
Request Data  

You must have an active NICHD DASH account and be logged into the system to request data 
from the NICHD DASH. You may request data from any study archived in NICHD DASH. Please 
consult the Data Request Checklist before requesting Data. You will be required to submit the 
following: 

1. Data Request Form signed by the Data Requester 

2. NICHD DASH Data Use Agreement signed by the Data Recipient and the Authorized 
Organization Representative (AOR) from your institution. Please see the NICHD DASH 
FAQs for additional information on the AOR. 

3. Institutional Review Board (IRB) approval, if required for the requested study data (as 
shown on the Study Overview page) 

Note: If you are interested in obtaining datasets from multiple studies, you 
will need to submit a separate Data Request Form, NICHD DASH Data Use 
Agreement, and IRB approval (if applicable) for each study.  

1. Add to Your Cart 

You can add data to your cart in a number of different ways. 

Option 1: “Explore Studies” Page 

From the “Explore Studies” page (outlined in “Explore Study” section) you can click the yellow 
“Add to Cart” button located on the right on each study. This will add all items associated with 
that study to your cart.  

Figure 1: “Add Study to Cart” from the “Explore Studies” Page 
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Option 2: From “Explore Datasets” Page 

From the "Explore Datasets" page (outlined in "Browse/Search Datasets" section) you can click 
the circle to the left of each dataset to select it. You can click “Select all items on Page” to 
select all of the items displayed on the page. Then you can click the yellow “Add [Number] of 
items to Cart” button to add the selected items to your cart. 

Figure 2: “Add Study to Cart” from the “Explore Datasets” Page 

Option 3: From “Explore Documents” Page 

From the "Explore Documents" page (outlined in "Browse/Search Documents" section) you can 
click the circle to the left of each document to select it. You can click “Select all items on Page” 
to select all of the items displayed on the page. Then you can click the yellow “Add [Number] of 
items to your cart” button to add the selected items to your cart. 
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Figure 3: “Add Study to Cart” from the “Explore Documents” Page 

Option 4: From the “Study Overview” Page 

Each study has a “Study Overview” page, which is accessible from any of the Browse/Search 
methods outlined in “Browse Studies/Search Data” Section. When you are on the “Study 
Overview” page, click on “Add Study to Cart” located below the study name. This will add all 
items associated with that study to your cart.  
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Figure 4: “Add Study to Cart” from the “Study Overview” Page 

You can continue exploring data after adding items to your cart. You can click “My Cart” at the 
top navigation bar to view all the items you have added to your cart, or click “View in Cart” 
from either the “Explore Studies” or “Study Overview” page for the items you have added. 

Figure 5: “My Cart” Button 

From the “My Cart” page, you can remove items previously added to your cart. You can either: 
• Remove individual items by expanding the “Show All Items” option and

clicking on the bin icon to the right of the item name.
• Remove the whole study from the cart by clicking on the ‘Remove all’ button

located above the status bar.
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Figure 6: “Delete from Cart” button  

2. Complete a Data Request

After you have added study items (datasets or documents) to your cart, you can start the data 
request process by following the instructions below. The status of each study request is also 
displayed in “My Cart” (i.e. ‘request required’, ‘request initiated’, and ‘request submitted’), 
which you can check at any time during the approval period. You will be unable to edit or 
delete a request after your request has been submitted. 

1. Click on “My Cart” located at the top right of the menu bar.

Figure 7: “My Cart” Location on Menu Bar 

2. Under the “Data Requests” tab, the study items in your cart are grouped by study. Click
on “Request Access” to initiate the data request.
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Figure 8: Requesting Access through the “My Cart” Page  

3. “Data Request Guidelines” pop-up window will provide guidance on how to access
Study Items. Click on “Continue” in the pop-up.

Figure 9: “Getting Access to Study Items” Pop-Up Window

4. If you have previously submitted a request, you will see a pop-up that asks if you would
like to use information from previous requests. If you select “Yes”, the “General”, “Request
Information”, and “Research Team” sections will be prepopulated with the information
you provided from the previous request you select from the dropdown list.
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Figure 10: Use Information from Previous Requests 

5. Complete the Data Request Form. The left-hand navigation pane will show you the
various sections you will need to complete to request data from NICHD DASH. All fields
marked with an asterisk (*) are required and must be completed to move on to the next
page. The General page of the online Data Request Form will be prepopulated with the
information you provided when you created your NICHD DASH account. Review the
information and then click “Next”.

Note: You may start and stop this process at any time, and resume at the 
section where you left off. Be sure to click “Save” at the bottom of the 
window you are working on so your work is available when you return. 
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Figure 11: “General” Page of Data Request Form 

6. The “Study Information” page of the online Data Request Form requests information
about the research study for which you will be using the data. Complete required fields
marked by an asterisk (*).

Figure 12: “Study Information” Page of Data Request Form 
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7. The “Funding Information” section of the “Study Information” page asks you to indicate
your funding source, which can be NIH intramural, NIH extramural, or other. You will also
be asked to include the Funding Institution, Funding Type and the Identifying Number
attached to that Funding Type.

Select your funding source. A dropdown list appears to select the funding institution. If the 
funding institution for this project is not listed, click “Click here to add an institution” and 
complete the required fields.  

Select the funding type, and enter the Identifying Number for your funding. 

If you select “Other” for the funding source or funding type you must specify the type of funding 
source or funding type in the required field. 

If your study has multiple funding sources and/or multiple identifying numbers, please make a 
new funding information entry for each funding source by clicking on “Add Funding 
Information”. 
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Figure 13: “Funding Information” Page of Data Request Form 

8. The Principal Investigator (PI) section asks information about the PI for your study. If you
are the PI, click on “Use information from my registered account”. The PI must register as
a user in NICHD DASH. They must also be registered under the same institution as the
person requesting NICHD DASH data for a study. If you are not the PI, select a registered
user from your institution from the dropdown list.  If the PI has not already created an
NICHD DASH account, please ask him or her to do so, and return to this section to
complete your request. There is a “Save” button located at the bottom of every page so
that you can return to your request and edit it.

9. The Authorized Representative (Institutional Business Official) section requests the name
and contact information for the Authorized Organization Representative from your
institution. NIH defines the Authorized Organization Representative as, “the individual,
named by the applicant organization, who is authorized to act for the applicant and to
assume the obligations imposed by the Federal laws, regulations, requirements, and
conditions that apply to grant applications or grant awards”. Please see the NIH Grants
Glossary page for additional details. This is the person from your institution with the
authority to sign your Data Use Agreement.  The Authorized Organization Representative
does not need to be registered in DASH. However if they are a registered user and you
enter their registered email address, the system will automatically populate the
appropriate user information.
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Figure 14: Principal Investigator and Authorized Representative 

10. Click “Next” when complete. This will save your work and move to the next page. You
may also click on “Save” to save completed sections without leaving the page.

Figure 15: Navigation Buttons 

11. The “Research Team” page asks for information about Affiliates, Associates, and
Collaborators.

• Affiliates are individuals within your institution, for whom access to Data is
required to carry out the Research Plan. Affiliates are permitted to access and
download Data directly from NICHD DASH. Note: All listed affiliates must be
registered DASH users.

• Associates are individuals employed by other institutions that will be allowed
to access data and will be covered under your institution's Data Use
Agreement. They will not be permitted by the DASH system to access or
download Data directly; instead, they must access Data only within your data
platform and must not download Data from your data platform to their own
local data platform or devices.
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• Collaborators are individuals at other institution under the supervision of other
Principal Investigators working collaboratively on the same research plan.
Note that Collaborators must submit a separate Data Request Form and sign
a separate DUA with NICHD.

Figure 16: “Research Team” Page of Data Request  

12. If no additional Research Team members require access, select “No” and then click
“Next”. Otherwise select “Yes” to add the appropriate Research Team members.
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• If affiliates from your institution will be using the data, select your affiliates from
the dropdown list and click on the “Add Affiliate” button. You may select
more than one affiliate. Affiliate names will appear below in the dropdown
list. To remove an Affiliate, click on the “X” to the right of the name.

• To add Associates and Collaborators, enter their institution and fill in the
required information.

Note: All affiliates must be pre-registered in DASH for their name to appear 
in the dropdown list. If you are unable to select an affiliate, save your work 
by clicking on the “Save” button and return to this page when your 
affiliates have registered. Do not continue to the “Generate Package” 
section until you have completed this section, as you will not be able to 
add affiliates to this request once your package is generated. 

13. When you have finished adding Research Team members names, click “Next.”

14. Read the information on the “Generate Package” page, and then click “Confirm and
Generate Package”. The system will generate a data request package and send it to
you via email. This package includes your NICHD DASH Data Request Form and Data Use
Agreement that require signatures from you and your Authorized Organization
Representative.

Figure 17: “Generate Package” Page  

Note: Do not make changes to or add information in the Data Request 
Package you receive. If you make any changes to your data request (e.g. 
adding or removing affiliates) after the system has generated the package, 
your request package will be invalidated, and you will need to generate 
your request package again. If there are changes to the request, login to 
NICHS DASH, make the changes to your Data Request and generate a new 
Data Request Package. 
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15. Please review all documents in the Data Request Package prior to requesting
appropriate signatures from your institution. The requester is responsible for coordinating
with all parties involved and collecting all signatures required to complete the data
request.

16. To upload the package after obtaining all necessary signatures, scan your documents
and log back in to the NICHD DASH system. Click on “My Cart” at the top of the NICHD
DASH homepage to begin. Next to the requested study, click “Edit Request”. You will be
directed to the “Upload” page.

17. Click the dashed boxes and select the appropriate file from your computer to upload
each required file. Each required file must be uploaded separately.  In the example
below, two of the three required documents have been uploaded.

Figure 18: “Upload Completed Data Request Package” Page of the Data Request Form 

18. Once you have uploaded your documents, click “Next” to move to the “Review &
Submit” page. This page shows all of the information you have entered thus far; please
carefully review this page for accuracy and completeness. Then click the “Submit”
button to submit your request.

19. Your data request will be reviewed by the NICHD DASH Data Access Committee and
possibly by a study-specific approval entity such as the Steering Committee of the study
you requested. You will be notified via email if any updates or additional information are
needed for your request. You will also be notified by email if your request is approved or
not approved. You may check on the status of your data request at any point from your
cart.
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