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Exercise 4:  Upload a Service Definition file in ScienceBase (15 min) 

 
Goals: 

● Log into ScienceBase 
● Execute a Search 
● Create a folder with student name 
● Upload a Service Definition file with a metadata file 
● Upload a zipped version of the original shapefile 
● Manage permissions 

 

1. Sign in 
 

● Go to https://www.sciencebase.gov/catalog/ 
● Click on Log In 
● Enter username and password 

○ username is your DOI email address 
○ password is your Active Directory Password 

 

 
 

2.  Execute a Search   
 

● In the Search Box, enter NCTC ScienceBase and click Search 

 
● From the Search Results list, click on the NCTC ScienceBase and DataBasin 

Training 2016 

 

3.  Create a Folder with Student Name as title 
 

● Change view to Folder View by clicking on View>Folder View 
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● Or, alternatively to change to Folder View, click on NCTC ScienceBase and Data 

Basin Training 2016 from breadcrumb 

 
● Click on Add>Folder 

   
● In the “Name” field enter your First/Last Name and in the “Description” indicate 

that it is your test folder and select “Create.” (see below example) 
 
 

 

4.  Upload a Service Definition file with a metadata file 
 

● Click on “Add Item”  
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● Click on “Import File(s)” 

 

● Click on “+Add Files” 

● Browse to files and select: 
○ d:\CollaborativeWebMapping\MyData\metadata-

StaffedVisitorStations_R8.xml 
○ d:\CollaborativeWebMapping\MyData\StaffedVisitorStations.sd 

Note:  To multi-select files, left-mouse click on one file and hold down the shift 
button on keyboard and left-mouse click on the other desired file.  

○ Click on “Open”  
● Select “Done Uploading” 

 

● To scrape the metadata, select “Load Item from FGDC Metadata- Replacing Existing 
Values” 
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● Select “Save” and the item should look like:   

 

 
 
 

5.  Upload the Zipped Shapefile for easier downloading 
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● To upload the zipped shapefile, go to the Extensions tab and choose ‘Shapefile’ 
as the extension type in the bottom window, as shown here: 

 

 
 

● Browse to the zipped shapefile 
d:\CollaborativeWebMapping\MyData\StaffedVisitorStations_R8.zip and select it. It 
will then be added to this ScienceBase record and made available for download in 
ScienceBase and later in DataBasin, after we import this record into DataBasin. 

 

6.  Manage Permissions 

● To manage permissions on who can view and edit the ScienceBase Item, click on an 
item’s main “Manage” drop down menu (located in the upper right corner), and select 
“Manage Permissions”: 
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● Or, alternatively click the settings icon next to the permissions label in the right sidebar: 

 

● In the “Manage Permissions” menu, it is possible to limit read and write permissions to 
individual users or groups of users.  By default items are set to inherit the permission 
settings from their parent item.   

Note:  For users that wish to secure data in ScienceBase and have the maps 
accessible from Data Basin, they will need to manage the security in 
ScienceBase via Manage Permissions.  (See Exercise 6:  Accessing 
Sensitive Data in Data Basin).  

 

●  In the Item Writable By section, de-select “Inherited” to create custom permission 
settings: 

 
 

● The “USER” field in the Item Writable By section, begin typing in the name of your 
neighbor to give them write access to the ScienceBase item. Their name should appear 
in the drop-down selection list and click on their name and select Add and then Save.   
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Note:  If the person is not found in the drop-down selection, they do not have an account 
to ScienceBase.   
 

 


