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Workshop Overview:
Part 1: Introduction to AILLA
Part 2: How to use AILLA (registering, 

navigating, researching)
Part 3: How to make a deposit at AILLA
Part 4: Managing your metadeta
Part 5: How to use depositer tools 

(Metadeta Editor)
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Part 1
Introduction to the 

Archive
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What is AILLA?
 AILLA is a digital archive founded at UT-Austin in 2001. 

The primary mission is to conserve the diverse materials 
related to indigenous languages in Latin America.

 It is available online in Spanish and in English at:
ailla.utexas.org

 AILLA is totally free (anyone can register and use 
AILLA).

 The majority of the materials are available to the public 
(17% are restricted).
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Types of Archived Material
 Audio and video recordings (some are transcribed and 

translated into Spanish and/or English)

 Scanned Manuscripts (journals, files, articles and 
unpublished books)

 Digital texts (written on a computer)

 Databases converted in proprietary formats (e.g. Excel) 
in standard forms (e.g. xml)

 Photographs
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AILLA Statistics
 279 indigenous languages

 125 depositors in 28 countries

 16,069 audio recordings (5,933 hours)

 2,095 video recordings (1,148 hours)

 4,051 digital texts (84,398 pages of text)

 37,568 scanned images of the pages in manuscript text

 4,255 photographs

 4,875 registered users

 The numbers keep growing every week.
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Who should archive?

Native speakers, linguists, 
anthropologists, ethnologists, etc.
Anyone who wants materials that 

document the indigenous languages of 
Latin America to survive.
YOU!
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Levels of Access
 Level 1: Open to all the users of AILLA (because they are in 

accordance with the Terms and Conditions of Use, see below) 

 Level 2: Restricted and protected by a password.

 Level 3: Restricted with a password and has a specific date set 
to be open to the public (e.g., the resource will be converted 
to Level 1 on January 1st, 2040.)

 Level 4: Restricted with a password and controlled by the 
depositor. A contact email will appear where the user can 
write write to the depositor to ask permission for access.

 Some restricted materials (levels 2-4) have a hint for the 
password
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Two categories of digital media:
1. Archivable formats: 

 Not compressed and very
large

 Cannot be downloaded
from the internet

 Audio: .wav

 Video: .mpg

 Images (photos or scanned
texts): .tif

2. Presentation formats:

 Are smaller and/or compressed

 Can be downloaded from 
the internet

 Audio: .mp3

 Video: .mp4

 Texto: .txt, .rtf, .xml, .html, 
.pdf/a, .eaf

 Images: .pdf/a
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Part 2

How to use AILLA
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How to register: The first step is to 
create a new account
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2nd step: Go to the Terms of 
Conditions of Use
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3rd step: Read the Terms and 
Conditions of Use
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4th step: Accept the Terms and 
Conditions
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Welcome Page: Select “Browse the 
Archive”
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Browsing Menu

18



19



20



21



22



23



Search in the Archive: 
Keyword search
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Collection Organization:
 A depositor can have several collections.

 A collection can have several deposits
(A deposit includes all the digital files and physical 
artifacts [tapes, journals, books] that were delivered 
together to the archive).

 A deposit can have several resources or groups of 
files (more about the resources later)

 A resource can have several related files.
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TPW001R055: Further down the screen:
The audio and text files
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Example of a resource with only one 
archive
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Identifications of objects in AILLA
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 TPW001R055I001.mp3
TPW = language code

(3 letters from ISO or Enthologue)
001 = deposit number
R055 = resource number within this deposit
 I001 = file number within this resource
 .mp3 = format extension of the file



Correct citing of archive resources
Kung, Susan (Researcher), Nicolás Vigueras Patricio (Hablante). 

(2000). "Pedro y la acamaya”. Tepehua collection. The Archive 
of the Indigenous Languages of Latin America: 
www.ailla.utexas.org. Media: audio, video, text, image. 
Access: public. Resource: TPW001R058.
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Part 3

How to make a deposit at 
AILLA
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Select “Depositors” on the left side 
menu
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There is a lot of information here:
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Accepted materials
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Delivering materials to AILLA:
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Informed consent
 You can find the information here (at the end of the page):

http://www.ailla.utexas.org/site/access_restrict.html
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Very important:
Depositor Packet
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Important forms:
 Depositor Packet (in Word) 

 Excel spreadsheet for metadeta

 Collection inventory (for an analogue collections): 
 Form 1: inventory of the speech events

(how you would like us to organize the collection)
 Form 2: inventory of physical materials sent to AILLA 

(number of cassettes, journals, manuscripts, photos, 
etc.,)

 You can find all the forms here: 
http://ailla.utexas.org/site/download_md_forms.html
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There are three types of formats:
1. Working format: what the researcher uses in 

his/her work (e.g., Elan, Transcriber, ToolBox, 
MS Word, MS Excel).

2. Presentation Format: what the archive user uses

3. Archive Format: what we preserve for the 
future
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Digital media
Acceptable:

 Audio: .wav, .mp3, .aiff

 Video: .avi, .wmv, .qt, 
.mp4, .mp(e)g

 Images: .jpg, .tif

 Texts: .txt, .rtf, .xml, 
.html, .eaf, .doc** 

 (**We convert .doc files 
to.pdf; we cannot archive 
them.)

We cannot archive 
structured data, such as: 

 Databases

 Websites

 Documents or programs 
with hyperlinks (e.g., an 
interactive dictionary). 
But, we can archive their 
components.

 Registered/patented 
formats (e.g., Filemaker Pro, 
Microsoft)
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Analog Media
We accept and can digitize:

 Audio: reel-to-reel, cassette & DAT tapes; mini-discs; CDs

 Video: DVDs; VHS, Hi-8 (8mm) & mini-DV tapes

 Manuscripts: any type or size of paper, journals, articles, 
boxes of files, theses, etc.

 Images: photographs, slides, negatives, illustrations, maps, 
drawings, etc.
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AILLAS’s Standard Formats:

44



How to organize your collection
 The materials typically come in related sets. At AILLA, 

the term for a related set is resource

 A resource might consist of a single object/file:
A thesis
One audio or video recording (without a 

transcription)

 The resources can consist of several files:
Some examples follow:
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Resource: Speech event
 Recording of a story in the indigenous language + 

recording of the translation in the contact language 
+ written translation and transcription + 
commentary

 Recorded session of elicitation + field notes

 Simultaneous audio and video recordings

 Interview + photograph + transcription and 
translation

 Recording of a list of words + written list 

 Etc.
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Resource: Other types of materials
 A dialect survey with recordings that are from 

several different places and that all use the same 
questionnaire. 

 All of the narratives that are on a cassette tape (or all 
of the narratives on only one side of the cassette 
tape).

 All of the content of a notebook of field notes.

 All of the drawings and maps in a sketchbook.

 All of the components of an interactive dictionary. 
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Part 4

How to manage your 
Metadata
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Record metadata in the field!
 It is very important to obtain the metadata during 

your work in the field!!

 Notebooks or questionnaires: Note the date and 
location of work, languages of focus, names and 
roles of the people with whom you work  

 Recordings: 

1. Record an introduction at the beginning that 
includes your name the language, the speaker, 
the date, the place, and the topic or title, and

2. Note all this metadata in a spreadsheet, too.49



Metadata = 
Catalog Information

Include information about

 The depositor: contact information, affiliation, etc.

 The documentation project (funding sources, dates, places, 
names of the researchers and participants, etc.)

 Participants: roles, demographic data, complete names (if 
they do not want to be anonymous)

 Resources: description, creation date, location of creation, 
community where the language is spoken, formats, context, 
genre, etc.

 Citation: related publications
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Minimum Metadeta for resources:
 Participants
Complete names
Roles (investigator, speaker, translator, transcriber, interviewer, etc.,) 
Age or date (approximate) of birth, sex, native language, other 

languages spoken, place of birth
Additional description (community leader, bilingual teacher, etc.)

 Archive language: be specific and use the ISO language code

 Date of creation of the archive: YYYY-MM-DD

 Location where item was created: neighborhood, town, city, state, 
country (some recordings are made outside the speech comm.)

 Access restrictions and instructions for future use

 Genre keywords: e.g. narrative, song, prayer, grammar sketch
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Excel Metadata Template
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Metadata
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How to label your digital materials
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How to label your analog materials
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Part 5

How to use the 
depositor tools:

The Metadata Editor
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At the bottom of the information for 
depositors: The Metadata Editor
After your deposit is uploaded to the server and linked to your 
collection, you can revise and/or add more information to the 
metadata.
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How to start:
 Go to ailla.utexas.org and sign in.

 Select “Depositor Metadata Editor”.

 There’s a change in (a) screen color and (b) content of the 
menu on the left.

 This page is only available in English at this time.
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Welcome Page: “Admin Pages”
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Menu change
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To change or add information 
about the collection
 Select “Edit Collection Summary Info”:
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To change or add information to 
the resources
 Select “List collection resources”
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List of resources in the collection
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Add information where needed
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