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1. General Information 

This manual aims to help data consumers and data providers use the National Access Point. 

You can access the National Access Point without creating an account. 

Specifically, you can browse and download public datasets, browse organizations, and browse data 

requests. A non-member can also use the contact form and visit the information page. 

As a registered member, you can complete all the aforementioned actions and also follow an organization, 

acquire a dataset, and create dataset requests. 

 

In order to be able to publish a dataset you need to be an Editor or Admin of an organization. Please refer to 

section 16 for more details. 

 

The website is optimized for the latest versions of Apple Safari, Google Chrome and Mozilla Firefox 

browsers. 
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2. Contact page 

In order to contact the NAP administrator, you can visit the contact form by clicking the Envelope icon 

located in the top right-hand corner of the website. 

You need to fill in the following fields: 

 

• Full Name 

• Email 

• Your Request 

 

Click on the reCAPTCHA field and follow the pop-up instructions. 

Click the Submit button to send your message. 

 

Please note that you need to fill in all the required fields in order to use the contact form. 
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3. Information page (About) 

You can visit the information page by clicking the Info icon located in the top right-hand corner of the 

website. 

This section contains vital information about the platform, including links for General Information, Data 

Requests, GDPR - Personal Data, Metadata Creation Guidelines, Declaration of Compliance, Statistics, 

Support, Terms of Use, User Manual, European National Access Points, and EU ITS Directive. 

 

Click on each of the links on the left, to visit the corresponding webpage.  
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4. Register page 

Click Register in the top right-hand corner of the website. 

You need to fill in the following: 

 

• Username (characters must be lowercase alphanumeric (ascii) and any of these symbols: -_ ) 

• Full Name 

• Email 

• Password 

 

Click on the reCAPTCHA field and follow the pop-up instructions. 

Click the Create Account button to create your account. 

 

Please note that by creating an account you agree to the Terms of Use, which can be found in the 

Information page. 

Your account will be created immediately. 
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5. Login page 

Click Log-in in the top right-hand corner of the website. 

You need to fill in the following: 

 

• Username 

• Password  

 

Click the Login button to login with your credentials. 

In case you forgot your password, click the link on the left and follow the instructions. 

A reset password link will be sent to your email. 

 

After login, three new menu buttons will appear in the top right-hand corner of the website. 

These buttons redirect to the User page, the User Dashboard page and the User Settings page. 
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6. User page 

In the User page, you can view your created datasets, your data requests, your email, and your API key.  

There is also a Manage button on the right side of the webpage that redirects you to the User Settings page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  8 of 25 

 

7. User Dashboard page 

In the User Dashboard page, there are four tabs: 

 

• News feed: In this tab you can view the latest activity regarding your account. This also includes the 

activity of the organizations that you follow. 

 

• My Datasets: In this tab you can view a list of your created datasets. You cannot create a new dataset 

unless you are an Editor or Admin of an organization. Please refer to section 16 for more details. 

 

• Acquired Datasets: In this tab you can view your acquired datasets.  

 

• My Organizations: In this tab you can view a list of the organizations that you administer. 
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8. User Settings page 

In the User Settings page, you can change your personal details, password, and generate a new personal API 

Key. 

 

 

 

 

 

 

 

 

 

 

 

 



  10 of 25 

 

9. Datasets list page 

In the Datasets page, you can browse and search all public and searchable private datasets. In the left 

sidebar, there are four sections/facets:  

 

• Organizations: A list of the organisations that offer the datasets. 

 

• Tags: A list of all the tags that appear in the datasets search page. 

 

• Formats: A list of all available file formats. 

 

• Licences: A list of used licenses. 

 

The number after each entry represents the quantity of listed datasets that correspond to the specific value 

or property. 

You can use these facets to perform an advanced search e.g. filter-in the desired tags.  

You can choose multiple filters. The results are automatically updated in the dataset list. 

 

If you are an Editor or Admin of an organization, you will see an Add Dataset button above the Search field. 
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10. Dataset page 

In the Dataset page, there is a list of all the data and resources that are linked to the specific dataset. You 

can click each resource or use the Explore button on the right to preview or download it. You can find 

additional info about the dataset in the table below the resources. 

 

In the left sidebar, you can see the associated organization and the license of the specific dataset. 

 

If you are the owner of the dataset, there will be a Manage button on the right side of the page. 
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11. Resource page 

In the resource page you can download, read a short description, and preview (if the platform supports the 

specific file format) the actual resource. You can find additional info about the resource in the table below 

the preview section. You can also see if there is problem with the resource link and download a backed up 

version of the file from the website’s server. 

If you are the owner of the dataset, there will be a Manage button on the right side of the page. 
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12. Organizations list page 

In the Organizations list page, there is a detailed overview of the registered organizations. You can search 

for a specific organization or visit an organization by clicking on it. 
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13. Organization page 

In the Organization page there are three tabs: 

• Datasets: In this tab you can search and view the datasets. 

• Data Requests: In this tab you can view the data requests created by the specific organization. 

• About: In this tab you can read a description of the organization.  

In the left sidebar, there is a Follow button and the same four facets that appeared in the Dataset lists page. 

Please refer to section 9 for more info. You can use them to filter-in the displayed datasets. You can click 

the Follow button to follow the specific organization. As a result, the organizations’ activity will be displayed 

in your News feed. 

If you are an Editor or Admin of an organization, you will see an Add Dataset button above the Search field. 

If you are the organization’s administrator, there will be a Manage button on the right side of the page. 
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14. Manage Organization page 

In the Manage Organization page there are three tabs.  

• Edit: In this tab you can edit the organization’s details (name, image, description). 
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• Datasets: In this tab there is a detailed overview of your published datasets. You can perform batch 

actions on your datasets, make them public or private, and even delete them. You can also edit each one 

separately.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



  17 of 25 

 

  

Members: In this tab, you can add or remove members and change the role of existing members of your 

organization. You can add existing registered users or invite new ones. Each new member can either be a 

Member, an Editor, or an Admin and each role will have different privileges. A Member can only view the 

organization’s datasets (public or private) and an Editor can view, edit, delete, or add a new dataset. Finally, 

an Admin has full access to the organization. 
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15. Create Dataset page 
Follow the instructions below, if you wish to publish a public or a private dataset. For more information and 

guidance regarding the creation of metadata, you can read the Metadata Creation Guidelines included in 

the Information page (About). 

 

In order to be able to create a dataset, you need to be an Editor or Admin of an organization. Please refer to 

section 16 for more details. 

 

To add a dataset visit the Datasets page in the main menu or visit the My Datasets tab in your Dashboard 

page and then click the Add Dataset button. 
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15.1.Public Dataset 
 

In the Create Dataset page you need to fill in the following fields: 

 

• Title: Enter the title of the dataset. 

 

• Description: Provide a short and general description of the dataset. 

 

• Tags: Enter the dataset’s metadata. 

 

• License: Choose one of the available licenses from the drop-down menu. 

If you need to use another license, please contact us with your request. 

 

• Organization: Choose the organization that publishes the dataset.  

 

• Visibility: Choose public. 

 

• Searchable: Not available.  

 

• Allowed Users: Not available.  

 

• Quality Indicator: Describe the quality of your dataset. 

 

• Update Frequency: Enter the update frequency of your dataset. 

 

• Maintainer: Enter the dataset’s maintainer name. 

 

• Maintainer Email: Enter the dataset’s maintainer email. 

 

• Custom Field / Key Value: You can create custom fields and assign specific values. These will be visible in 

the Additional Info table in the Dataset page. 

 

After filling in the above fields, click the Next: Add Data button to add a resource. 
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15.2.Private Dataset 
 

If you wish to create a Private dataset, you need to pay special attention to the following fields: 

 

• Access: Choose private. Private datasets can only be accessed by certain users. 

 

• Searchable: Choose true or false.  

 

If you choose true the dataset will appear in the search results, whereas if you choose false the dataset will 

not appear at all. Since the user will NOT be able to interact with the private dataset it is preferable to set 

the value to false. If you wish to make the dataset available under (paid) contract, it is advisable to create 

another public dataset with a sample resource and provide purchasing instructions and your contact 

information in the dataset description. This way, the user will be able to browse the sample dataset, and 

contact you directly with her/his request. When you reach an agreement with the user, you can use the next 

field to give her/him access. 

 

• Allowed Users: Use this field to give access to a specific user. Ιf a user has acquired your dataset, you can 

add her/his username here to give her/him access to the specific dataset. You can add multiple users for 

each dataset using a comma. The specific dataset will appear in the user’s Acquired Dataset tab.  

 

You can use the above three fields (Access, Searchable, Allowed Users) to create datasets tailored to the 

needs of your customers that are ONLY visible to them. 
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15.3.Resources 

You can either upload a file or add a URL. If you click the Upload button, you need to provide the file from 

your computer and if you use the Link button, you need to provide a working URL (http, https, ftp, sftp).  

Please fill in the rest of the fields: 

 

• Name: Enter the name of your resource. 

• Description: Describe your resource in detail. 

• Format: Choose the file format of your resource. 

 

If you are finished, click the Finish button. If you wish to add another resource, click the Save & add another 

button. If you leave the page without adding a resource, the dataset will be saved as a draft and will only be 

visible to you in your Dashboard in the My Datasets tab. 
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16. Create Organization 
 

The creation of an organization is managed by the system administrator. If you wish to create an 

organization, you need to contact the system administrator using the contact form. You need to provide 

your username, the preferred name of the organization, and your phone number. 

 

Generally, organizations that are interested to add data to the National Access Point are requested to fill 

out a self-declaration form. By using this self-declaration form, organizations declare to which extend they 

adhere to the requirements set out in the Delegated Regulations regarding the quality and usage of the 

provided datasets. Extra verification may be required by the system administrator. You will be contacted 

within 2 working days. 

 

You can download a sample of the self-declaration in the relevant Information page section. 
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17. Data Requests 

You can create a data request to ask for data that are not published in the National Access Point. 

All data requests are public. 

To navigate to the Data Requests page visit the Information page by clicking the Info icon located in the top 

right-hand corner of the website. You can find the Data Request page link in the corresponding menu item 

in the sidebar. 

 

Please note that the Data Requests page acts as a public message board. Any personal details posted there, 

will be publicly visible. All requests will be moderated by the system administrator on a weekly basis. 
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17.1.View Data Requests 

In this page you can view posted data requests. You can also use the Search field to search for a specific 

request. You can view the request by clicking on it. If you are a registered user, you can add a new data 

request. 

If you are the owner of the data request, there will be a Manage button to edit the details of your request 

and a Close button to close the request. 
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17.2.Create Data Requests 
To create a data request please fill in the following fields: 

 

Title: Enter the title of your request. 

Description: Describe your request in detail. 

Organization: If you are a member of an organization, fill in the name of your organization. 

 

Click the Create Data Request button to create your request. 


