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To create a Data Management Plan (DMP) in the DMP Tool, 
go to DMPTool.org and click on the Log In button on the top right of the screen. 



Choose your institution from the drop down list and click Next.



If you are an MBL employee, you will see this Log In screen. 
Use your MBL log in information. 



If you are a WHOI employee, you will see this Log In screen. 
Use your WHOI log in information. 



When you are logged in, you will see My Dashboard to let you know how many plans 
you have and how many you co-own with others.



You can see examples of other DMPs by choosing “Public DMPs” at 
the top of the page. These are plans that people have shared with everyone.



You can sort by author, funder template, and institution 
and view a PDF of the plan.



Here is an example of what the PDF looks like.



Go to the create a DMP tab to copy an existing 
DMP or select a template to start from. 



At this point, you will see a list of the available templates organized by funder. Choose 
a template and click “Next”.



Title the plan and choose whether you want the plan to be public, institutional, or 
private (this can be changed later). Also, add co-owners who can edit. 

Click save and next.  



The precise content of the data-sharing plan will vary, depending on the data being 
collected and how the investigator is planning to share the data.



The links tab includes resources from the template and the institution.



The DMP Preview will show you what everything looks like together. 
Send the DMP to PDF, the printer, or to an RTF document that you can 

edit in Word as part of a larger document.



WHOI and MBL are partner institutions with DMP tool. We have an integrated log in set 
up for our users and the ability to assign editors or administrators to customize 

institution-specific content or to create templates for our institution or for the public.



Customizing Templates

Customizing a template is a way to take a template that is owned and maintained by 
another author or organization and build additional resources on top of that template. 

These additions would be accessible to anyone in your institution. 



Customizing Templates

Use Case 1
“I assist researchers with proposal preparation, including Data Management 
Plans. I would like to direct some scientists to use DMP Tool, while providing 
additional resources to the relevant templates.”

Use Case 2
“I want to provide a more structured way to review Data Management Plans.”

Use Case 3
“I want to promote institutional resources for data management and sharing.”



Go to the DMP Templates tab, hover over a template and choose “Customize”.



From here you can choose the review type (whether the author can ask for comments) 
and add a template resource, which will appear on every list item.

Choose Add a Resource to include a template-wide resource.



Select an existing resource or create a new one.



The resource is added. Choose Customization details to continue.



Here you have the option of adding content to 4 tabs for each question or field. 
Guidance is an explanatory field. Links are strictly links.



Here are the links already included from the template and the institution. 



Here is the basic workflow of am Informal review process 
put together by the California Digital Library. More about reviews:

https://github.com/CDLUC3/dmptool/wiki/Review-Functionality



Creating Templates

Creating a Template allows you to create a new and independent “master” template 
that will not inherit from any other template, but also allows you to completely 
customize the content, rename the template, and reorganize the information. 



Creating Templates
Use Case 1
“I want to create a lab‐specific DMP template as part of a 
larger Data Management effort in my office.”

Use Case 2
“I want to use a DMP Tool template as part of a course or 
workshop with users outside my institution.”

Use Case 3
“I want to create a repository‐specific template to provide 
specific guidance to users who will be submitting their 
data to my repository.”



From the DMP Templates tab, scroll to the bottom and choose “Create a New 
Template”. Select a template that you want to copy or choose to create a new one.



Rename the template, choose whether it is public or institutional, and what the review 
requirement will be. From here you can also add funder links and sample plans.  



From this screen you can edit, add, and remove and requirement that is listed. You can 
choose whether that question is mandatory or Recommended and the question type—

text, dates, numbers. You can ad groups to organize the content.
From here, you can deactivate the template, reactivate, and delete. While the template 

is deactivated, it can’t be copied or used for a plan.



DMP Template on DMPTool
• Designed to help researchers develop DMPs that meet the 

requirements of NSF’s Division of Ocean Sciences (OCE) Sample and 
Data Policy. Use of the template is encouraged for proposals to 
NSF’s Biological & Chemical Oceanography Sections.

• See more information:
• November 2014 edition of the OCE Newsletter, “Making Waves”: 

http://www.nsf.gov/pubs/2015/nsf15021/nsf15021.pdf
• On the BCO‐DMO website at: 

http://www.bco‐dmo.org/nsf‐two‐page‐data‐management‐plan
• Email: info@bco‐dmo.org



DMP Tool Resources
• Data Management Guidance

https://dmptool.org/dm_guidance 

• DMP Tool Quick Start Guide
https://dmptool.org/quickstartguide/

• DMP Tool Help for Administrators
https://github.com/CDLUC3/dmptool/wiki/Help‐for‐Administrators

• Template Creation
https://github.com/CDLUC3/dmptool/wiki/Template‐Creation

• Template Customization
https://github.com/CDLUC3/dmptool/wiki/Template‐Customization

• Review Functionality
https://github.com/CDLUC3/dmptool/wiki/Review‐Functionality
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