TO EVERYONE IN THE BRAIN AND LANGUAGE LAB:

Organization of the On-Line Document Filing System (OLDFISH): All documents are filed analogously to our hardcopy filing system, by last name of first author. There is a directory for each author (e.g., Smith_Ronald_Q), which is under another directory representing the first letter of the last name (e.g., S). At the top level in each author directory are those softcopy documents  (e.g. Word, PPT, PDF files) that have also been entered into Endnote, including articles (whether draft, submitted, in-press or published), conference or other presentations and talks, conference abstracts, books, dissertations, book chapters, and so on.  The Endnote entry for that document contains a hyperlink to this softcopy file in OLDFISH, under the Endnote field “Softcopy own”.  If we also have a paper copy (in the paper copy filing system; i.e., in the filing cabinets in the library), the “Paper copy own” field will contain “yes”.  Documents that are not entered into Endnote (e.g., random notes by or about the author, or a list of references by the author) will be in a subdirectory under the author’s directory, called “Other”.  

Most members of the Brain and Language Lab have read-only access to the documents in OLDFISH.  This will lower the likelihood of people deleting or modifying files. You can always copy a document to somewhere else (e.g., your local disk, or your home directory) if you want.  If you want to put a new document into OLDFISH, just put it into the directory “DOCUMENTS TO BE FILED”. A Work-Study student will then file it away into OLDFISH. (The only other people who have write-access to OLDFISH are the Lab Manager and Michael.)  

If you want a Work-Study student to acquire new documents (papers, etc.) for you, put your requests in a file in the directory “REFERENCES TO ACQUIRE”.  The file name should have the format “User-Date-Priority” (e.g., Ullman-June-21-2002-Today, Walenski-May-12-2003-ThisWeek, Steinhauer-Jan-2004-ThisMonth). Any comprehensible date format is fine. The Work-Study students will check this directory, acquire the documents for you, and enter them into OLDFISH and Endnote.  You can also request new documents by email: Please do NOT email any RA or the Lab Manager; rather email the “administrative” email address brainlangrefs@georgetown.edu. Mark these refs with their appropriate priority in the subject field of the email message. Alternatively, you can put a list of references marked on paper in the tray marked Brain and Language References. 

From now on, if we can find a soft copy document, we will only file that away (in OLDFISH), and NO LONGER MAKE A PAPER COPY.  You can always make a paper copy for yourself if you would like, BUT PLEASE DO NOT DO SO UNLESS YOU REALLY NEED IT, to save money and for environmental purposes.  Thus if you request a document, the Work-Study students will attempt to find a soft copy of it, even if you have given them a paper copy.  If a paper copy exists that can be directly filed into our paper copy filing system, that will be done, but otherwise, no hard copy will be made.

Because Endnote will have hyperlinks to more and more documents, you should start using it as a database of our references. This means you can always/often have it open.  In order to prevent users from deleting or modifying Endnote entries, most Brain and Language members will only have read access to our Endnote reference database. The same people as listed above will have write access. Note that "Ullman Lab References" has been moved from Public 4 to the OLDFISH directory.
TO THE WORK-STUDY STUDENTS;

All softcopy documents should be filed analogously to our hardcopy filing system: By last name of first author.  

There are two types of softcopy documents that can be put into the on-line filing system:

1) Documents that can and must be entered into Endnote: These include articles (whether draft, submitted, in-press or published), conference or other presentations and talks, conference abstracts, books, dissertations, book chapters, and so on. See below for details on which documents should be entered.  For each such document: 

(a) Put it in the directory under the first author. See below for author directory and document file naming conventions.

(b) Enter all information about the document into Endnote. Ideally, but not necessarily, this information will be imported from on-line databases (e.g., Medline, Knowledge Finder, Georgetown Library Article Indexes and Databases).  The imported Endnote entries will often have abstracts.  If you are manually entering the information, you do not need to type in the abstract. 

(c) Enter into the “Softcopy Own” field the URL of the softcopy document on our local system here.

2) Documents that do not need to be, or cannot be, entered into Endnote: These include list of references for a particular author, random notes by or about the author, etc. These documents:

(a) Should be filed under the sub-directory “Other” under the author’s directory.

(b) Do not need to follow any specific file naming convention. Either leave the file name as it is already, or give it some reasonable/logical file name (e.g., “Clahsen list of refs”).

Notes on Endnote:

[Kaori TODO (note field-name change from Software Copy to Softcopy):  add field to endnote, on all computers (Kaori: delete this entire track changes comment when this has been completed)]
All new entries in Endnote should have either “Softcopy own” or “Paper copy own”, or both, filled in. If we have neither, please fill in “Paper copy own” with “No”, your full name (your initials, as we used to do, are not really sufficient in the long run, because so many people work in the lab), the date, and any indication of who might have the document (E.g., No, Michael Ullman, June 2002. Karsten probably has it.).

When a lab member wants you to retrieve a paper, he/she will do one of the following: (1) email the BrainLangRefs account; (2) place a list in the "References to be Retrieved" folder; (3) put a hard copy of the references in the appropriate tray marked Brain and Language References.  Thus, these locations need to be checked regularly and kept up to date.  Upon receiving a request, first check in Endnote to see if we have the document already in either paper or soft copy form.  If we have it only in as a paper copy OR we don't have it at all, attempt to obtain a soft copy.  The "Journals and Abbreviations" document has links to all the journals that we have online access to.  Check these websites for the desired document, download it in .pdf format, and save it according to the filename system described below.  If the requester has specified that s/he wants a copy for themselves right away, you should email them one, otherwise do not. If you are unable to find a soft copy version, move the request file to the "At the library" subdirectory, and obtain the paper the old-fashion way.  Note that you are free to annotate the file containing the request with any information that may be useful to you, such as where to get the document, its call number, etc.    

Organization and directory and file naming conventions for OLDFISH:

Directory name: 

Name of the first author, under the appropriate letter in the directory.  Make sure that you include the first name and ALL INITIALS under which the author normally publishes. 

LastName-FirstName-Initials

E.g., Ullman_Michael_T  (which will be under U)

E.g., Smith_Ralph_EVS  (which will be under S)

E.g., Fulani_Jane_QR  (which will be under F)

E.g., Canseco-Gonzales_Enriqueta (which will be under C)

Note:  When choosing a name for a directory or file, avoid using characters which may cause errors on Unix or PC machines.  These characters include spaces, periods, colons, semicolons, percent signs, pound signs, dollar signs, carets, exclamation points, asterisks and slashes.  Thus do not use spaces between an author’s names in the directory names; rather use underscores (see examples above). Similarly, do not use periods after an author’s initial(s) (see above).  In the file names (see below), use dashes rather than underscores.

File names:

Where possible, the filename of a paper/abstract/talk/etc. should have the following format:

For papers published in journals:


FirstAuthorLastName_JournalName_Year


E.g., Ullman_JCN_97


E.g., Smith_NatNR_02


E.g., CansGonz_Language_99


E.g., Johnson_JCN_InPress


E.g., McGee_Nature_Subm      [note: Subm refers to Submitted]


E.g., Johnson_Draft

For author names that are too long:

If an author’s name is too long to fit for a particular filename, you can shorten it to any reasonable representation (e.g., CansGonz_Language_99 for Canseco-Gonzales).  

Please do NOT shorten any other part of the filename (e.g., the abbreviated journal name or the year). Also, do NOT shorten the last name in the name of the directory for the author, since most authors’ last names are less than 31 characters long (the maximum allowed for a directory name).

For years before 1920 or after 2019:

The two digit year should only be used for publications in the 1900s from 1920 onwards, and in the 2000s up to 2019 (e.g., Smith_Nature_20, Smith_Nature, 34 are both for 1900s; Green_Nature_01, Green_Nature_19 are both for 2000s). Any other year should be represented in its full four digits (e.g., Broca_Book_1847; Smith_Nature_1917; Green_Nature_2021). 

For identical filenames:

If there is more than one entry for a given combination of author, journal/conference/institution and year, simply append “a”, “b”, etc. to the year (as is standard in various citation formats). This should be done for ALL of the entries (that is, the original one might have an “a” appended, etc.), but of course only if there is more than one entry.  Thus the original entry should NOT have an “a” appended to it if there are no other entries with this same combination of author, etc. But when another entry with the same combination is added, change the original file name to have an “a” appended, and of course also change the hyperlink name in Endnote.


E.g., Ullman_JPR_01a; Ullman_JPR_01b

For drafts, and papers in press or submitted:

If a paper/abstract/etc. is in press, use InPress in lieu of the year. (e.g., Johnson_JCN_InPress). If it is submitted, then use Subm in lieu of the year if there is no year identified with the submission (e.g., Johnson_JCN_Subm).  If the year is identified, then the year should follow “Subm” or “InPress” (e.g., Johnson_Science_Subm_01, Johnson-Science-InPress-01). If it is submitted and you don’t know the name of the journal, just omit the journal name (e.g., Johnson_Subm; Wang_Subm_99). 

If it is a draft, just use Draft  (e.g., Johnson_Draft; Green_Draft_01). If there are drafts of more than one paper, use the system described above of appending “a”, “b”, etc. to the filename (e.g., Ozawa_Drafta, Ozawa_Draftb). If there is more than one draft version of a particular paper, then use increasing numbers following the word “Draft” to indicate subsequent versions (e.g., Smith_Draft1, Smith_Draft2), and similarly for multiple versions of submitted papers (e.g., Smith_Submitted1, Smith_Submitted2). The chronology of drafts for a particular paper can be determined either by the date listed under "date modified" or on the actual document itself. Note that the letter suffixes for indicating separate papers (a, b, etc.) and the number suffixes for indicating different versions of a paper (1, 2, etc.) can of course be combined where necessary (e.g., Walenski_Drafta1, Walenski_Drafta2, Walenski_Draftb1, Walenski_Draftb2; e.g., Smith_Draft_99a1, Smith_Draft_99a2, Smith_Draft_99b1, Smith_Draft_99b2).

For books:


FirstAuthor(or Editor)LastName_Book_Year


E.g., Pinker_Book_94


E.g., Pinker_Book_99


E.g., Gazzaniga_Book_01

Note that you should literally use the word “Book” for ALL entries for books.

If the chapters are separate files, you should create a directory with the same naming convention, and put the chapter files in this directory.

For dissertations and theses:

Dissertations and theses should follow the same format as for books, except that a different term should be used instead of “Book”:


FirstAuthorLastName_DissPhD_Year


FirstAuthorLastName_DissMS_Year


FirstAuthorLastNameThesisBA_Year


E.g., Ullman_DissPhD_93


E.g., Dupont_ThesisBA_93

For book chapters:


FirstAuthorLastName_BookChapter_Year


E.g., Ullman_BookChapter_94


E.g., Ullman_BookChapter_99

Note that you should literally use the word “BookChapter” for ALL entries for book chapters.  The FirstAuthorLastName refers to the author of the book chapter, of course, not to the editor of the book.

For conference abstracts:

Most conference abstracts are NOT published in journals (there are exceptions, such as Academy of Aphasia abstracts, which are published in Brain and Language).  For these abstracts not published in a journal, their file names will therefore not be able to include any journal name. Rather in lieu of the journal name, use the Conference Name:


FirstAuthorLastName_ConferenceName_Year


E.g., Walenski_CUNYSentProc_98


E.g., Steinhauer_CNS_01

For presentations given at institutions:

Talks not given at conferences (e.g., colloquia at a University) should have the Institution where it was given in lieu of the JournalName. The year may be omitted if it is not known.


FirstAuthorLastName_Place_Year


E.g., Ozawa_UPenn_03


E.g., Ozawa_Harvard

For other presentations:

Talks or other types of presentations for which there is no conference or place/institution information should simply be labeled as Presentations (using Pres as the abbreviation). The year may be omitted if it is not know.


FirstAuthorLastName_Pres_Year


E.g., Taylor_Pres_03


E.g., Fisher_Pres

Commentaries, Reviews, News & Views etc. on a particular book/article/etc. should be filed together with the target book/article/etc., with Com appended to the end of the rest of the name of the target book/article/etc.  


E.g., Pinker_Book_94_Com


E.g., Black_Nature_02_Com

Note that the commentary should ALSO be filed under the name of the author of that commentary. Here you should use the usual filename format; thus the same commentary will be filed twice, in two different places in OLDFISH (and in two different entries in Endnote), under two different file names.   The entry which is filed under the name of the author of the commentary (NOT the targeted article) is the only entry which should be entered into endnote.

Consistent abbreviations should be used for Journal names, Conferences, and Institutions.  To select an abbreviation, look in the file “Journals and Abbreviations” in this directory.  This file already contains most of the journals we use, and their standard abbreviations. If a journal is not already in there, please look up the standard abbreviation on Medline (The National Library of Medicine's (NLM's) online database) by following these steps.

a. Go to http://locatorplus.gov/
b. Click on “Search Locatorplus” button

c. Type in the full journal name in the Search For: field 
Select “Journal Title Search”  in Search In: field. 

d. If the journal is held at the NLM, then the Title Abbreviation is given.

If it is not in Medline (e.g., for Linguistics journals), then please make up one that seems reasonable. However, make sure that no other journal (or conference, etc) in the file has the same abbreviation. In either case, enter the journal name and its abbreviation in the file (ordered alphabetically under the journal name).   The file “Journals and Abbreviations” also contains pairs of names and their abbreviations for conferences we have gone to or often go to (e.g., CUNY Sentence Processing Conference -> CUNYSentProc), and the same for institutions (e.g., University of Pennsylvania -> UPenn). The print out of this list will be posted by the work-study stations.

ALL files should be appropriately suffixed: .pdf for pdf files, .doc for Word files, “.ppt” for Powerpoint files and “.xls” for Excel files. This is necessary to avoid problems reading the files from different versions of programs and from different platforms.
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