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General information

Presentation slides and materials:
Link to HU-Box will be shared in the chat and afterwards again via e-mail 

Questions:

Either in the chat or via the blue hand below the list of participants

Website Research Data Management:

https://hu.berlin/dataman
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https://u.hu-berlin.de/dataman


Services of the research data 
management initiative

• Advice on handling of research data

• Communicating with and transfer to internal and external services

• Support for data management planning

• Workshops on research data management

• Information events within teaching for PhDs and students

• Cooperation with legal department and data protection officers
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Welcome!

What’s your name? 

What are your expectations for this workshop?
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Agenda for today

Findable

Accessible

Re-usable

4

File names and 
structuring

Storage and backup

Metadata and 
documentation
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Why research data management?

Own interests

• Good scientific practice

• Knowledge management/knowledge transfer

• Protection against loss of data

External interests

• Research funders

• Publishers

• Guidelines of research associations and university management
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Video: Data Sharing and Management Snafu in 3 Short Acts

https://youtu.be/66oNv_DJuPc
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Activity: What is your research data?

Go to www.menti.com and use the code 1808 6812

Tell us in a few keywords about the types of research data that you 
produce within your dissertation.

You can add as many types as you like/need.
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What is research data?

• No fixed definition of research data

• In general: „all data, that originate during scientific activity or serve as 
basis for research results“ (Kindling/Schirmbacher 2013)

Photos: Creative Commons CC0 Public Domain
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https://doi.org/10.1515/iwp-2013-0017


Principles of Humboldt-Universität zu Berlin

Research Data Policy Guidelines
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https://www.cms.hu-berlin.de/de/dl/dataman/fdt-guidelines
https://hu.berlin/forschungsdaten-policy


Policy

Research Data Policy
„Humboldt-Universität zu
Berlin has commited itself 
to establishing the means 
to enable this policy to be 

fulfilled.”

„HU researchers are committed to the 
secure storage, processing, 

documentation and preservation of their 
research data for the long term. 
Responsibility for ensuring these 

processes lies with HU staff in charge of 
research projects or programmes.“ 
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Discipline-specific policies

Some examples:

• Guidelines on the Handling of Research Data in Biodiversity Research

• Data Management in Psychological Science: Specification of the DFG 
Guidelines

• Provision and Use of Quantitative Research Data in Educational Research 
(available in German only)

• Research data management in the social sciences, behavioral sciences and 
economics (German Data Forum; available in German only)
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http://www.dfg.de/download/pdf/foerderung/antragstellung/forschungsdaten/guidelines_biodiversity_research.pdf
http://www.dfg.de/download/pdf/foerderung/antragstellung/forschungsdaten/empfehlungen_forschungsdaten_psychologie_en.pdf
http://www.dfg.de/download/pdf/foerderung/antragstellung/forschungsdaten/richtlinien_forschungsdaten_bildungsforschung.pdf
http://www.ratswd.de/dl/RatSWD_Output3_Forschungsdatenmanagement.pdf


Good Scientific Practice

• Principles that ensure a culture of
research integrity

• Duty for every researcher and every
institution

• Regulation on different levels
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Good scientific practice

Institutions 

• HU Satzung

• TU Grundsätze

• FU Satzung

• Charité Geschäftsstelle

Funding Agencies

• Deutsche Forschungsgemeinschaft. 
(2019). Guidelines for 
Safeguarding Good Research 
Practice. Code of Conduct. 
https://doi.org/10.5281/zenodo.39
23602

• European Comission H2020 Grant 
Guide
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https://gremien.hu-berlin.de/de/amb/2014/06/06_2014_20140130%20Beschlussversion%20Satzung%20Wissenschaftliches%20Fehlverhalten_DRUCK.pdf
https://www.tu-berlin.de/menue/ueber_die_tu_berlin/gesetze_richt_leitlinien/grundsaetze_zur_sicherung_guter_wissenschaftlicher_praxis_an_der_tu_berlin/
https://www.fu-berlin.de/service/zuvdocs/amtsblatt/2020/ab422020.pdf
https://www.charite.de/forschung/service_fuer_forschende/geschaeftsstelle_gute_wissenschaftliche_praxis/
https://doi.org/10.5281/zenodo.3923602
https://ec.europa.eu/info/funding-tenders/opportunities/docs/2021-2027/horizon/guidance/programme-guide_horizon_en.pdf


Guidelines for Safeguarding Good
Research Practice

Example DFG
• G 7: Cross-phase quality assurance

• G 8: Stakeholders, responsibilities and 
roles

• G 9: Research design

• G 10: Legal and ethical frameworks, 
usage rights

• G 11: Methods and standards

• G 12: Documentation

• G 13: Providing public access to 
research results

• G 14: Authorship

• G 15: Publication medium

• G 16: Confidentiality and neutrality of 
review processes and discussions

• G 17: Archiving
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FAIR Principles

• Findable
Research data should be easy to find.

• Accessible
Research data should be easy to access.

• Interoperable
Research data should be
interoperable with other systems.

• Re-usable
Research data should be reusable.

FAIR Principles:
https://www.go-fair.org/fair-principles/
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Research data lifecycle

Research idea

Creating and 
processing 

data

Analyzing data

Preserving 
data

Giving access 
to data

Re-using data

Source: UK Data Archive: Research Data Lifecycle. 
http://www.data-archive.ac.uk/create-manage/life-cycle
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http://www.data-archive.ac.uk/create-manage/life-cycle


File names and structuring
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So many boxes. I forgot to label my boxes.



File structure
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File structure
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File structure

• Clear directory structure
Meaning should be clearly visible; also for other researchers

• Hierarchical structures make finding easier:

Deliverable

01 Data

02 Code

03 Output

04 Publications

05 Poster

Raw data

Aggregate data
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Project

Administrative 
information

Archive



File naming
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Source: MANTRA – Research Data 
Management Training: 
Organising data. 
http://datalib.edina.ac.uk/mantra/organisingd
ata, [last access: 08.12.2020], the image is 
licensed under Creative Commons Attribution 
4.0 International (CC BY 4.0), 
https://creativecommons.org/licenses/by/4.0/

http://datalib.edina.ac.uk/mantra/organisingdata/
https://creativecommons.org/licenses/by/4.0/


File naming
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File naming

• Use conventions for file naming

• Document any naming conventions or used abbreviations

• e.g. [Project]_[Interview]_[Place]_[Person-ID]_[YYYYMMDD].mp4

• Use date/time stamps or a separate ID (e.g. v1.0.0) for each version

• The date should be at the beginning or end of the filename to facilitate 
sorting

• Avoid special characters { } [ ] < > ( ) * % # ‘ ; “ , : ? ! & @ $ ~

• Use the underscore (_) or capitalization of the first letter to separate 
names

• Check the file versions

• Put obsolete file versions separately after a backup

• A version control software can be very helpful (→ CMS support)
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GitLab

• For versioning of files and content

• Cooperative development of software code

• Registration via HU-Account

• Cooperation with external users possible (invitation and registration)

Website: https://scm.cms.hu-berlin.de

Research data management | C. Odebrecht & A. Herwig 26

https://scm.cms.hu-berlin.de/


Storage and backup
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I will need that back when you are finished,
that is my only copy.



Backup and security of data
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Backup and security of data

• Backup

• At least three copies

• Use at least two different systems

• One of the systems should be decentralized (cloud)

• Test the data recovery at the beginning and at regular intervals

• Protect your (sensitive) data

• Hardware (for example in a separate lockable room)

• Encrypt your files

• Use save passwords (→ KeePass)

• At least two people should have access to your data

CMS-
Support
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HU-Box

• Secure and mobile storage for files

• Automated backup

• Data is stored on HU servers

• Flexible access options for group work and sharing

• Integration as virtual drive possible (Drive Client)

• Ability to work with personal data within encrypted and password protected folders

• Collaborative writing with OnlyOffice in the browser version

Website: https://box.hu-berlin.de

Installation instructions: https://blogs.hu-berlin.de/hu-box/hilfe-faq/ (in German)
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https://box.hu-berlin.de/
https://blogs.hu-berlin.de/hu-box/hilfe-faq/


HU-Box
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File formats
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But is there a way to read the hexadecimal?



File formats

For long-time archiving files should be:

• unencrypted,

• uncompressed,

• non-proprietary/patent-encumbered,

• and in an open, documented standard

• More information on open file formats:
https://en.wikipedia.org/wiki/List_of_open_formats
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https://en.wikipedia.org/wiki/List_of_open_formats


Activity: Which file formats are
recommended for long-term archiving?

Please answer the Zoom survey!

36Research data management | C. Odebrecht & A. Herwig



File formats

Save files in a recommended format in addition to the original software format!

Good and detailed overview:

https://www.ianus-fdz.de/it-empfehlungen/dateiformate (in German)

File type Recommendation Avoid

Tables CSV, TSV, SPSS portable XLS, SPSS

Text TXT, ODT, HTML,
PDF/A only if layout is important

DOC, PPT, RTF

Multimedia Container: MP4, MKV
Codec: Dirac, FLAC, FFV1

Flash, MOV, WMV

Images TIFF, PNG, DNG, SVG GIF, JPG

Data exchange XML, RDF, JSON ODB, MDB, DBF
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https://www.ianus-fdz.de/it-empfehlungen/dateiformate


Documentation
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What is the content of the field called „Sam2“?



Activity: Writing a documentation

You will now be separated into two groups. In each group one object will be 
presented. The object and its use should be described as well as possible. 

Each group will receive a link to an editable document in the HU-Box. The 
documentation is to be noted there. 

After 10 minutes the breakout session ends and the other group checks the 
documentation for content and completeness. 
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Readme

• Documents the research process and the data

• Includes:

• Abstract

• Hypotheses

• Information on the collection of data (methods, units, time, place, devices)

• Measures for data cleansing (deletion of outliers, weighting)

• Structure of the data and its relationships to each other

• Explanation of variables, labels and codes

• Differences between different versions

• Information on access and terms of use
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Data Dictionary

A data dictionary can help you to keep track of your data:

File name Data Type Creator Date Description Rights Long-term 
availability

analysis1.xlsx Excel table John Doe 2015 First results from 
microscopy 
experiment

CC0 yes

worksite1.tif TIF image Jane Doe 2015/04/24 Image of worksite 
prior to excavation

CC BY no

worksite2.tif TIF image Jane Doe 2015/08/15 Image of worksite 
after discovery of 
object 1

CC BY yes

Object1.png PNG 
image

John Doe 2015/08/16 Object 1, discovered 
at worksite

CC BY yes
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Metadata
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Everything you need to know is in the article!



Example metadata

Source: Hubert, Frank (2006): Determinanten der Arbeitslosigkeit in der EU. Eine empirische 
Analyse für die Bundesrepublik Deutschland, Frankreich, Großbritannien und Italien. Version: 
1.0.0. GESIS Datenarchiv. Datensatz. http://doi.org/10.4232/1.8198
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http://doi.org/10.4232/1.8198


Metadata

An overview of (discipline-specific) metadata standards can be found here:

http://rd-alliance.github.io/metadata-directory/subjects

• Examples:

• Dublin Core (multidisciplinary)

• ISO 19115 (geosciences)

• Darwin Core (biodiversity)

• Data Documentation Initiative (social sciences)

• Support: Subject librarians of the University Library
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http://rd-alliance.github.io/metadata-directory/subjects
https://ub.hu-berlin.de/de/ueber-uns/kontakt/ansprechpartner/ansprechpartner-fachreferentinnen-und-fachreferenten


Questions?
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I think I cannot use your data.



Helpful tools

• Versioning: Git, Subversion, Bitbucket

• File formats: PRONOM, Wikipedia’s list of file formats

• Password manager: KeePass

• Data management planning tools: DMPonline, RDMO

• Electronic lab/field notebooks: Labfolder, sciNote, Rspace ELN, etc.

• E-learning modules: https://campus.hesge.ch/researchdatamanagement/ 
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https://git-scm.com/
https://subversion.apache.org/
https://bitbucket.org/
http://www.nationalarchives.gov.uk/PRONOM/BasicSearch/proBasicSearch.aspx?status=new
https://en.wikipedia.org/wiki/List_of_file_formats
https://keepass.info/
https://dmponline.dcc.ac.uk/
https://rdmo.aip.de/
https://www.labfolder.com/
https://scinote.net/
https://www.researchspace.com/
https://campus.hesge.ch/researchdatamanagement/


What to keep in mind

Lifecycle describes the process from data creation to publication

Find the balance between perfection and feasibility

Take advantage of the various support services offered by HU

Research data management offers

✓Trustworthy data

✓Reproducible data

✓Easier handling of large amounts of data

✓Generation of durable data
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Feedback

Rate this workshop and its content!

Please answer the Zoom survey.
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Thank you very much for your interest!

Carolin Odebrecht, research data management coordinator

Anja Herwig, data librarian

forschungsdaten@cms.hu-berlin.de

Further information about research data management

as well as our workshops and training:

https://hu.berlin/dataman

Follow us on Twitter @DatawomenHUB
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