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The research data management lifecycle & webinars at UiT

Find the webinars on
the Research Data Portal 
under Upcoming events (link)

https://en.uit.no/research/research-dataportal/art?p_document_id=726396


Learning objectives for this webinar

Why is it important to structure and document your data?

How to do it in a persistent way?

Where to find more information and help?

Please feel free to interrupt for questions or comments!

Or use the chat to post questions and comments.



Why?

Do you know where your data are?

http://phdcomics.com/comics/archive.php?comicid=1323

http://phdcomics.com/comics/archive.php?comicid=1323


Why?

“..a systematic human error in coding the name of the files 
had been made during the extraction of 
the EEG template topographic maps 
best differentiating the two experimental conditions 
at the single subject level.”
http://retractionwatch.com/2014/01/07/doing-the-right-thing-authors-retract-brain-paper-with-
systematic-human-error-in-coding/

http://retractionwatch.com/2014/01/07/doing-the-right-thing-authors-retract-brain-paper-with-systematic-human-error-in-coding/
http://retractionwatch.com/2014/01/07/doing-the-right-thing-authors-retract-brain-paper-with-systematic-human-error-in-coding/


Why?

Heidi Seibold, CC-BY 
4.0, https://twitter.com/HeidiBaya/status/1579385587865649153 Scriberia, CC-BY 4.0 DOI: 10.5281/zenodo.3332807.

https://twitter.com/HeidiBaya/status/1579385587865649153
https://doi.org/10.5281/zenodo.3332807


Avoid data loss

Make sure your data are understandable
even several years from now

The most important elements:

• Data storage

• Structuring of files and folders

• Names on data files and folders

• Documentation of data: ReadMe and metadata

• The file formats



Plan the data structure early in the project – before you start 
collecting data.

Images created with DALL*E

How it started ………………………………………………….. How it’s going



Folder naming and organization

Folders can be useful to organize and structure 
your data

- especially when you have many files

Use a consistent strategy.

Main structure of data should be visible 

in the file names

=> also useful for archiving afterwards

Document file structure and naming convention 
(in a ReadMe file)

Field_trips_2020-08and09_Larus_count

Jack_Island_2020-08

Jane_Island_2020-09

Jane_2020-09_Larus_canus_count

Jane_2020-09_Larus_fuscus_count

Jane_2020-09_Larus_ridibundus_count

File names:

John_Island_2020-09



Names for files and folders

• Machine readable
• Use underscores ( _ ) instead of spaces

• Avoid special characters 

“ / \ : * . ? ‘ < > [ ] ( ) & $ æÆ øØ åÅ

• Human readable

• Files should be named consistently

• Descriptive, but short (< 25 signs)

• Use the international dating convention 

YYYY-MM-DD

❌

Joe’s notes from today.txt

Tromsø&Ålesund.txt

Mynotes_versjon1.txt

Mine notater ny.txt

figure 1.png

Thesis_DONTdelete_new_draft_final*_last_v2.txt

✅

Joes_filenames_are_getting_better.txt

Tromsoe_og_aalesund.txt

2023-02-10_notes.txt

2023-02-11_notes.txt

Fig01_length-vs-interest.png

PhD_thesis_2023_finalversion.txt

Inspired by Jenny Brian’s slides (link)

https://speakerdeck.com/jennybc/how-to-name-files


Use file names for sorting files by names

Sorted by date:
2020-08-01_notes_John.pdf
2020-08-31_observations_John.txt
2020-09-01_notes_Jane.pdf
2020-09-30_observations_Jane.pdf

Sorted by author:
Jane_notes_2020-09-01.pdf
Jane_observations_2020-09-30.txt
John_notes_2020-08-01.pdf
John_observations_2020-08-31.txt

Sorted by author:
Jane_notes_2020-09-01.pdf
Jane_observations_2020-09-30.txt
John_notes_2020-08-01.pdf
John_observations_2020-08-31.txt

Sorted on data type:
Notes_Jane_2020-09-01.pdf
Notes_John_2020-08-01.pdf
Observations_Jane_2020-09-30.txt
Observations_John_2020-08-31.txt

Sorted on data type:
Notes_Jane_2020-09-01.pdf
Notes_John_2020-08-01.pdf
Observations_Jane_2020-09-30.txt
Observations_John_2020-08-31.txt

Forced numbering:
01_Notes_John_2020-08-01.pdf
02_Notes_Jane_2020-09-01.pdf
03_Observations_John_2020-08-31.txt
04_Observations_Jane_2020-09-30.txt



Use file names for versioning

The Turing Way Community, & Scriberia. (2020). Illustration  
from the Turing Way book dashes. Zenodo. 
https://doi.org/10.5281/zenodo.3695300

Bruk heller: 

Larus_canus_counts_RAW

Larus_canus_counts_v001

Larus_canus_counts_v002

etc

CC-BY 4.0 Heidi Seibold 

Remember to document your changes in a ReadMe file

https://heidiseibold.substack.com/p/6-steps-towards-reproducible-research-d0f


projectX

00_ReadMe.txt

data_projectX

paper_projectX

RAW_data_projectX

clean_data_projectX

processed_data_projectX

00_RAW_ReadMe.txt
RAW_data_projectX_counts.txt
RAW_data_projectX_observations.txt

00_cleaned_ReadMe.txt
cleaned_data_ProjectX_counts_v001.txt
cleaned_data_ProjectX_counts_v002.txt

00_processed_ReadMe.txt
functions_analyses_ProjectX.R
processed_data_ProjectX_counts_v001.txt
processed_data_ProjectX_counts_v001.txt



?

Documentation

Why? 

To find, understand and re-use your data

For yourself - Also many years from now

For others – to understand and re-use your data correctly

"Lego Bricks Yard Sale" by JeepersMedia is 
licensed under CC BY 2.0.

"Lego Tower Bridge" by comedy_nose is marked with Public Domain Mark 
1.0.

https://www.flickr.com/photos/39160147@N03/12722868335
https://www.flickr.com/photos/39160147@N03
https://creativecommons.org/licenses/by/2.0/?ref=openverse
https://www.flickr.com/photos/23408922@N07/5340477326
https://www.flickr.com/photos/23408922@N07
https://creativecommons.org/publicdomain/mark/1.0/?ref=openverse
https://creativecommons.org/publicdomain/mark/1.0/?ref=openverse


Documentation

How?

ReadMe file = manual for your data

Human readable – important to 
understand and re-use your data 
correctly 

Metadata = data about your data

Computer readable – important for 
search and discovery of your data

When? 

During the entire lifecycle 
keep updated methodologies, code 
descriptions, lab notebooks, experimental 
protocols, provenance information for 
data, etc. 



ReadMe-file: manual for your data

Enough information to understand and re-use your data

A roadmap for future users that informs how the data was generated, modified, processed 
and how to use it in the future. 

Start documenting early, update continuously, in an open format (e.g. .txt file)

Have a look at ReadMe files in the repository where you are planning to archive your data 

DataverseNO ReadMe-template (link)

https://site.uit.no/dataverseno/deposit/prepare/#readmefile


ReadMe-file: manual for your data

General information about the project / dataset: 

Title, project period, description, funding sources, project participants, contact 
information.

Methodology: 

Data collection or generation data processing, data quality etc.

Data and file overview: 

File overview, file formats, relation between files, version of the dataset.

Data-specific information: 

Column headings, abbreviations, units of measure, contextual information 

About the dataset:

Terms of reuse, related datasets, data sources.



ReadMe file example from a dataset in DataverseNO (link)

https://dataverse.no/dataset.xhtml?persistentId=doi:10.18710/4YN9SZ


Metadata: data about data 

Metadata = description of data

Examples of metadata:

Author, title, description, …

Keywords

Geographical information

Standardized general metadata

e.g. international date format (e.g. ISO-8601): 
YYYY-MM-DD (2019-12-09)

Dublin Core (link), Data Documentation
Initiative (link)

Domain-specific standardized metadata

e.g. Darwin Core(link) = a standard for 
description of data on biological diversity.

https://dublincore.org/
https://ddialliance.org/
https://ddialliance.org/
https://dwc.tdwg.org/


Metadata : data about data 

Overview over different standards:

Research Data Alliance (link)

FAIRSharing.org (link)

Digital Curation Centre (link)

Tip: Have a look at metadata in the repository where 
you are planning on archiving your data. To see how 
they do it. "Metadata Sticks" by Gideon Burton

is licensed under CC BY-SA 2.0

http://rd-alliance.github.io/metadata-directory/standards/
https://fairsharing.org/standards/
http://www.dcc.ac.uk/resources/metadata-standards
https://www.flickr.com/photos/33895652@N04/3157622824
https://www.flickr.com/photos/33895652@N04
https://creativecommons.org/licenses/by-sa/2.0/?ref=ccsearch&atype=rich


Metadata example from DataverseNO (link)

https://dataverse.no/dataset.xhtml?persistentId=doi:10.18710/5JUYCJ&version=1.0


Preparing for archiving

• Selection

• Data necessary to understand and replicate the study

• Do not exclude negative data – meaning data that do not support the 

tested hypothesis

• Include raw version of the data and processed version(s)

• Anonymization and/or aggregation? 

• Anonymize personal data

• Provide your data in original AND preferred (persistent) file formats

• ensure the long-term use of your files

• Note: Webinars tomorrow & Wednesday (17 & 18 April 2023): How 

to archive
Scriberia, CC-BY 4.0 DOI: 10.5281/zenodo.3332807.

https://doi.org/10.5281/zenodo.3332807


Research data @ UiT

Preferred file formats

Characteristics of preferred file formats:

• non-proprietary

• open, with documented international standards

• in common usage by the research community

• using standard character encodings (e.g. ASCII, UTF-
8)

• uncompressed (space permitting)



Research data @ UiT

Archiving: Persistent file formats

See the User Guide of DataverseNO for more information (link)

http://site.uit.no/dataverseno/deposit/prepare/


User guide



Research data @ UiT

Two introductory videos

The research data 
management life cycle
(link to Vimeo)

The FAIR data principles
(link to Vimeo)

https://vimeo.com/499175914
https://vimeo.com/499175914
https://vimeo.com/499175914
https://vimeo.com/594562864
https://vimeo.com/594562864


Research data @ UiT

More information and help
UiT Research Data Portal (link)

• Tips

• Overview of webinars/courses

DataverseNO deposit guidelines (link)
• Tips on how to prepare and describe data

Email us! 

researchdata@hjelp.uit.no

"Help!" by lydia_shiningbrightly is licensed under CC BY 2.0

http://uit.no/researchdata
http://site.uit.no/dataverseno/deposit/prepare/
mailto:researchdata@hjelp.uit.no
https://www.flickr.com/photos/31917220@N07/4436324664
https://www.flickr.com/photos/31917220@N07
https://creativecommons.org/licenses/by/2.0/?ref=ccsearch&atype=rich


Research data @ UiT

Are you a Data Steward? 

Join our Data Steward Network!

Sign up! 

Join the Kick-off seminar 3 May!

More information on Tavla (link)

https://en.uit.no/tavla/artikkel/803298/kick-off_seminar_data_steward_network


Evaluation

We are constantly working to improve the content of our 
webinars. Feedback from you will be of great help to us.

Please answer our 2 minute questionaire (link)

Date: 16.04.20223

Course code: Research data

https://skjema.uio.no/ubevalen


researchdata@help.uit.no

Noortje Haugstvedt – Adrian Verhoef

CC BY 4.0Research data @ UiT

researchdata@hjelp.uit.no


	Lysbilde 1: How to structure and document research data
	Lysbilde 2: The research data management lifecycle & webinars at UiT
	Lysbilde 3: Learning objectives for this webinar
	Lysbilde 4: Why?
	Lysbilde 5: Why?
	Lysbilde 6: Why?
	Lysbilde 7: Avoid data loss
	Lysbilde 8: Plan the data structure early in the project – before you start collecting data.
	Lysbilde 9: Folder naming and organization
	Lysbilde 10: Names for files and folders
	Lysbilde 11: Use file names for sorting files by names
	Lysbilde 12: Use file names for versioning
	Lysbilde 13
	Lysbilde 14: Documentation
	Lysbilde 15: Documentation
	Lysbilde 16: ReadMe-file: manual for your data
	Lysbilde 17: ReadMe-file: manual for your data
	Lysbilde 18
	Lysbilde 19: Metadata: data about data 
	Lysbilde 20: Metadata : data about data 
	Lysbilde 21
	Lysbilde 22: Preparing for archiving
	Lysbilde 23: Preferred file formats
	Lysbilde 24: Archiving: Persistent file formats
	Lysbilde 25
	Lysbilde 28: Two introductory videos
	Lysbilde 29: More information and help
	Lysbilde 30: Are you a Data Steward? 
	Lysbilde 31: Evaluation
	Lysbilde 32

