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File In and File Out Requests on the Data Portal

File In

- If you wish to upload your own files to the Data Portal analysis environment
for the study, please visit https://portal.dpuk.ukserp.ac.uk/ and login with

your username and password.
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Connect to the Research Platform

Tao connect to the research platform you must have the VMware Horizon
Client installed on your machine

Remember to have your YubiKey/Mobile Authenticator ready.
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Don’t Have The VMware Horizon
Client?

Click the download button to get the client for your
operating system and install it

Once logged in, use the File In Requests link to access the upload page,
where you can simply drag and drop, or upload using your file explorer, any
files you may wish to use. Please select your study folder as the project

name you are submitting the request under.
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‘ File Uploads Will Be Automatically Approved

The file name MUST be less than 200 characters

Request Files In

Files

Drag and drop the files you
want to upload into this
Drop files here to upload

Please select one or more files

Documentation

Select the project name that the work falls under (type directly into the box to search)
Select your study folder

Select Project
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File In is automatically approved, so to retrieve the files, please then login
to the virtual desktop following the instructions sent to you previously, and
use the ‘File In and Out’ link on the desktop to retrieve your upload.
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CLICK HERE

The link will load a login prompt, login with your username and password, and then
select ‘Retrieve Files In’. You will see the list of uploads, where you can enter each
record and download the files. We recommend you save these to your personal P
drive folder (labelled as your username).
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If you experience any problems - please, try the following:

- Choose File In and Out icon on desktop, enter user name and password

- Choose Retrieve Files In

- Click in view column: All files imported are now listed with the date, project,
number of fields and application Status (approved). *If nothing is shown in
the view column, this is still where you need to click - it is essentially an
invisible link.

- Click download all as a zip file, save as, and choose your file location. It will
say your file name could not be downloaded. Click Retry, then it will work.
Now open the folder (if you need to follow these instructions then I
recommend you open the folder first rather than opening the file
immediately). The file is saved without any extension info so windows will
not know what program to use to open it.

- Right click, Open with, select 7-zip via searching in the applications folder,
if this is not already available in the right click menu. Click 7-Zip -> Extract
files..., ok. There are various ways to navigate the extraction process, you
may end up with a window listing files that you then choose to extract.

File Out

In order to request results, code, and other files out from the analysis environment,
you must submit these for approval. Please review the checklist below to adhere to
the requirements before placing your request.

From within the virtual desktop environment, use the ‘File In and Out’ link on the
desktop, and login with your username and password.
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Select ‘Request Files Out’ and you can upload the necessary files, documents as
per the checklist.

Once submitted, the DPUK team will review your submission and, in most
cases, approve this.

If approved, to download the files, visit hitps://portal.dpuk.ukserp.ac.uk on your
local PC (not the virtual desktop), login, and select File Out Requests, where you can
then download the approved files.

File out Check List

Documentation

Does the request include enough documentation to understand the outputs?

Is the request fully documented as a standalone request?

Is it clear what datasets each output is based on?

Does the documentation state whether there are any small nhumbers <5?
If it states that there are numbers <5, is justification for the safety and importance to release provided?

Is the request made under the correct DPUK project number?

Rules of thumb

The analysis should be permitted by DPUK policy and relevant data sharing agreements and project approvals

Is the data covered by the Application request?

Ensure analyses does not clearly deviate from the scope of the project

Data should be processed inside the DPUK Portal, with only results requested out

The request should not contain any individual-level person-based results

Are there any cells that contain a value less than 5, or are any derivable?
If yes, has a justification been provided?

Are there zeros reported that have potential for disclosure?

Are there maximum or minimum values reported?
If yes, are they likely to be outliers relating to a single individual?
If yes, does the output have the potential to disclose new information about an individual?

Ensure that any script file should not contain comments which include data items (aggregated summary or raw
data) You will need to present all summary data in a separate file and not within the script comments

Check graphs and other visualisations:

Does the visualisation show individual person-level data?

Are exact numbers <5 derivable from the visualisation?
If yes, has this been mentioned and a suitable justification provided?

Does the file format include or allow derivation of inappropriate results?
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