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Here you can see 
the DepositOnce 
start page after 
login.
On the left, there is 
the menu bar 
(marked in blue 
here)

https://www.tu.berlin/
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Option A: 
Data upload:
Menu > New > Item

https://www.tu.berlin/


page 4
Publishing in DepositOnce - Quick guide with screenshots

Option A: 
Data upload:

In the following pop-
up window, you can 
choose - depending 
on your file type -
between text or 
research data.

Publications = e.g. 
article, dissertation, 
etc.

Research data = e.g. 
measurement data, 
software, etc.

https://www.tu.berlin/
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Option B: 
Data upload:

Account icon > "My 
DepositOnce" > see next 
page

Maxi Mustermensch(m.muster@tu-
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Option B: 
Data upload:

In the following pop-
up window, you can 
choose - depending 
on your file type -
between text or 
research data.

Publications = e.g. 
article, dissertation, 
etc.

Research data = e.g. 
measurement data, 
software, etc.

https://www.tu.berlin/
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Once you have 
selected the correct 
collection for your 
data, this form will 
appear. Here you can 
enter metadata used 
to describe your 
submission on a 
deeper level.

Please note that 
certain metadata is 
mandatory.

It’s always possible to 
save the progress of 
your submission 
during editing.

https://www.tu.berlin/
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First of all you define 
what kind of data you 
are submitting (here 
you can see the 
selection options for 
research data).

https://www.tu.berlin/
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Under "TU Berlin Affiliation" 
you select the Chair you 
belong to. To do so, you can 
either use the directory tree or 
the search slot. 

If your Chair is not listed yet, 
please contact 
team@depositonce.tu-
berlin.de. 

https://www.tu.berlin/
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You can use the "+ Add 
more" buttons to add 
more authors and other 
contributors.

https://www.tu.berlin/


page 11
Publishing in DepositOnce - Quick guide with screenshots

Make sure to specify 
the language for each 
title and abstract of 
your item.

https://www.tu.berlin/
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You can also specify 
the language for the 
freely definable 
keywords and, in this 
way, assign keywords 
in several languages.

https://www.tu.berlin/
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When assigning the 
Dewey Decimal 
Classification (DDC), 
i.e. a subject group 
that matches the topic  
of your submission, 
either use the 
directory tree or the 
search slot. 

You have to describe 
the subject of your 
data up to the third 
level of the hierarchy.

https://www.tu.berlin/
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Third-party funding 
sources or relations to 
other published files 
are optional.

You can use the 
internal notes field if 
you have a message 
for the reviewers of 
your submission.

https://www.tu.berlin/
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As the copyright 
holder, you have the 
option to license your 
item.

Explanations of the 
individual licenses can 
be found under 
https://depositonce.tu-
berlin.de/info/help_en
g#Licenses.

https://www.tu.berlin/
https://depositonce.tu-berlin.de/info/help_eng#Licenses
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Now you just have to 
attach your files to the 
metadata record. For 
uploading the files you 
can use the area above 
the form. Open your file 
folder by clicking 
"browse".
Another possibility is to 
pull your files from your 
already opened folder on 
your desktop over to the 
marked area of the form.

Make sure that you only use open file formats 
that are not proprietary but free to use. 
Recommendations for file formats can be found 
on our help pages: https://depositonce.tu-
berlin.de/info/help#Dateiformat.

https://www.tu.berlin/
https://depositonce.tu-berlin.de/info/help#Dateiformat
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As soon as you have 
accepted the privacy 
policy and the Deposit 
license at the end of the 
form, you can finally 
submit your file. The 
DepositOnce team then 
will do a formal review of 
the data and finally 
approve it in the 
repository. 
You will be informed by 
email about the 
publication.

https://www.tu.berlin/
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My DepositOnce:

Here you see all of 
your submitted and 
published data as well 
as your saved drafts.

Maxi Mustermensch(m.muster@tu-

https://www.tu.berlin/
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