NESDIS Send2NCEI| Forms and Instructions

OMB 0648-0024

This document summarizes instructions and information collection instrument images for the
NESDIS Send2NCEI| web application for NOAA Geospatial metadata.

Respondent Login screen

Each respondent must have a userid and password to use the Send2NCEI tool.

Submit Data: Log In

Send2NCEI (S2N) is an archiving tool that allows you to easily submit your data files and related
documentation to the National Centers for Environmental Information for long term preservation,
stewardship, and access. S2N will help you meet your requirements for data documentation, sharing, and

archiving. The system enables more efficient processing and archiving of your data sets. If this is your first time using S2N, set up

an account and within minutes you will be well on your way to submitting your first data package!

Updates and Improvements for Send2NCEI V2.0

* Required fields are in red

What is your e-mail address?

My e-mail address is:

Do you have a password to submit data?

) No, | am a new submitter.

® Yes, | have a password:
Forgot your password?

NOAA FORM 24-13
(Expires 05-31-2021)
OME No. 0648-0024

Notwithstanding any other provision of the law,
no person is required to respond to, nor shall
any person be subject to a penalty for failure to
comply with, a collection of information subject
to the requirements of the Paperwork
Reduction Act, unless that collection of
information displays a currently valid OMB
Control Number,

PAPERWORK REDUCTION ACT STATEMENT: Voluntary descriptive metadata about marine
observation data provides essential contextual information that makes observation data useful to
multiple users and facilitates reuse of marine data. Descriptive metadata collected using the
Send2NODC web application will be retained and distributed with data that are accepted as archival
information packages. Public reporting burden for this information collection is estimated at 45
minutes per response that includes sufficient metadata to be useful for long term preservation and
reuse. This response burden estimate includes time for reviewing instructions, gathering and
maintaining necessary data, and completing and reviewing the collection of information. Send
comments regarding these burden estimates or any other aspect of this collection of infarmation,
including suggestions for reducing this burden, to: NODC Data Officer, SSMC3 Fourth Floor E/OC,
1315 East-West Highway, Silver Spring, MD 20910. Geospatial metadata is requested in accordance
with Executive Order 12906 and NOAA Administrative Order 212-15.


https://www.nodc.noaa.gov/s2n/
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New respondent must sign Send2NCEI user
agreement

Each respondent must agree to the terms and conditions of using Send2NCEI. User agreement
was coordinated through the US Department of Commerce Office of General Counsel.

You are here: Home » Submit Data » User Agreemeant

Submit Data
e Submit Data: User Agreement

Submission Guidance for Data
Providers MCEI Send2NCEI User Agreement

Prefarred File Formats
‘fou agree to provide a copy of data identified in the MCEI online data submission

process Send2MCEl 'S2N') or any other data submission process for inclusion in the
MCEN archives of oceanographic, atmosphenc, geophysical, and other types of earth
science or environmental data and information related to NOAA's mission. You also
agres to provide contact information {name, email and physical address) to NCEl to
enable NCE| to authenticate your data submission request and o contact you with any
questions about your data. Your contact information will be stored and redistributed as
part of the metadata about the data you send to NCEL

NCEI Archive Services

Collecting contact information is authorized as part of standard metadata defined by the
Federal Geographic Data Committee (FGDC) in accordance with Executive Order
12806, "Coordinating Gecgraphic Data Acguisition and Access: The Mational Spatial
Data Infrastructure”, as amended by Executive Order 13286 of February 28, 2003.

MCEI reguires at least your name and email address to enable NCEI to validate your

(] accept the terms and conditions of the Usar Agreament.
® |donat accept the terms and conditions of the User Agreemant.
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Respondent account information review

Each user provides a minimum of user name and email address to have an account in
Send2NCEl.

SUIUENIEL. WY OURIESSL COUREES | Sl Clums |

Logged in as: donald.collinsiEnoaa.gov Log ot

Edit Profile

* Raquirad Salds ans i red
Your Name:

Wz only reguine your first and last name,

Title: burt ploasa enter yaur full namas for
completeness.
* Firat Mame. | reguired

Middle Name:

Examples
= Dr. Ferdinand R. Hassler
= M= Rachsl Carson

= Caol. E. Lester Jonas
* Last Name: | required
Suffix:

Mickname:

Your Institution:
Institution List:
Begin typing your insbitulion. You may

* Inatilution: | regquired

select your institution from the drop down

Your Phone Contact: list. I your Instibulicn is nat shown we wil
add it io our recards.

* Fhane Mumber: | r&-:. red

Your Address:

Sirael Address!

city: |

State/Frovince:

Zip'Poslal code:

Country:

Change Password

In accordance with NOAM IT Securnty requirements, your case-sensitive password must be at least 12 characiers long
and cantain a mix of upper and lower case letters, numbers, and special characters.

] Show paszeard
Koap it safe
Enter current password: | Dion't forget to recond your passward ina
seoure place. Da not use a nonawhite
Enter new passwond: | space ar control characher in your

password.

Re-anler new password: |

Confirm Password



NESDIS Send2NCEI Forms and Instructions
OMB 0648-0024

Respondent selects action from individualized
dashboard

Each respondent has a personal dashboard that summarizes the current status of all
submission packages created by the respondent. The dashboard supports creating a new
response, editing a previously created but unsubmitted response, creating a copy of a previous
response for reuse, or deleting an unsubmitted response.

You are here: Home » Submiit Data » My Submission Packages

Send2NCEl: My Submission Packages | Edit Profile | Help
Logged in as: donald.collinsi@noaa.gov Log out

My Submission Packages

Create A Mew Submizsion Package

"Eubmissicn Packages | Am Working On® comdaire packages thad are nof complete and have not been submitied. We sncourage
you iz provide @ much information as possible when creating a Submission Packaga to send io NCEL You may reuse medadata
fram previous Submission Packages to creale a new Submission Packags by clicking "Copy™.

Submission Packages 1 Am Working On

HEFAW2 Incomplete This is a test SIP for the cperational 52N sysiem H 1810 Edit | Copy | Delate
(new) -]

MBT4R1 Incompleie [DATA TYPES) from [START DATE] i [END DATE] 2018-02- | Edif | Copy | Delebs
(new) 3

TCWH24 Incomplede BIOMASS in Equariorial AHantic Doean from 18850211 to 20170828 201708 | Edif | Copy | Delebs
(201 8-04-18 43
15:05:58)

BEINLP Incompleie [DATA TYPES] fram [START DATE] ic [END DATE] 201706 | Edif | Copy | Delebs
(2047-05-13 1 —
15:09:12)

IEIFPR Imcompleie WATER TEMPERATURE and SALINITY colecied frem GOLDEM FLEECE in H15-08- | Edil | Copy | Delets
[new) Spack Bay and Suly Saa from 20140101 i H016.04-01 "]

MYBOTF Incompleie WATER TEMPERATURE and SALINITY colecied frem GOLDEM FLEECE in 1502 | Edil | Copy | Delets
(201 =002 Spack Bay and Sulu Sea from 30140101 to 2016-04-01 17
10:60:43)

JUDTWX Incamplete WATER TEMPERATURE, SALINITY, and AIR TEMPERATURE collecied M160% | Edit | Cogy | Delats
(201 80513 from GOLDEN FLEECE in Spock Bay and Sul Sea from 3014-01-01 to 1a
14:348:15) 2016-04-11

"Submission Packages NCEI |s Warking On® contains packages that you have submitied to NCEL These packages are being
reviewed and processed by our skaff, and are not editable from this application. To provide an wpdale or any other infermadian
relabed to @ submitied package, please email us (NODC. DataOficend noaa.gov 51 ) and indude the Submission Package
Reference |D and the wpdale ar other issue. You may reuse meladata from previous Submission Packages io oreabe a ners
Submission Package by clicking "Copy”.

Submission Packages NCEI Is Working On

Roferance |0 Status Titla Submission Date

“irchived Submission Packages® confains packagaes that you submitbad 1o NCEl which are now archived and publicly sccessible.
Ta view yaur data inaur archive, dick fhe NCEl Accession associated with the antry. You cannod edit or delefe an archived
Submissicn Package. You may reuss maladata from previcus Submission Packages o create a new Submission Padkags by
clhicking "Copy™.

Archived Submission Packages
Roferance ID NCE| Acoossion Titla Date Archived
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Respondent creates new response

NESDIS Send2NCEl tool provides forms-driven entry for standard geospatial metadata on four
tabs. All data entry fields support free text entries and many data entry fields will provide
suggested entries from keyword tables after the first few letters are typed into a data entry field.
The right side of each page has additional guidance on what the fields mean and how to use
them. Additional detailed instructions are available by clicking on the Help button in the upper
right corner of each tab screen.

Tab 1: People and Projects

You are here: Home » Submit Data » New Submission Padkage
Send2ZMCEl: My Submission Packages | Edit Profile | Help

Logged in as: donald.collinsf@noaa.gov Log out

New Submission Package

leference ID: JUYWES Review

T | [t | [ | [t | [t

* Roguired fiolds are in red
Responsible Persons:

Please click "Save Person™ io add a
A | requirad persan ba your Submission Package. Yau
Middie Name: | can add multiple parsors whe should be
recognized for their conbribution to this
* Last Name: | requrred P
* Role: | required
E-mall; |
Ingtitutian: |
Dizcard this antry
Please antar at least one responsible person and press Save Parsan

Related Funding Agencles:

Start typing in the text box. Select from

Fu ndlng Agency!: Sawa Aﬁa"ﬂ? list or provide funding agenoy namas if

Dimcard this entry nod listed in our menu.
You have naot entered any funding agencies. (Mot requined
Related Projects and/or Programs:
P P = ; Start typing in the text box. Select from
fEyjectiE oug porm: | Save Project st or prowide project!program names if
Dizcard this entry nod listed in our menu.

¥ou have nat entered any project or program names. (Not required
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Tab 2: Dates and Locations

You are here: Home » Submig Data » New Submission Padkape

Send2NCEl: My Subrission Packages | Edit Profile | Halp

Logged in as: donald.collins@noaa.gov Log out
New Submission Package
Jeference I0: JUYWES Review

Pacgle & Projects l [ Dates & Locations l [ Data Types l [ Package Description l [ Uploasd & Submit
* Roquired fiofds are fn red
Dates:
Thesa dates ropresand the start and and
- FYYYMM-DD " : YYD
Start Date: || f.mwmmar End Date: memw of the chserved or measured dala and

Eariigst absarvation or measwed dode within fie data
colloction. Llse @ negadive sign (=) fo indicate o BCE yaar,
o.g., -50000.

Laotosf absarcafion or moaswed dafe within the dafs
calecfion. Use a negative sign =) fo indicale 8 BCE
yoor, o.g., 50000

Location:

* Morthermn Boundary: 00" — §4.0° o ol
G0 — .07 ol el

STE00" — TR (dod. cagdal]

* Southem Boundary:

* Western Boundary:

|
|
|
* Eastern Boundary: | AB007 — TRLD" (ol dloicl)

Ships Names or Platforms:

Ship/Platfarm: |
Dimoard this entry
fou have nol enbered any ship names or platfiorm idendifisrs. (Mol required)
Sea Areas or Reglons:
Saa Area/Reglon: | Save Region

Dimocard this entry

¥ou have not snberad any sea areas or region identifiers. (Mod reguired)

Continue

mary b represented as calendar aor BCE
dates. Please do not include itinerary
dafes for cruises, eto. The siart dofe
must absays be eadier than the and
dafe.

Usa these four fields 1o define a box
around your data collection area, in
decimal degrees. Mabe that southem
latitudes and westemn longitudes must be
listed as negative numbers.

Start typing in the text box. Select from
list or prowide ship names. or other
platiorm identifiers used io collect these
dafa.

Start typing in the text bow. Select from

list or prowide a geographic names fior
areas where these data were collected.
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Tab 3: Data types

You are here: Home » Submit Data » New Submission Padkage

New Submission Package
Reference ID: JUYWES Review

SendZNCEI:

My Submission Packages | Edit Profile | Help
Logged in as: donald.collins@nosa.goy Log out

i | [t ][ e

Data Types:

[ | [ it

" Paramelar or Variable: | reqmreu:l
W Measwed ) Calculated

* Units: | required

* Observation Category: | required

* Sampling Instrument: | requirad

Sampling and Analyzing Method:

Data Quakty Method:

Please anter at least one Data Type and press Save Data Typa.

Save Data Type

Dizcard this eniry

* Reguired fioids are in rod

Data Typos: Start typing in the et box
Select from list or provide additional
paramatervanable names, units of
measurs, samplng instrument, or
obsarvation categories if nof listed in our
maEnL.

Parameter or Variable: The physical,
biclogical, chemical, ar other proparty
being measured or caloulated, eg., water
temparature. Salect whether it is a
maasurad ar caloulated property.

Units of Measwre: The unit of measure
defining the parameber or vanable, 0.g.,
degree Calsius {"C)

Observation Category: A broad
characterization of the kind of
parameiervanable that was obsarsed,
Le., labaratory analysis, modal cutput, in
sity, satelits, cfher.

Sampling Instrument: The general kind
or type of instrumsnt used bo measure ar
calculate this parametarvariabla.
Sampling and Analyzing Mothod: A bried
desoripdion of how the paramerien'varnable
was measured or caloulabed. Indude a
citalion to a published methodology or
process, if applcable.

Data Cuality Method: A brief description
of quality assurance checks, accepiable
value ranges, guality indicabion flags
redated ba this paramebentvariable.
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Tab 4: Package Description
You are here: Home » Submit Data » Mew Submission Padkags
Send2NCEl: My Submission Packages | Edit Profily | Help
Logged in as: donald.collins@nosa.gov Log out

New Submission Package
Reference ID: JUYWES Review

T | ey | e e

* Reguired fiolds aro in red

Package Descriptions:

Bazad an the infarmation you put so far, NCEI recommands the use of this title:
[DATA TYPES] fram [START DATE] fa [END DATE]

Use tha MZE| recammended tiile.

Your tile should inchude cne or byo primarny

wariables, not more thal one or bao
ship‘platform names, the ssa area and
date renge when data were collected.

"Data 3el | [ paTh TYPES] from [START DATE] to [END DATE] ] i _
Titla: ‘Checking the box inserts a e based on
tha infomartion you entered.
A
* Ahatrael= | The abstract should provide a clear and concise statement that Abstract:

enables the reader to understand the content of the dataset. A brief narative summary of the data

For Eu:i.:'la:rl.:c when completing the abstract, consider these S e [ e e

points:

State the things that were recorded and the key aspects or enabies the reader to understand the

attributes of these things that were recorded. contert of the dataset.

State what form the data takes.

State any other limiting information, such as time pericd of

validity of the data.

him to be understood by non-experts and avoid jargon and

unexplained abbreviations.

Do not include general background information.

A
"Datasel |ryample; Carson, Rachel; Hassler, Ferdinand Rudolph; Jones, E. Dataset Author List:
Author List: Lester; Hational Oceanic and Atmospheric Administration Provide an ordered list of authors who
should be included in a bibliographic
«citation far this data set. Ploase use
Family rame, Given name and reposd
a5 nocossary, with sach author's rame
soparated by @ semi-calon.
Organizations may also be Ksiod as
autfrars.
S
Purpose: |Example: 'J.:'I'.c_':r: data were collected to support the study of ... F‘.'l.’“'“:

{Hot reguired) M brief summary of why these daia wens
oollected or the ressarch goals inbended
for these data.

A
Referencea: | ¥You are encouraged to list existing reports, publications, user Refarences:

guides, web sites, or other supporting documentation relewvant Please pravide a listing of existing

to the Submission Fackage. (Not reguired) publicatinns, usar guidas, wab
sites, ar other supporing documerdagion
mebovant to the Submission Package.

i
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Tab 5: Upload and Submit

The Upload and Submit tab summarizes the completion of each previous tab using badges
across the top of the page. If all required fields are completed, then there are no badges
presented. This tab also allows the respondent to add additional comments and to identify one
or more data files that will be attached to the collected geospatial metadata and sent to NCEI for
evaluation.

New information collection submission that is missing required information.

You are hera: Home » Submit Data » New Submission Padkage
Send2NCEl: My Submission Packages | Edit Profile | Help

Logged in as: donald.collins@noaa.gov Log out

New Submission Package
Reference I0: JUYWES Review

T T T I

You have 10 required field(s) to complete before you can submit this package.

People & Projocts: has a missing olemont
Every Submission Package must hawe o Parsan.

Dates & Locations: & missing olemont(s)
1. Every Submissicn Package must have a Start Dais.

2. Evory Submission Package musi have a End Date.

3. Every Submission Package musi have a Morthern Boundary:
4. Every Submission Package must have a Southem Bourdany
E. Every Submissicn Package must have a Wesbern Baundary.
. Evory Submission Package musi have a Eastemn Boundany.

Data Types: has a missing clement
Every Bubmission Package must hawve a data fypa.

Paokage Description: has a missing elemant
Every Bubmission Package must hawe an absiacl.

Every Submission Package must hawe a suggesied suthor list.
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New information collection submission that has no missing required information.

New Submission Package
Reference ID: 3E2FPR  Review

A N8 b R e,

i | [[oemtiee | [ |

10

You are ready to Upload and Submit

All required fields have been complated. At this time you may upload your data files below and submit your
‘Bubmission Packaga. If you have additional information to provide, please do so using one of the existing tabs, by
including the information in a file in your submission, or by using the comment field below. Cnce you submit your
‘Submission Package to MCEL it will no longer be editable within this interface.

Files to send

Please salect the file you wish to upload from your operating system's file manu. When you have added all
appropriate files, you may leave addifional comments balow and then dlick the "Upload Files and Submit” button.

Mote: You may axperience problems if you upload a single file larger than about 2 gigabytes, depanding on your
connectivity, bandwidth and other technical factors.

Mote: If you select files and navigate away from this tab before uploading and submitting, you will have to reselect
your files upon returning to this tab.

| Choosa File | Mo file chosen

Add another file

Comment:

This is an example of a Zend2NCEI Submission Information Package.

| willl provide some or all data files separatehy.
(Choose this opfion if you will be uzing 5 diffsrent method of sending your dafs files fo NCEL)

Upload Files and Submit

Package Description ‘ I Upload & Submit

Review the complete package.

If you experience any problams
submitting your data files, pleass sand
an email to

NODC. DataOfficenm@noas gov .2 or call
Customear Sarvice at 301-713-3277.
Include your Submission Package
Reference 10 with your comrespondance.

To halp MCEI better understand your
Submission Package, please provide
any additional information you feal
necessary. If you have been working with
specific MCE| parsonnal, plaase manfion
tham hera to help us redirect your
Submission Package more efficiently.



