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ORGANIZE YOUR DATA FOR
LONG TERM STORAGE (LTS) AT UNIL



Directive UNIL 4.5 – Traitement et gestion des données de recherche   

https://www.unil.ch/files/live/sites/central/files/textes-leg/4-rech/dir4-5-donnees-rech3.pdf


1. Informing and guiding you through the process of reorganizing and describing your 
research data in the form of explanatory documents called “readme file”.
2. Final validation of your readme file before data migration from the DCRS NAS to the 
LTS plateform.

Organize your data for long term storage on the DCSR NAS: personal
assistance during the data description process by C. Lebrand (UNIRIS) 

https://www.bium.ch/en/process-of-hosting-search-data-for-long-term-storage/

Count at least 7 days for an appointement and 15 days for the review and acceptance 
of your finalized readme file.

https://www.bium.ch/en/process-of-hosting-search-data-for-long-term-storage/
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Long Term Storage (LTS) caracteristics

• Free of charge (with security and backup)
• Time limit for storage duration (at minimum 10 years for published
data) with possible extension (1x).
• Restricted access (limited number of accesses to data on LTS and 
under request).
• Effective organization of your data under a project form
• Production of a Readme file (document describing the dataset
content) for each individual futur TAR subdirectory
• Naming rules for (TAR) subdirectories in the LTS directory
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In French: https://www.bium.ch/processus-dhebergement-donnees-de-recherche-stockage-a-long-terme/
In English: https://www.bium.ch/en/process-of-hosting-search-data-for-long-term-storage/

BiUM web page dedicated to Long Term Storage (LTS)

https://www.bium.ch/processus-dhebergement-donnees-de-recherche-stockage-a-long-terme/
https://www.bium.ch/en/process-of-hosting-search-data-for-long-term-storage/


Long term Storage of « cold data »
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- PI contact the Ci via the NAS 

DCSR dashboard before creating a 

new project directory on the Long-

Term Storage Platform (LTS). 

(see slides p. 7-10)

- E-mail will be sent directly to 

Cécile Lebrand (UNIRIS ) after
selecting «making a long term storage

request» on the NAS DCSR 

dashboard.

- C. Lebrand will contact you to make

an appointment within 7 days

- C. Lebrand will provide you

with guidance through the 

process of reorganizing and 

describing your data in the form

of explanatory documents called

readme file.

- Reorganize your data and 

eliminate obsolete data. 
Research data must be organized

around a given project (matched

with a funding, a specific theme, 

a publication, …).

- Complete a readme file for 

each distinct each data 

subdirectory and send it for 

final revision to Cécile 

Lebrand who should provide

you a feedback within 15 

days.

- In the event your readme
file is not considered

complete enough as to 

understand the nature of the 

data set, C. Lebrand will

send you an add-in request.

- Once your readme file has 

been approved by UNIRIS, 

the Computer Centre –
DCSR  will transfer your

data to the LTS platform 

with your readme file(s) 

included at the root of each

moved data subdirectory

https://conference.unil.ch/research-resource-requests/
mailto:researchdata@unil.ch
https://www.bium.ch/wp-content/uploads/2022/02/20211103_Template_LTS_Description_EN_CJ_CL.docx
https://www.bium.ch/wp-content/uploads/2022/02/20211103_Template_LTS_Description_EN_CJ_CL.docx
mailto:researchdata@unil.ch
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Connect to your NAS DCSR dashboard via your SWITCH 
UNIL account

Use the DCRS dashboard interface 
to ask for Long Term Storage (LTS)

https://conference.unil.ch/research-resource-requests/

https://conference.unil.ch/research-resource-requests/
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Use the DCRS dashboard interface 
to ask for Long Term Storage (LTS)

https://conference.unil.ch/research-resource-requests/
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Contact UNIRIS directly via the dashboard before creating a new 
project directory on the LTS Platform

Add a commentary if necessary and click on the send button

This button opens a prefills e-mail that will be sent directly
to C. Lebrand via the address researchdata@unil.ch.

mailto:researchdata@unil.ch
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E-mail send directly to UNIRIS

The prefills e-mail will be sent directly to C. Lebrand via the 
e-mail address researchdata@unil.ch.

mailto:researchdata@unil.ch


UNIRIS help for organizing your data for long-term storage
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C Lebrand  will contact you to make an appointement within 7 
days.

She will provide you with guidance through the process of 
reorganizing and describing your data in the form of explanatory
documents called readme files.

During this process, you will be able to give a temporary
access to your data stored on the DCSR NAS to C. Lebrand via 
the interface on the homepage and using the e-mail address: 
cecile.lebrand@unil.ch

https://www.bium.ch/wp-content/uploads/2022/02/20211103_Template_LTS_Description_EN_CJ_CL.docx
mailto:cecile.lebrand@unil.ch


Organize your data for long-term storage
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Reorganize your data and eliminate obsolete data.

Research data must be organized around a given project (matched
with a funding, a specific theme, a publication etc.).

The size of the data volume to be archived is free up to 5 TB per 
subdirectory (TAR folder) in the LTS directory. For larger
volumes per subdirectory, this is possible, but the researcher
should contact DCSR to examine the constraints this creates on 
our storage systems. The DCSR will create the zip TAR folders.

Each TAR subdirectory has to comply to naming rules and should 
be accompanied by an independent readme file. We suggest to 
create a general Readme Template that can be shortly adapted to 
each individual TAR subdirectory. 
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The length of the folder name must not exceed a maximum of 40 characters according to the 
rules below
• Numbers from 0-9
• Letters a-z
• Letters A-Z
• Hyphen ( - ) OK but not at the beginning or end of the directory name
• Underline ( _ ) OK but not at the beginning or end of the directory name
• No white spaces
• No accented characters or symbols

The naming rule only applies to the first sub-folders in the LTS directory. The Tar archive files 
created from these directories will have the same name. Within these directories the names of 
the files and data directories are free. However, no personal names should be used.

Naming rules for individual (TAR) subdirectory in the LTS directory



14 readme file 

Readme File

https://www.bium.ch/wp-content/uploads/2022/02/20211103_Template_LTS_Description_EN_CJ_CL.docx


15 readme file 

Readme File

https://www.bium.ch/wp-content/uploads/2022/02/20211103_Template_LTS_Description_EN_CJ_CL.docx
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Readme File



17 readme file 

Readme File

https://www.bium.ch/wp-content/uploads/2022/02/20211103_Template_LTS_Description_EN_CJ_CL.docx


Data recovery of TAR subdirectory from the LTS platform 

in order to work with your data on the NAS DCSR
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Request at least 7 

days in advance.

Limited number of 

access with the 

possibility of retrieving

data stored in individual

LTS TAR subdirectory

(one request once a 

month, data stored for at 

least a minimum period

of one month).

No direct access but 

official request/ticket 

to the DCRS via the 

NAS DCSR 

dashboard.

Select « retrieving

data from Long 

Term Storage)

(see slides p 19-21)

Once the request is

made to DCSR, the 

time required to 

process the demand

will depend on the 

complexity of the 

data to be processed.
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https://conference.unil.ch/research-resource-requests/

Contact the DCRS via the dashboard to recover data 
from the LTS Platform

https://conference.unil.ch/research-resource-requests/
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Add a commentary if necessary and click on the send button

This button opens a prefills e-mail that will
be sent directly to the DCSR

Contact the DCRS via the dashboard in order to 
migrate your data from the LTS to the DCSR NAS
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• The prefills e-mail will be sent directly to the DCSR
• Once the request is made to the DCSR, the time required to process your

demand will depend on the complexity of the data to be processed.
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Cécile Lebrand, PhD

Responsable du service de soutien pour la gestion des publications et des données de recherche FBM
Bibliothèque universitaire de médecine du CHUV

Data steward, UNIRIS, UNIL

researchdata@unil.ch
https://www.unil.ch/uniris/home/menuinst/donnees-de-recherche.html

mailto:researchdata@unil.ch
https://www.unil.ch/uniris/home/menuinst/donnees-de-recherche.html

