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Biblioteca de la Facultad de Derecho y Ciencias del Trabajo Universidad de Sevilla. (n.d.). Teléfono de cordel [Ilustraciones pertenecientes al libro : El mundo físico : gravedad, gravitación, luz, calor, 
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Naming conventions

Project_instrument_location_YYYY-MM- DD_extra.ext

Index/grant conditions Leading zero!

s/n, variable
Retain 
order



Naming conventions

Include a date using the format recommended 
by ISO 8601: 
YYYY-MM-DD
Example:
2016-01-13

https://pixabay.com/en/photos/month%20calendar/



Avoid special characters and spaces

“ /  \ : * ? “  <  > [  ] & $

Use underscores (_) not spaces to separate terms

These characters have specific meanings in your 
computer's operating system that could result in 
misreading or deleting these files
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DataManagement_BD2K_2016-01-13_v1_NV

DataManagement_BD2K_2016-01-13_Final

•Save a copy of every version of a data file

•Follow a file naming convention

•Version control software 

Versioning
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Other considerations
•File directory
•Where do you save your files?

• Local computer
• Dropbox
• Box
• Google Drive

•Where do you backup your files?
•How do you prepare your files for long term 
storage?



http://www.ohsu.edu/xd/education/library/data/

For more info:
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