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Naming, structuring and organising
data
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Why?

® You :
‘I‘ « Easier to locate a file
« Find similar files together
* Moving files becomes much easier
« Easy to identify which files you want to back up
« Keep organized in the long-run
* Increases productivity
* Helps you to keep and maintain a record of the

project
@
‘w Someone else (& their machines) : Projects can easily be
understood

Sources : - https://datamanagement.hms.harvard.edu/plan-design/directory-structures
- Data Management: File Organization by Data Management Services.Copyright © 2022-04-12MASSACHUSETTS INSTITUTE OF
TECHNOLOGY is licensed under a Creative Commons Attribution 4.0 International License except where otherwise noted.
[https://creativecommons.org/licenses/by/4.0/]. Access at http://bit.ly/fileOrgSlides.
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® ° Naming Convention — General
° Guidelines

what not to do what to do

no long names Limite file names to 32 characters (or
less)

no special character use numbers and letters

(S7&()+=?\/1@*%{}[]<>#)

no space, hyphen or dash (-) between use underscore (_)

two words

Do not vary same information in the same order

same abbreviations and acronyms
same date format
= naming convention
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. . ¢ Naming Convention - Advices

Begin with a number Indicate the version number
Example : Example :
[number] _[foldername] [project] [filesubject] [subsubject] [date] _

[version].[extension]
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Naming Convention - Tools

— ExifToolGUI (Windows) : https://exiftool.org/gui/

— pyExifToolGUI (Linux/Mac/Windows) : https://github.com/hvdwolf/[ExifToolGUl/releases

Source : Batch File Renaming Tools by Christine Malinowski, MIT Libraries Data Management Services. Copyright © 2020-04-27
MASSACHUSETTS INSTITUTE OF TECHNOLOGY, licensed under a Creative Commons Attribution 4.0 International

License except where otherwise noted. [https://creativecommons.org/licenses/by/4.0/]. Access at
https://www.dropbox.com/s/pur3houuow3csk9/Handout BatchRenaming.pdf?d|=0
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® ° Folder structure : General
D o Guidelines
y ©

e Use folders to group files with common properties
* Keep raw data separate

* Include source code in processed data folder

* Not too deep a tree structure (max. 5 levels)

* Separate consent forms of different types

Source : https://library.bath.ac.uk/research-data/working-with-data/organising-data
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Source :
https://www.tiesdekok.

/folder-structure-

generator/

Folder structure : Tool

Folder structure generator for research projects

Please select the options below and press download!

Name of your project:

Include all folders?

Include a .gitignore file?

Which templates to include®?

| DATAZUR |
| Yes No |
| Yes No |
| Python Stata R |

Download Folder Structure

Some tips:

(1) it is best to use under_score or camelCase in the project name

(2) for Stata / R templates you need to manually change the PROJECT_DIR variable

31 "Include all folders?" —= refers to includina the "administrative”. "explorative”. and
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. ¢ fo ' |
' Folder structure : an example

Projet_Folder_name

01_Administrative 02_Raw_Data 03_Processed_Data 04_Literature 05_Publication README

01_Financial 02_DMP 01_Code 02_Output
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Files — Advice & Tool

— Organisation (spreadsheet) : 1 cell = 1 information

— Tool - File extension : FACILE (CINES) - https://facile.cines.fr/

AAC AAC Advanced Audio Codings [fmt/159] Format Mpeg-4 contenant uniguement un flux audio au format AAC.
AIFF PCM ?;Jrci::altnterchange Fle [fmit/414] [audio/x-aif, audio/x-aiff] Format audio contenant uniquement un flux PCM.
APNG é:;r;sltceg Portable Network [fmt/935] [image/fvnd.mozilla.apng, image/apng] LAPNG est une extension du format PNG permettant de réaliser des animations graphigues.
Farmat permettant de stocker des données géométriques sous forme de scénes (plusieurs objets combinés dans le
DAE UTF-8 o méme référentiel), et d'y ajouter des informations supplémentaires pour décrire la scéne et les objets (matériaux,
Collada [application/xml] ) . P . . . . . .
1.4.1 environement lumineux, animations, ...) ou pour ajouter des notions sémantigues (relations entre les objets,
découpage d'un objet en plusieurs éléments fonctionnels, etc...).
1FL;1C FLac Free Lossless Audio Codec [fmt/279] [audio/ogg, audio/x-flac] Format audio compressé sans perte.
GIF873 Graphics Interchange Format | [fmt/3] [image/gif] Format image pouvant contenir également des animations.
GIF 892 Graphics Interchange Format | [fmt/4] [image/gif] Format image pouvant contenir également des animations.
GeoTIFF gioggifn:f Tagged Image [fmt/155] [image/tiff] Format dérivé du TIFF contenant des Informations de géoréférencement et de géolocalisation.
HDF5 1.0 Hierarchical Data Format [fmt/286] Format de données 3 caractére scientifique.
HDF5 2.0 Hierarchical Data Format [fmt/287] Format de données 3 caractére scientifique.
Joint Photographic Experts ' ' . ) P
JPEG RAW Group - Raw JPEG Stream [fmt/41] [image/jpeg] Format de représentation compressée d'une image fixe.
JPEG2000 | JPEG 2000 ggr;;t]ﬁ STAmt | finagenip2] Extension du format JPEG.
JPEG 1.00 JBlTFEhotographlc Experts [fmt/42] [image/joeg] Format de représentation compressée d'une image fixe.
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README - A File to list them all, a File to
) ® ®ind them, a File to bring them all together

o ® and link them (in the in the structuring?)
>

— File .txt or .md

— Informations :
* Dataset title
e Author(s)
* Contact
» Date of last update
 Naming Convention (date format, abbreviations and acronyms...)
* Folder Structure
e Content of the dataset
 Methodological information (context of creation, reuse...)
* Any information relevant to the description of the dataset
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w 9 . . :
README - A File to list them all, a File to

® ®ind them, a File to bring them all together

D o ® andlink them (in the in the structuring?)
D

- Examples:
* Entrep6t Recherche Data Gouv :
https://recherche.data.gouv.fr/fr/categorie/33/guide/modele-de-readme

e MIT: https://www.dropbox.com/sh/ys6f4wi5vtcxpgd/AAA1fWWejy5-Ayp4-
yXbfltQa?dI=0

- Mandatory file for deposit in a distribution warehouse (like
https://entrepot.recherche.data.gouv.fr/dataverse/root)
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https://recherche.data.gouv.fr/fr/categorie/33/guide/modele-de-readme
https://www.dropbox.com/sh/ys6f4wi5vtcxpg4/AAA1fWWejy5-Ayp4-yXbf1tQa?dl=0

Source:
https://twitter.com/Kira

Hoeffler/status/136780
4034413920259/photo/
1

Conclusion

aall Data management tips

GOAL of good data management
— optimise the discovery & reuse of data

Questions to ask yourself

Are my files organised in a way that | can easily find what | am searching for2
What information would | need to understand and us

Could others understand and use my data?

Folder structure File naming

01_Project name

{(01Grant )
YYYY-MM-DD
major change minor change
} Ll URESOE 9 2 vyvv-yyvy

— PO5_RNAseq-bat3_v03-02_20210121_KH.csv

project  describing  version*  date initials

number/ name creator *if applicable
acronym*

General naming tips
for folders & files

use unigue, meaningful names
not too long (not >30-40 characters)
no spaces, dots, or special
01_Abstr D ny Ci characters (£'$%!"&*A()
hyphens (-) & underscores (_) to
ntroduction | S 7 separate elements
> too shallow
might
Ub By (organise th
: Friendly Reminder
Readme.txt Y,
oject € onth, day shallc

\ 5 9 > Comment your code!
ription e (e c ; @

Metadata

Which information is necessary to interpret,
understand, and use a given dataset?

readme.txt files Important information
used to describe Who ho
. folders, and files What is the
Which qu
References
How v
Why w
With whom
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Thanks!
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