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1. INTRODUCTION 

This document contains guidelines for the catalog editor on how to onboard resources on the 
ITINERIS catalogue. By following the guidelines provided within this document, catalogue editor 
should be able to complete the publication of resources (items). 

Before you can publish resources to the ITINERIS catalogue, you must request editor access by 
contacting: 

 catalogue-manager@itineris.cnr.it 

Once authorized, you will gain catalogue editor permissions. 

2. HOW TO ACCESS THE ITINERIS CATALOGUE 

2.1 Option 1 – Direct access  

Option 1 – Direct access: 

1. Go to: https://itineris.d4science.org/group/itineris-hub/catalogue 

2. Log in. If authorized, click on "Publish Item" to begin onbording. 

 

2.2 Option 2 – From the gateway homepage 

1. Visit: https://itineris.d4science.org/home 
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2. Log in or register (first-time users must sign up). You may also use Academic/Other to log 
in with your institutional credentials. 

 

 

3. Search for the Project Environment: ITINERIS Catalogue 
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4. Click Catalogue to open the catalogue interface. 
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3. RESOURCE TYPES TO ONBOARD 

By selecting one of the following resource types to onboard, the subsequent tabs allow entry of the 
specific information required for that resource. 

 

3.1 Resource Publishing Procedure 

1. Start Entry 

Click Publish Item to open the input form. 

 

2. Choose Resource Type 

At the bottom of the form, select "Types" (e.g., Research Infrastructure, Provider, VRE, Service, 
etc.). 
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The top section is divided into three parts: the first one, Edit common metadata, contains general 
information about the resource to be entered." 
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4. FILL IN COMMON METADATA TAB 

 Required fields are marked with a red asterisk (*). 
 Hover he ⓘ icon to see help for each field. 
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 Mandatory fields are marked with a red asterisk. However, it is also necessary to fill in the 
description field, as it is essential for ensuring maximum visibility of the published resource. 
Without a description, the resource will appear like the CNR-IMAA item (highlighted in 
orange) and will not be approved for publication. 

 

 
 Tags:  

Use capitalized first letters for standard words (e.g., “Climate”) and uppercase for acronyms 
(e.g., “CNR”). Press ENTER after each word to add it to the list. 
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 Once all fields have been filled in, click on “Continue” to proceed to the next tab. 
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5. FILL IN EDIT ITEM SPECIFIC METADATA & PUBLISH TAB 

Contains metadata specific to the selected resource type. Fill in as many fields as possible, even if 
not mandatory. The compilation form is divided into macro-sections, as summarized in the following 
example from the “Services” resource profile. Some macro-sections are shared across different types 
of resources (e.g., Basic Information, Marketing, Classification), while others are specific to certain 
resource types (e.g., Maturity, Management). 

5.1 Example of Service type  

The following are some examples for filling in metadata for the Service resource type. 
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 For repeatable fields, click “+” to add multiple entries. 
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 Scientific Domain and Category 
“Scientific Domain/Sub-Domain” and “Category/Sub-Category” are linked, so once you 
have selected the scientific domain, you must select the scientific sub-domain related to it, 
and for the category and sub-category the same rule must be followed.  
For example, if you select Scientific Domain: Natural Sciences, you must enter a subdomain 
preceded by the same name as the selected scientific domain, for example Natural Sciences 
– Earth & Related Environmental Sciences. 
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 “Other” Section (for Services) 

The final macro-section of the Service profile, “Other”, is used to create specific tags that support 
refined search functionality. Select the provider(s) of the service from the list. If the desired 
provider is not listed, choose “Other” and add a Custom Field as follows: 

Key: Provider 1 (then Provider 2, Provider 3, etc., for multiple providers) 

Value: Name of the provider 
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 CNR-ISMAR Venezia 
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6. CREATE RESOURCE 

Once entered all the information, click on “Create”. If no errors are present, a green message will 
confirm the occurred submission: 

“Item correctly submitted for review!” 

 

You’ll receive an email from itineris@d4science.org confirming the submission with the text type:  

“Thank you for submitting your item "xxx" to the catalogue. This item has been successfully received 
and will be managed by the catalogue moderators.” 

The item proposed for publication will be reviewed by moderators, who will either accept it or 
request changes before final publication. 

6.1  Validation Process 

 If the item is approved, you’ll receive an email with the text type: 

“[Catalogue-Moderator] approved the item "xxx".” 

 If minor edits are needed, you’ll receive an email with the text type: 

“[Catalogue-Moderator] rejected the item "xxx" with this accompanying message: "Please add the 
information correctly”. 
See this on Catalogue". 

By clicking on “See this on Catalogue”, you can connect to the resource to be edited, and by clicking 
on ‘update item’, you can modify/add the required information. 
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 If permanently rejected: 

If the uploaded item shows inconsistencies with the selected profiles or problems that are difficult to 
resolve, the moderator will permanently reject the item, and the author will receive two emails 
explaining the reason for the rejection: 

“[Catalogue-Moderator] permanently deleted the item "xxx".” 

“[Catalogue-Moderator] rejected the item "xxx" with this accompanying message "The item is not 
filled correctly".” 
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7. FILL IN ADD RESOURCES TAB 

You can attach files or links by clicking on ‘Add resource’. This will open the third tab, ‘Add 
resources’, which allows you to upload digital objects via links or files related to the resource. If you 
want to upload a file, you must first place it in the VRE ITIENRIS HUB workspace. If the file is 
already stored in an online repository, we recommend using the direct link to the resource so as not 
to duplicate resources already available online. 
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8. NOTIFICATION 

Below is the procedure to follow to modify the settings and stop receiving email notifications: 

 Access the D4science Gateway via the link:: https://itineris.d4science.org/ 

 Click on the "Settings" button to the left of your name 

 

 

 The Notification settings screen will open as shown in the image below. Deselect the email 
notifications and click on Save. 
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9. HOW TO GET HELP  

If you are still experiencing problems, you should contact the ITINERIS catalog managers by email. 
Contact details are listed below: 

catalogue-manager@itineris.cnr.it 

 

 

 


