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Create New Project in FEMC Data Archive
Follow these steps to create a new project page in the FEMC Data Archive. The project
page is the central location for all items connected to a project, grouping together
datasets, publications, people, and organizations. Steps in creating a project page
include adding project dates, a description, and selecting tags. Once the project page
is created, you will be able to connect additional files to the project.

1 Navigate to https://www.uvm.edu/femc/manage/portal/landing

2 Click "Manage Projects, Datasets, and Files"
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3 Click "Add a new project"

4 Fill in the Project Name field with a meaningful title. The project URL will be
auto-generated, but you have the ability to make adjustments.
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5 Click the dropdowns to select appropriate responses for project status and project
type.

6 Select project type from the drop-down list: Monitoring, Research, Outreach and
Extension, or Other.
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7 Enter the Project Start and End Dates using the date picker

8 Enter a project description.
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9 Click the "Objectives for the project" field to add information.

10 Click the "Project Citation" field to add citation information.
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11 To make the project public, select Publish; if you are not ready to make your
project public, you can select Do Not Publish.

12 Click the Create Project button to save your project.
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13 Once you have created a project, you will be taken to a new screen where
additional details can be added to the project.

14 Tags are used to link related projects to each other when searching for data.
Begin typing to see a dropdown list to select relevant terms.
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15 Select appropriate tags. Multiple tags can be selected.

16 Click the "Add" button to save the new tags.
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17 Themes are used to sort projects into more general categories. Themes include
Air, Climate, Forest, Soil, Water, and Wildlife.

18 Subcategories can be selected within each theme.
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19 Click "Update Theme" to save changes.

20 To set an image or logo to be associated with the project, you can add files. The
steps are the same for both adding a logo and a feature image.
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21 Click "Upload New Image"

22 Choose a file to upload a new image.
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23 Add information about the image including a title, description, and creator.

24 Click "Update Feature Image" to save the image.
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25 Click "Submit Changes" to save the project.


