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1 The challenge

Typical situation:
e Large number of files, growing
e Many have to be checked or processed

e Number of sessions grows, each
with different workflow status

e Many different types of related files
e Different versions of the same file

e Different computers - individual laptops,
in the field, office, etc.
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1 The challenge

Question:

e How not to get lost in so many files,
and different versions of files, on
different computers and DVDs, HDs?

e People tend to underestimate the
importance of consistent solutions

e This are practical questions, not
scientific and even not specifically
documentation-methodological
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2 Organization of project files

Recommendations:
e Consistent naming of files
e ONE identical directory structure

(‘free’) for the project on all computers

e Create a virtual drive for this 'tree’
e Use an adequate file manager
e Regular backups and synchronizations
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2 Organization of files: names

All related files (e.g., same session) should

have similar file names, starting identically

DOBES conventions for names of sessions:
AWSDAM23Jun0201 (-S01)

Names of DMF and some intermediate files

were according to these conventions

Preliminar annotation files may be named

differently:
23Jun02-01-amanajup.sft

Final names of sessions and associated files

may be different, e.g., due to anonymization
153-biogr.sft
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2 Organization of files: one tree

.. .\ALDP\ can contain subfolders like:

Admin\ (Reports, Research Permissions,

Lists of files and sessions, Invioces...)
Contains folders such as:
VWS, FUNAI, Internal, Data, Financial

Papers+Results\ (scientific products)
Contains folders such as:
2008-06-DOBES-fi1 lemanagement

MPI-Corpus\ (the final data tree for uploading)
Media\ (all audio and video files, images...)
Data\ (files related to annotation and processing)

june 2008 DOBES - file management

2 Organization of files: one free

- . .\ALDP\Media\2002\ subfolders like:

Audio-Field\ (audio-files digitized in the field)
Contains files such as:
23Jun02-01-amanajup.wav

Audi1o-DMF\ (Digital Master-Files digitalized by the

MPT, each corresponding o one MD / cassette)
Contains files such as:
AWSDAM23Jun0201 .wav

Audio-Sessions\ (ready cut audio files by MPT)
Contains files such as:
amjp-biogr.wav

Photos\ (Digital Photos or scanned material etc.)
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2 Organization of files: one free

- - -\NALDP\Data\2002\ subfolders like:

Transcriber\ (Transcriber XML-files such as:)
23Jun02-01-amanajup.trs

Toolbox-texts\ (Toolbox databases for texts:)
23Jun02-01-amanajup-txt (Econv-generated)
23Jun02-01-amanajup.sft (AG-Syntax format)

Toolbox-1ists\ (Transcribed wordlists)

Print-out-versions\ (For RTF-files used for

elicitation and translation, such as:)
23Jun02-01-amanajup.doc
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2 Organization of files: one free
- - -\ALDP\Data\2002\ subfolders (cont.):

ELAN\ (Files converted to or annotated in ELAN)
23Jun02-01-amanajup.eaf

Metadata-work\ (Metadata files that have still

o be revised or completed, such as:)
AWSDAM23Jun0201-S01. imdi

Metadata-final\ (IMDTI files as uploaded)
153-biogr.imdi
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2 Organization of files: Drive P!
e Tt is not only useful to have the same
tree on all computers and other devices

e but also to have the tree always on the
same (virtual) device, for instance 'P:\'

e In this way, all links and configurations
(toolbox...) always remain correct

e Tt is possible to assign a device letter
such as 'P' to a directory (=folder),
using the program "SUBST"
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2 Organization of files: Drive P!

For instance, the command
SUBST P: D:\ALDP

creates the unit/virtual drive P:, which in fact
is the directory D:\ALDP.

I usually put little batch-files (....BAT) like the
following in the 'root’ directory of the tree.

r.

_g;b map-to-P.bat - Notepad

Fle Edit Format View Help

subst /D0 P
subst P
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2 Organization of files: Drive 'P:

The drives before mapping Root directory and batch file

‘4 My Computer Q@@ |/ 2000-D0BES-ALOP :...D.tﬁl
- — Fie Edt Vew Favoribes Took Hep Ir |
File Edit View Favorites Tools Help W

= Qeax - J D search i Foigers | (5~
O - & B SN Fokters | (]~ £3 WEW Prijects\ J000-DOBES-ALDP ~| @5
Adddress | i My Compiter v | B s y 1
. . | Admiry M
1H -
Hard Disk Drives 1
Dats | mega
&g System (C:
g System () ] v ] msrser
1\5} Piata {03 _J' g __II oobox
ﬁ IMDI-check.2p
Devices with Removable Storage h
~ MOk
@ o Wz
AL ovD-Ram Drive (€2
Other

v
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2 Organization of files: Drive P!

The drives after mapping Root directory of drive P:\
29 My Computer LIOEq| [~owmes [ =] X
Fle Edit View Favorites Tools Hep - o B P i B MR =

= Qe - F | Dsench = rolders [E>
© - ¥ Oseach [ Folders E\v g
Address | § My Computer ) Beo B
Hard Disk Drives &) [ hemn L s
| Data | Mecta
@ System (1) L - L
) ’_,' MPLKOLS | mysheet
g Data ©) -
| me | toctan
S Dats (1] E Big-stufap ﬁ POi-check.zp
Devices with Removable Storage E map-to-FBAT E G IMDI-thatk 20
F (Qf DYD-RAM Drive (E:) E oobe-0rg.Tp
Other ]
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2 Organization of files

With such a setting, it is easier to
synchronize two versions of the tree,
wherever the tree is located ...

e .. for instance on different computers
(even remotely, via ftp)

e .. or on a computer and a USB stick or
external HD (as backup, or for transfer)

e For synchronization and administration
of large quantities of files, I recommend
the 'Total Commander'
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3 Administration of data files

e Frequently, one needs to check a large
number of files

e It is useful to produce lists of files,
for instance for use with excel

e Using total commander, one can easily:
. search for files (e.g., of certain types)

. select the files and put them into a list,
even in different directories

« put their names (with paths) info the
clip-board
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3 Administration: listing files

select folders to search search options and results

T — | B4 Find Fites JOkA4
Lo [TEnt Sie  Dute = =0k
% Dif  200E06A1 1542 — Geoeral | Adwanced | Plugind | LoadGee
1 [Admin] <DIR>  00EO52TAD  — Saarhbor = = Farl search
1 [Ausarbeitangen] <DIR>  J00B5-18 1452 — Cancel
M [Diata) <DIR> 200811242041 — Searchin
I [Media] <DIF> 200407160300 — [ClRegEs Help

[5ea

[MyShse <DIf>  20BOR0EITNE — Semch
gl <0Olfe  200EO0B TS — ~

" [tealbos] <DIf>  2D0EMEEATAZ — LIFindjest
Cap-da-P BAT 25 00206081278 -
1 Big-stutt 1p ARTTRTR 20041122018 -
1IMBk-chash p HI3595 200801250780 -
4 0-IMDlchech p 2363679 20001260832 A=

Htoolbux-org zp 1063581 005-HB3HH  a- | ¢

FEIT S and O direchories Fousd]
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3 Administration: listing files

select files among matches paste list in spheadshee‘r

copy list into clipboard

] Templates.sdh ~ A2 -
4] PADatat 1992\ M eta data-markiShoeboxiem Texte sdb
[ PiDatai458i5ho chor-textsthal_ta-nat sdb

B PADabM#8RIShoshoxtrrtsimatazoamuijza.sdh

[ PADaEMSSEiShoeh oxdextsital_mamufi_1_E.sdh

[ PADatali#58i5 hoebor-textsial_manu]
PADatal 199 S ho nbrox-tustslial_mamuti

[ PADutali#REIS howhox-duxtsital_mamuti

2 PADabl R85 houbor-tertstial mamubi

4] PADutm\199E S hoebox-textsinl_mamuti 6

[ PiDatal 3585 hoobor-textalinl_mansull

B FADatalt#sEshonhox-detalial_mamutl_7_E

[ PiDakal| #5815 houbou-intalial_ manufi &

A PhDatal1988\Shoebox-tesdsikal_ta-w
A \

PA\Datay19984Shoebox-texts\kal_ta-wat sdb
PADatai19981Shoebox-texts\mgt-azoamuijza. sdb
P:\Datah 1998 Shosbox-textsital_mamuti_1_8.sdb
F:\Datah19984Shoebox-texts\tal_mamuti_2_8.sdb
P \Datah19984Shoebox-textsital_mamuti_3_8 sdb
FA\Data} 1998 Shoebox-texdsital_mamuti_4_8§ sdb
FADatal 1998 Shoebox-texds\tal_mamuti_5_8 sdb
P \Datah19984Shoebox-textsital_mamuti_6_8 sdb
FADatal 1998 Shoebox-texdsital_mamuti_7_8 sdb
PAData 1998 Shoebox-texdsital_mamuti_8_8 sdb
PADatai 1998 Shoebox-texts\kal_film_com.sdb
P:\Datat19984Shoebox-texts\kl-FB-1998-02-01.5db
F:\Datah 1999 Shoebox-texts\man_film_com_B.sdb
PA\Datah1999\Shoebox-texts\ta-wat sdb
PADatal1999Shoebox-texts\wideo-kal.sdb

PADatal 1999 Shoebox-textshywylkytingywo sdb

1PADatattesShoehor-listsiGmyar.sdb
4] PADakMEEShoehoxdistsknae:_di_wards_1.adb

%) PADa b SEHS ho s box-textsiF B-1553-B-Materialsanmung sdb.

& PADabal i8S hosbor-tuststhal film_comsdb

) PADaBM#8¥iShoeh oxdextsth -FB-1995-0f-Aweti_Anotagées.adh
2 PADatabi#52S ho ebox-textalh - B-1995-02-01,0 db

1 PADatl9951Shoebox-extsiman_fim_com_B.sdh

4 PADataMEsAS hoshox-textsiman: film_com_B-ald.sdb

© PADamlibChorhor-textsinwat sdb

[ PiDatakissEiShoho-textsideo-kal sdh

B PADatal RS hoshox-tetlpmykytingywo b

(4] PADatal200 14Prind-sut-versionsiBR-RAQ.SDE
RAQ-CEDE

=i

E

4F

)
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3 Administration: zipping files

Onecondopther ) e
wor‘k WiTh the Same S;f‘::;::‘:‘::l?t‘d‘Ilﬂ'fll:l:ul‘.il:ln
selection of matched |Zumrmsein e

f i I es [Clreate sef edracting archive

[ Create separate archives, one per selected file/dic

* needs edemnal packer

for instance 'zip' the | | S 0

files, pr‘eser'ving the ’an 2 : o
Tree-structure o e
. T L il e
emﬂlllng SUCh a le ghl_mull_z_s sdb 160963 200603150405 -
| i3 Sal_mamuti_3_§ sdb 138263 2006-01-14 2126 -
archive will help tfo s = mmmeeum -
mantainthetree  IZi  f i
on other computers
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3 Administration: toolbox datab.

Besides spreadsheets, one can use toolbox
databases for keeping track of:

e Sessions (each record contains related
files, basic metadata, action points etc.)

e Media files (each record has tape/DMF,
start + end times, status etc.)

e Annotation files (each record can keep
record of working progress, annotation
types, who worked on which file, etc.)
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3 Administration: toolbox datab.

Toolbox database for media files, browse view

@ Toolbox - [Media-files. 1db:2] ‘.‘.‘-‘ﬁ
B Fle Edt Dutsbase Propet Took Chadks Vew -

®

[t size e isess yme sl
kal_makawaja2 wa|2003-06-10-04 (004 57 [00:37:35 |388.450kb (043 | kal makawgja
kal_manioc_exp.m|2001-06-29-01 (0001:51:0 [00:15:30:5  |00:13:35 |166.543kb |007 ka}'_.rma'ot_exp -00:00:00,22 kal_manioe_exp.wav

kal_manioc_exp.w|2001-06-29-02 [00:0207:5 [00:15:470  |00:13:39 (141.172kb |007 &aL,rmJ’o:_g,\;g 00:00:00,22 kal_manioc_exp.mpg
aniocl.mpg |2001-08-02-04 |0100:260 |01:30:280 | 00:29:59 |365.712kb 045 | kal_manioc 00:00:01.02 kal_manioc Lwav

kal_maniocl wav |2001-08-07-02 |00:00:10:0 [0030:100  |00:30:00 (310.075kb |047 |kal manioc 00:00:01,02 kal_manioc Lmpg

kal_manioc2

kal_manioc2Zmpg | 2001-05-02-04 D1:56:540 | 00:26:25 |322.241kb |045  kal_manioe -00:00:01,68 kal_manioc2.wav

kal_manioc2 wav |2001-08-07-02 |0030:110 [00:56:350  |00:26:24 (272.865kb |047 |kal_manioc 00:00:01,68 kal_manioc2.mpg

kal_manioc3.wav [2001-08-07-02 [00:59:390 |01:17:140  (00:17:35 [18L.740kb 047 |kal_manioc

kal jocd wav  |2001-05-07-03 (0000090 |00:29:460  (00:29:37 |306.116kb 047 |kal_manioc

kal_manioc5 wav |2001-08-07-03 (0029470 [0100:000  |00:30:13 (312.317kb 1047 |kal_manioc
kal_manioc6. wav |2001-05-07-03 |01:00:00:0 |01:16:160 |00:16:16 |168.131kb (047 |kal_manioc
kal_manioc7 wav |2001-08-07-04 (0000000 [0005:58  |00:05:55 (61.672kb |019 |kal manioc
kal_menel.wav  |2003-06-26-01 (000000 (000030  |00:00:30 (5.169kb (035 |kal_mene
kal_meneZwav  |2003-06-26-01 (000025 |00:35:22  |00:34:57 [361.242kb (035 |kal_mene
kal_sham_myth-1.|2004-06-20-01 (00:26:07 |00:39:17  |00:13:10 [173.305kb |050 |ka{ sham_myth
kal_sham_myth_1.|2004-06-20-04 [003G:11  [00:5739  |00:21:28 (221.876kb (050 |kal sham_myth
kal_sham_myth-2,/2004-06-20-01 (003917 [00:58:26  (00:19:10 |252.055kb (050 |kal_sham_myth
kﬂ]_g]lmn_mﬂh_g_ 2004-06-20-04 |00:00:00 |01 0300 00:57:47 |597.326kb (0S50 .rmf_sﬁm_myfﬁ
kal_sham_myth-3.2004-06-20-01 |00:38:26  (00:5830  |00:00:12 |2.861kb (050 |kal sham_myth
kal_sham_myth_3./2004-06-20-06 (000000 (00:1508  |00:15:08 (156.417kb |050 |kal_sham_myth
kal_sham_myth_d4;2004-06-20-06 |00:1508 [00:15:54  |00:00:46 |7.924kb (050 |kal_sham_myth = [
R e = 3 |

o

weiname kal_manioc2.n 274|706 Matedain pr




3 Administration: toolbox datab.

Toolbox database for sessions, entry view

B Toolbox - [Sessions.1db:6] e DU
‘w B Datbase Frogect Took Checks Yew  Window Hep s x
G R ekl ] ) MY i fiter) -

\sess Session Mame bSSJnmiuc i
. \sessn old session name kal_manioc
- \bepos Browsable Corpus Positic Narr
. \bepath Browsable Corpus Path | fr-Ing-cluling‘'monolog/marr-053,
. ‘\opath old path From_ _and_cultureL
- Nndifide IMDI File AWSDVENOZAugi 04- 508 imdi
. \year Year of Taping 2001
. \media Media Types
- et Material

‘todo Tasks To Do

- \todoC Comment on Tasks

Audio Video

AD-ann-basic

This is one session that could be transcribed

earlier among the Kaluand-tales.

2005-10-30 : until 992 of part 2

Q- \Data2001 T ranseriberikal_manioc! trs

QD atal20H Transcriberikal_manioc2.trs
2005-05-4-Kal_manioc 1-a.0rs
2005-05-4-kal_manioc2-a.irs
frIng-chllinglmonsloginarr.083Annotationsi083_manioc4-X sdb
@:AData\2007\5hoabox-texts\kal_manioc1.sdb
fr-Ing-ciilinglmonsleginarr-08NAnnetations\0E3_manioc-2-X sdb
o \shiud] local shoebox file QAD, 1 sdb

- - Wimea time pweti =1800+895

.. Wimep Time Portsg =1800-+695

. . imee Time English

- \miname Media File Name

. \trser Transcription

- st Transcriber File

- \rst Transeriber File

- \rslt Translation

« rsht Translation

- shbod Shoebosx File

. . \shiefl local ehosbox file
- \shbod Shoebox File

0

kal_manioc1.mpg

kal_manioc2.mpg

kal_manioc3.mpg
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(eess 083 mandoc \idian kal_manioc 93/FIT Matndatn pri

- \miname Media File Name

« \miname Media File Name

4. Synchronization of computers
and backups
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4 Synchronization / backup

e It is essential to regularly synchronize
the different computers so that all have
the same current project tree (in 'P:\’)

e There are several tools for
synchronizing, I again recommend
the 'Total Commander'

e Synchronizing with an external HD
(or USB-pen-drive) is an efficient way
to backup project data
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4 Synchronization / backup

Selection of two analogous directories, see size

x:\".*l

[Name Ext
&L

(I [Intros+Manuals]
([demao]

[ [Installation]
CI[LIMA]

[ [Utiliies]
|J|azoamujza  wav
TiToolhox-intr. pps
& Toolhox-intro ppt
i Toolbox-intr.. rif
B Exercise prj
®lazoamujza  trs
|%)azoamujza  sdh

§52.800 2008-06-10 07:42

79.245 2008-06-10 07:42
2621536 2006-06-14 15:27
283648 2007-07-11 16:30
282624 2008-06-1015:14
27658 2008-06-10 09:00
2067 2008-06-10 12:22
877 2006-06-14 19:50
231 2006-06-14 19:59

::

Name Ext
&L

(I [Intros+Manuals]
[I[Installation]
(J[dema]

[LIMA]
[C[Utilities]
||azoamujza  wav
TiToolhox-intr. pps
& Toolhox-intro ppt
i Toolbox-intr.. rif
B Exercise prj
[@]azoamujza  trs
|%jazoamujza  sdb

ﬁma p-to-X bat

23 2008-06-10 10:13

| |Imap-to-x bat

) 018 iles, 015 dir(s)
une 2008

2621536 2006-06-14 15:27
283648 2007-07-11 16:30
282624 2006-06-14 17:32

27658 2008-06-10 09:00
2067 2008-06-10 12:22
877 2006-06-14 19:50
231 2006-06-14 19:59
23 2008-06-1010:13

0 018 files, 014 dir(s)
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4 Synchronization / backup 4 Synchronization / backup

Synchronize directories in TC Synchronize zip with directory in TC
gSynchronize directories i g@

Q Synchronize directories

~

= |~ | FiTaoLeox (=]

DASymmetrlc Show: )
ubdirs B AlChinizE, ubdirs E E]

Onlyselected
o g

gnore date ignare date
T Name Size Date <= Date Size Narme Thame Size Dale |#== Dale Size Name
~$olbox-intro-handout.Af 162 0806-10 07 26108 FF | MPI-Korpusir-Ing-ciflingimanologibingrAnnotationst
Toolbox-intro_ppt 260624 0806-10151428  FE 06-08-14 173250 262624 Toolbox-intro.ppt [ 010_autobiogr-full sft 55336 02-04-28 203830 ¥ 07-04-12 234346 55012 010_autobiogr-full sft
demainew-projectestToolbox, al
Dictionary.bd 83 060812004300 B 52,181 (80202 205304 [
Teads bd E7 07-02-16 001620 [ dpia de 010_autobiogrimdi backup 52247 08-03-22 223304 [
i demoineveprojecttestiT oolhoxSetinosy Cdpia de 010_autobiogr old.imdi 52 247 08-03-22 223142 [
Date.cct 3724 000924 18:1500__ B toolboxtbiogr
Date.Ing 1543 000924 181500 B 043_autobiogr-2 sft 202 273 08-04-29 2006 68 [ 07-08-10 112132 201 403 043_autobionr-2 sft
Default Ing 1306 03-08-1104:4132__ [
English.Ing 1306 000824 181500 B
MOF typ 30871 08-06-10 150252 B
MOF _AltH fyp 30444 08-08-10 150252
MOF _e.dot £§880 06-05-11 064306 B
MOF _eng.cct £845 000924 18:1500 B
MOF _eRtl.dot 67 584 06-05-11 06:45:44 B
MOF _fm.cot 9033 000824 18:15:00__ B
MOF _ger.cct £985 00:09-24 181500 B
MDF_HTML yp 7326 08-06-10150252 B
MOF _inz.ciot $339 00:09-24 18:1500__ B
MOF _n.dot 45056 06-05-11 06:47:34 |
MDF _nRt dot 67 584 06-05-11 064852 & >
Files faund: 36 (ldentical: 0, Different 1, Unigue left: 35, Unigue right: 0} Files found: 5 (ldentical: 0, Different: 2, Unigue left: 3, Unigue right: 0)

4 Synchronization / backup 4 Synchronization / backup

Compare content of fwo text files in TC Synchronizing in TC: actions and targets
|/ Compare contents Q@
CADOCUME~11Seball OCALS~11Temp_tcitoolboxibiogri43_autohiogr-2 st FAALLAwetitonlboxibiogri043_autobiogr-2.sft
Compare H Next difference H Preuious difference H Fant ] [ Gase sensitve i
= [ Binary [ lgnore repeated spaces Synchronize
Edit made @ B [ unicode [ 1gnore frequent lines

4023 :4DT 20/0ct/2005 4023:4DT 20/0ct/2005 : ] -
1052 PTEERICER | g 2 [V Leftta right: Copy 5 files, total size: 414.334 hites
4025:4ref 043_autobiogr-2:0345.253 4025:\ref 043_autchiogr-2:0945.253 K :
4026:\ELANEegin 945.253 402 6: \ELANBegin 945.253 FrALL et
4027:\ELANEnd 946.765 4027: \ELANEnd 946.765
4028 :\ELANParticipant 043 [4028: \ELANParticipant 043
4029:4Sort iperyzaiftu ete afhyn ne 4029:4Sort iperyezaiftu ete afuyn ne
[4030:4Sbfor *iperyzalftu ete afyn ne
4031:451lex #%% ete aflyn e
4032 14 5lxce #e% BD part fievid
4033 1\ Sfmer #Es Unr P Unm PE  Unm_PE
4034 :\ SEmngE *7 % at? {indef?] [indeed)
40352\ SEngl *7 % a? (indef?] (sierio)
403 6:
14037:4SglsP figuei adulto guando 14030:4SglsP figquei adulto guando Confirm ovenwrites
4036 SnngP_guando fiquei adulto 4031: 4 5ungP guando fiquei adulto
MO35 VDT 257 ipr/ 2008 4032:\DT 20/0ct/2005 oo e ;
TR TR (I Copy NTFS permissions (may need administrator rights)
4041:\ref 043_autobiogr-2:0546.765 4034:\ref 043_autobiogr-2:0946.763
4042 :\ELANBegin 946.765 4035:\ELANBegin 946.765 [ Ok l l Cancel ]
4043 :\ELANEnd 949.379 (o] [10%6:\ELANERd 545,379 -
lan44 -4 FLANPart irinant N43 X ana7.8 FraMpart i inant n4s
a1 (i3 | 2 june 2008 DOBES - file management
3 differences found




4 Synchronization / backup

e Using the possibility to change the
target directory, one can easily keep
older versions of deleted or changed
files as a backup

e The synchronization can be done with a
remote server (for instance, via FTP)

Get organized! Backup your datal
The sooner, the better..
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