for your 
dataset. If you have any questions, contact the 

Dataverse collection administrator



In the Terms tab, press the Edit Terms Requirements 
button to change the license or other file availability 

parameters

1.

6. Editing a dataset (3)

In the License/Data Use Agreement list, select a 
different license if necessary

2.

1.

2.

3.

In the Restricted Files + Terms of Access section, 
determine file availability parameters if necessary

3.



The Guestbook allows dataset owners and 
administrators to collect information about the users 

who download the files. For more information about 

the Guestbook, contact DataverseLV administrators

A

6. Datu kopas rediģēšana (4)

Press the Save Changes button to save data terms 
information 

1.

A

1.



7. Submitting for review

Press the Submit for Review button to send 
the prepared dataset to your university’s data steward

for review

1.

Please note that you will not be able to make 
changes to the dataset while it is under review. In the 

Submit for Review window, press the Submit button

2.

1.

2.
Further steps

1. Since only the data steward has the right to publish 

the dataset, please wait for an email notification
2. If any changes are required, they will be indicated 

in the email, and you will be able to edit the 
dataset

3. Once no further changes are needed, the data 

curator will publish the dataset
4. You will receive notifications about the publication 

of the dataset by email and in the In the Account –
DataverseLV section Notifications tab 



Good luck with 
depositing your 
research data!

If you have any questions or 

need help, write to the data 

stewards

Latvia University of Life 

Sciences and Technologies

datukuratori@lbtu.lv 

University of Latvia
datu.kuratori@lu.lv

Rīga Stradiņš University
datukuratori@rsu.lv  

Riga Technical University

datukuratori@rtu.lv 

This material was prepared within the framework of the European Union 
Recovery Fund project No. 2.1.3.1.i.0/2/23/I/CFLA/002 “Support for 

implementing Open Science, developing solutions for shared use of research 
data, and participation in the EOSC”
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