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DATAVERSE GUIDELINES FOR DEPOSITORS 

 

The data are deposited to the digital ADP Data Collection on Dataverse: 

https://dataverse.adp.fdv.uni-lj.si/.  

 

The deposition may be carried out by anyone authorized by the author of the 

study, and not necessarily by authors themselves. 

 

When filling in the form, use the explanation in the field with a question mark (?); place 

your mouse pointer over the field marked with a question mark (?) and a window will 

open with instructions on what information to enter in the required field. 

 

Change language to English. 

 

1. Registration 
 

To access Dataverse, you must sign up or log in.   

 

 
 

Option 1: Registration with the account (AAI) via an institution >> Log In >> Select 

an institution >> Continue 

 

 
 

The path leads to the institutional login interface. An example of login with an 

account of the user at the University of Ljubljana.  

https://dataverse.adp.fdv.uni-lj.si/
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If you would like to register without an insititutional interface, you are required to 

create your own Dataverse account. 

To do this, go to >>Log In >> click on the link below the button >>Other options 

>>Sign up for a Dataverse account (or via option 2) 

 

 
 

Option 2: Registration to obtain Dataverse account >> Sign Up >> enter data >> 

Create an account 
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Once you have created a user account, you can log in again to access your research 

or enter new research using option 1 >>Log In>> institutional interface or by 

clicking on the Username/Email button and enter your data. 
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2. Deposit study 

 

Find ‘Add Data’ button and select ‘New Dataset’.  

 

 
 

 

DEPOSIT AGREEMENT 

 

‘DEPOSIT AGREEMENT’ is opened, which serves as a contract between ADP and 

the depositor.  

Fill in the required fields and agree to ADP's general terms and conditions. When 

you are finished, click on the 'Accept' button. 
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A form for the metadata description of the study opens, divided into four thematic 

sections. 

 

STUDY METADATA 

 

1. CITATION METADATA 

2. GEOSPATIAL METADATA 

3. METHODOLOGY 

4. FILLED IN BY ADP WITH ARCHIVE INFORMATION 

 

When entering data for the first time, you must fill in the mandatory fields (marked 

with *) in each section. Only after filling in the mandatory fields, you will be able to 

save your study. 

You can change or add to the content of all fields later. 

   

Once you have entered the metadata at the bottom of the form (below the file upload 

field), click on 'Save Dataset'. Once the survey has been saved for the first time, the 

button will change to 'Save Changes'. 

 

For each subsequent entry, you must also always save your changes before 

logging out of the application. 
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The first set consists of citation metadata and basic information about the 

origin of the study. 

 
*Asteriks indicate required fields 

 
 

The screenshot shows only part of the fields. 

 

The second set contains geospatial metadata. 
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The third section consists of methodological data. 
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The fourth section is completed by ADP. 

 

You can also save your metadata (using the 'Save Changes' button at the bottom of 

the form) and continue filling in the form later. To continue entering data, open your 

study by clicking on its title, then click on the 'Edit Dataset' button in the upper right 

corner and select 'Metadata' from the drop-down list. 

 

 
 

Or click on the 'Metadata' button >> 'Add + Edit Metadata' 

 

 
 

The first set of metadata (for citation) will open; open the others by clicking on the 

gray bar of the set. 

 

Don't forget to save your changes each time. 

 

3. Deposit digital objects 

 

Once you have entered and saved the metadata, you must upload all digital objects, 

i.e., files related to the research (data, measuring instruments, and other 

accompanying materials). 

 

UPLOADING FILES 

 

To do this, first click on the "Files" button and then on the "+ Upload Files" button 

on the right. 



V1.0, 1. 12. 2025                                                                            TECHNICAL GUIDELINES  

 

 
 

A new window will open where you can upload files by dragging them from your 

directory to the marked area or by clicking on '+ Select Files to Add' in the upper left 

corner. 

 

 
 

 

Please note: When uploading an SPSS data file, you must select the appropriate 

display language before saving the entry. If you do not do this, you will have to 

delete the entire entry, re-upload the file, and fill in the metadata for the material. 

Procedure: 

- upload the *.SAV file 
- when entering metadata about the file, click on the three parallel dots on the 

right-hand side, select "Advanced Ingest Options" from the list → "Select 
Language Encoding" → East European → Central European (WIN-1250) → 
Save Changes 
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FILE METADATA ENTRY 
 
When you upload a file, you must also fill in the metadata. You can upload all 
files at once (saving as you go) and then enter the metadata for each one 
separately, or you can enter the metadata as you go.  

The following metadata fields must be completed:  

FILE NAME - It prints automatically. 

TITLE OF MATERIAL - Enter the address of the digital object. 

The title entered will be part of the citation. If the digital object does not have its own title, 
enter the title of the study you specified in the "study metadata" with a note on the type of 
digital object. E.g. "Study on the ecological challenges of the Mura River, 2017. Information 
letter." 

AUTHOR(S) - Enter all authors of each digital object. Add them by clicking on the 
"+" on the right-hand side.  

YEAR - Enter the year when the digital object was created. 

DESCRIPTION – Add description of digital object, if necessary.  

TYPE OF MATERIAL – Select the type of digital object from the drop-down list.   

SHARING - Select the sharing method of the digital object from the drop-down list. 

- Publication (digital objects that will be available to users upon publication of 
the study) 

- Archival copy 

- Inspection copy 

ACCESS CONDITION - If the digital object will be published in the ADP Dataverse 
Collection, the type of access and license must also be specified for each individual 
digital object. Select one of the options: 

- Access without registration – the file is accessible without prior registration (use 
determined by license) 

- PUF – Public Use Files (access upon registration) 

- SUF – Scientific Use File (available upon request) 

- ScUF – Secure Use File (available upon request) 

LICENCE – Select the licence from the drop-down list: 

- CC0 – Creative Commons Zero 1.0  

- CC BY Creative Commons Attribution 4.0  

- CC BY-NC – Creative Commons Attribution – NonCommercial Licence 4.0   

NOTES - Additional important information about the file that could not be entered 

elsewhere. Here you also provide information about any embargo on the file. Example: 

Embargo until _date. 

! For all accompanying materials, "Access without registration" is 

recommended! 
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Once you have entered all the metadata, click »Save Changes«. 

 

 
 

If you first upload all digital objects and then want to enter their metadata, or if you 

have already entered metadata and want to edit or add to it, you can do so by selecting 

the desired file from the list of all files as follows:  

- select the file by clicking on the square on the left and then click on the "Edit 

Files" button, selecting "Metadata" from the drop-down list; 

- select the file by clicking on the square on the left, then click on the three parallel 

dots on the right and select "Metadata" from the list. 

 

Follow the same procedure if you want to delete a file, selecting "Delete" from the 

drop-down list. 
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The 'Terms' tab is completed by ADP. 
 

4. Submit the study for review 
 

Once you have entered all the metadata of the study, added digital objects, and tagged 

them with metadata, submit the entire study for review. To do this, click on the button 

»Submit for Review« button. 

 

Once you have submitted your study for review, you will no longer be able to 

edit it until the review process is complete.  
 

 

 
 

 

If you conducted your survey using the 1KA online tool, please also send us the 

questionnaire export in *.1ka format. 
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