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Creating Portals

If you are on the Arctic 
Data Center’s website 
arcticdata.io, select 
the button on the top 
right titled ‘Sign in 
with ORCID’. 

Sign in with your 
ORCID, which will then 
take you to the ADC 
search page.

http://arcticdata.io
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Creating Portals

You can then navigate 
to Data -> Portals.
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Creating Portals

You'll then see a list 
of 'My Portals'. 

After the page loads, 
select the green 
button '+ New Portal' 
to add a new portal. 

You'll automatically 
be directed to a fresh 
edit session.
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Portal Settings Page
● Portal URL

○ Identify a short name for your portal 
that will become part of the URL. If the 
name is available, a label will indicate 
it’s available and if the name is taken 
already, it will note that the name is 
already taken. 

● Portal description
○ Describe your portal in one brief 

paragraph that will appear in the 
portal header. Additional details can 
be included on your About page 
(discussed later).

● Sharing options
○ While you’re working on your portal, 

you can keep it private. 
○ Change this setting to public when 

you’re ready for it to be visible to 
others.

In a new edit session, the first page you’ll 
be taken to is the settings page where 
you’ll be able to add details about your 
portal.
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● Permissions
○ Adding collaborators to help 

you create your portal is as 
straightforward as copying 
and pasting in their ORCID 
into the permissions box. 

○ You can choose whether the 
collaborator can view, edit, 
or is an owner of the portal. 

○ You can have multiples of 
each role.

● Partner Logos
○ There’s also a section to add 

any logos for collaborators 
or organizations associated 
with your project

Portal Settings Page
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Adding Data to Portals
When selecting the Data tab you 
will see a page with two sections. 
These are titled with instructive 
statements to help explain their 
function:

● Add filters to help people 
find data within your 
collection

○ Build search features 
for others to use within 
your portal

● Add data to your collection
○ construct a search to 

populate your portal 
with data
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Adding Data to Portals
We’re going to start with the 
second section: Adding data to 
your collection.

When adding data to your 
collection, you can include any of 
the datasets that are available at 
the Arctic Data Center. You build 
rules based on metadata to 
define which datasets should be 
included. 

Of course, where metadata is 
incomplete or abbreviated, this 
will impact your results. 

Data added to the network in the 
future that match these rules will 
also be added to your collection.
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Adding Data to Portals

As you build rules, the 
page will refresh to show 
how many datasets are 
included based on your 
rule structure. 

You can continue to add 
rules (and rule groups) to 
create complex queries 
that are specific to your 
needs.
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Adding Data to Portals

The metadata fields 
available for rule 
construction are easily 
visible in the dropdown 
option, and grouped for 
ease of use. 

You also have the option 
to define ‘any metadata 
field’, though your results 
may be less precise.
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Building search options for your audience
We’ll now move back up to 
the top of the ‘data’ page to 
“Add filters to help people 
find data within your 
collection”. Although it 
appears first, we recommend 
constructing these filters after 
you have defined your data, as 
you will have a better 
understanding of the 
metadata fields that are 
relevant to your portal 
collection. It appears at the 
top of this editor page, as 
when published, it will be at 
the top for users.
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Building search options for your audience

As you select metadata 
fields, the pop-up will 
refresh to show only 
those relevant options. 

Save this filter to close 
the pop-up, return to the 
main editor and add any 
additional search filters.
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Data package metrics
The Metrics page is a 
default function provided 
by the Arctic Data Center. 

This page cannot be edited 
and cannot be viewed while 
editing. 

Users do have the option to 
delete the page if they’d 
like. To delete the page, 
select the arrow next to the 
word ‘Metrics’ in the tab 
and choose ‘Delete’ from 
the dropdown list. You can 
always change your mind 
and add a metrics page 
with the ‘+’ tab.
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Creating unique freeform pages

To add a Freeform page 
to a portal, select the ‘+’ 
tab next to the data and 
metric tabs and then 
choose the freeform 
option that appears on 
screen. 

A freeform page will 
then populate.
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Creating unique freeform pages

Easily customize your 
freeform page with a 
unique image, title, and 
page description. 

To change the name of the 
tab, click on the arrow in 
the ‘Untitled’ tab and select 
‘Rename’ from the 
dropdown list.



17

Saving & editing portals

Be sure to save 
your portal when 
you complete a 
page to ensure 
your progress is 
retained
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Saving & editing portals

After 
successfully 
saving, you’ll see 
a banner appear 
stating “Your 
changes have 
been submitted.”

You can now 
view your portal!
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Saving & editing portals

To delete a page 
from your portal, 
select the arrow in 
the tab and choose 
‘Delete’ from the 
dropdown.
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Sharing portals
In order to share a published 
portal, you can simply direct 
recipients to the unique 
identifier. Portal identifiers are 
embedded into the Arctic Data 
Center’s portal URL: 
https://arcticdata.io/catalog/po
rtals/portal-identifier

To view or edit your portal 
identifier, go into edit mode in 
your portal. In the settings 
page, your portal URL will be 
the first item on the page.

https://arcticdata.io/catalog/portals/
https://arcticdata.io/catalog/portals/

