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MUST-KNOW DATA
MANAGEMENT TIPS
FOR RESEARCHERS

Learn about your institution’s data

management policy to find out about

the guidelines you should follow.
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2 Create a data management plan to

determine how you will manage, store,

analyze, or share your data.

3 Use non-propriety, open formats to ensure

easy accessibility of data when storing or

sharing it.

4 Label your files with simple, short, and

descriptive names to make it easy to

retrieve data.

5 Add metadata – time, location, description,

keywords, creator – to your data as it

makes it easy to track and re-use data.

6 Keep track of all the versions of your data 

to eliminate confusion when multiple

people work on the data over a period 

of time.

TIME:
LOCATION:
CREATOR:

Keep track of the latest storage and

media formats that you can use to avoid

data loss due to outdated media formats.
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Explore digital tools to manage and share

your data more efficiently, especially

when dealing with large datasets.

Update your device's virus protection

software regularly.

Store your data in more than one location

and create a backup on cloud storage.
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