Flatbed Scanning and You

Scanner Set-up

=

Turn on the scanner and wait a few seconds for it to stop making noises and for the green
“Ready” light to stop flashing.

2. Launch the Silverfast 8 app:

3. Make sure the right scanner is
selected in the Image Source space.

4. Click the Start button

Image Source |EPSON Expression 10000XL USB |

»

Start

Language selection |== US/English ¥

If you handle photographs, parchment/vellum, or other non-paper items, wear nitrile gloves.
DO NOT wear gloves when handling paper—they will snag and tear it!
(nitrile gloves and color targets are located in both 1142 and 1144)

5. Once Silverfast is open and running, you’'ll need to set up color calibration before you move onto
scanning. This step should be done every time the scanner is turned on. (Otherwise, the images
take on a sickly green hue...) The scanner you are using should have been |IT8 auto-calibrated
already. If you're not sure, ask a 1142 Tech student for help.

Prescan a Golden Thread target. (Don’t touch the color patches. Grease from your skin ruins them!)

If previous color card settings are still saved when the program is opened, click and hold on the
Pipette icon, and choose “Reset Automatic.”
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Next, click and hold on the Pipette icon again, and choose “Neutral Point” (or press 3-N)



Click the dropper once on Patch 15. Select the Neutral Dropper again, and click it once on Patch
16.

15 and 16 are the two centermost gray patches

Now the color inside the red scanbox is neutral! You should do this every time the scanner or
Silverfast is turned on. See the difference?!

6. Make sure “AF” (Auto-Focus) and any color calibration by Silverfast are turned off. (Besides
the Neutral Dropper, of course) The center strip in the screen should look like this:
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AF off

Scanning!

Lift the lid of the scanner and place your item face down. Place a piece of black poster board on top
of your item. Close the scanner.



“Scan dimensions” should be as follows:

Name: File Name according to call number, etc.

File Type dropdown: TIFF or JPEG, usually

Path: Click the little blue folder to specify where you intend to save the file
Format: Custom

Preset: This will change depending on ppi

ppi: Set to whatever your project dictates

Zoom: 100%

Usually for textual CONTENTdm items (aka paper with writing on it), the TIFF images going into the
“Originals” folder, will be scanned at 400 ppi. If you're scanning photographs, check the project specs
for ppi.

w | { Scan dimensions =2

Mame DO3977_B1_F1_p004| | TIFF = Opt.

Path =5ts/D03977_Patriciafwverll || IPTC

Format | Custom s ,llj u

Preset | Custom (400dpi) ¥ |/400 ppi =
Res. I 400dpi 75.5MB

~.__ Expert settings __-

Input Zoom Output

1
Width [10.57 | 100 “la [10.57 | inch %

Height [14.72 | |100 1 ‘Ia [14.72 | inch %
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7. As well, make sure that the “48 Bit” icon with the palm tree is showing:

g SilverFast® :\1.01:/{e)

WorkflowPilot

T B A X

Transparency Positive 48 Bit Frame

This will create scans that are 16 bit. It may not make sense, but trust me on this one. The 16
bit setting turns the scans black and white, but we found that the 48 Bit setting produces 16
Bit tiffs without changing the color...that’'s why.

8. Click “Prescan” and wait for the scanner to show your image. Then you will adjust the scan size
so that you're not scanning the entirety of the glass. You can rotate or flip the onscreen image by
using the “Rot/Flip” button.



9. Drag the red crop box to the item you want to scan. Click and drag the corners or the w
sides to resize, and the circles in the middle of each line to rotate. Make a crop that
provides a beautiful, straight, and thin black border. Not too big, not too little. Enough
to show that the item you’re scanning has edges, and to be able to tell that the edges have ended
and there is black behind the item.

Rot/Flip

10. Double-check the scan name, save location, and set your PPI to the appropriate settings for the
order/project. (If you are unsure what PPI to scan at, check the order form or project database for
details.)

11. If the lids have been taken off the scanner to facilitate scanning oversized items that need
stitching, be sure to use weights on top of the cardstock to flatten down the images. We want
nice, flat, crispy images, like the first batch of chocolate chip cookies you made when you were
eight years old!

12. When you are ready to scan, click Scan

Tools Window Help
SilverFast 8.8 EPSON Expression 10000XL

= @ [ @ © B

Prescan Auto CCR Histogram Gradation Global CC Selective CC  Scan”

13.The “Scanner Status” in the lower left corner of SilverFast shows the progress of the scan. Wait
until the item has scanned. Once the item finishes scanning and the scan appears in the correct
folder in the Finder, then you have scanned it correctly!

~
v 5 Scanner status S
600DPI = /Volumes/digitalimgshare4/0/1.
8% \’5
Scanning Image (8%)

14.Remove the item and go on to scan the next image, adjusting the red crop box as needed.

15. Once you finished scanning, be sure that the scanner is turned off, all documents are put away,
and you didn’t leave the last item you scanned inside the scanner.

Congratulations, you scanned on the flotbed scanner!



Purpose:

This write-up will show you how to extract the metadata from a finding aid and create the Excel “loading
spreadsheet” used to upload images into CONTENTdm.

What's the relationship between finding aids and loading spreadsheets?

A finding aid is a document that contains detailed information about a specific collection of
manuscripts. It contains biographical and historical information about people or things mentioned
in a collection. It also contains notes about restrictions on the use of the materials, and most
importantly for us, a detailed list of all the contents in a collection. This list goes into our
spreadsheets.

Finding aids “describe” --aka designate-- levels of organization within a collection. The number
and types of levels is subjective; it varies from collection to collection. For instance, let’s pretend
we have 2 different collections, each made up of 10 boxes. Each box contains 5 folders and each
folder contains 10 photographs. Each collection thus has 500 photographs in it. The finding aid
to collection #1 “describes” the lowest level of its collection to be the folders. This means that the
person who wrote the list of contents wrote a general description for each folder (Ex: “10 photos
of Hawaii,” “10 photos taken in Moab, 1878”). They didn’t drill down to a photo-by-photo
description. In this case, each folder of 10 photographs would be scanned and uploaded as one
“compound object”. The collection would contain a total of 50 compound objects (and 50
uploads).

The finding aid for collection #2, however, “describes” or designates the lowest level as the
photographs themselves. We call this “item level description” because someone took the time to
describe every single item/photo invidually (Ex: “Photo 1: William Henry Jackson on a horse,
1902.” “Photo 2: William Henry Jackson in Monument Valley, 1903.”) If a finding aid has item
level descriptions, each photograph is considered one compound object, which means we'll be
scanning and uploading a total of 500 compound objects.

It is up to the curators to decide what the lowest level is. Ultimately it doesn’t matter to us how
many levels a finding aid describes. All we need to worry about is what the finding aid describes
as the lowest level, because our compound objects are always whatever the lowest level of
description is.

Finding aids are written according to a set of rules known as DACS (Describing Archives: A
Content Standard). All digitized collections must be DACS-compliant. This is something the
curators discuss before they approve a digitization project. They want to make sure that the
lowest level of description is uniform throughout the boxes.

FYI, we create two “digital” levels for ourselves as we scan. The higher “compound object level”
aka the project’s metadata: call number, author, date, order, etc., (aka the “skittles bag”) and 2.



the “item level,” aka the actual jpeg(s)(item levels exist for all the individual skittles). Our two
levels are used by ContentDM to organize the metadata and the scans.

What you need to know before using this write-up:

1. You need to know which project you are working on (its call number) and the location of its
scans.
2. You need the link to the finding aid for the collection in the HBLL's finding aids database.

Assumptions:

- This write-up assumes that the project has a complete Finding Aid.

- This write-up assumes that images that have passed QA.

- This write-up assumes that there is a folder named after the collection’s call number in DI1 or DI4
(this is dubbed the “Project Folder”). This Project Folder contains subfolders for every compound
object named CALLNUMBER_B#_F#_|#_S#, where the callnumber has no spaces and B#= Box
number (if extant), F#= Folder number (if extant), I#= Item number (if extant), and S#= Series
number (if extant).

Creating a Loading Spreadsheet: The Steps

Your supervisor may create a blank loading spreadsheet template for each project. The template loading
spreadsheet for each project should be located in the Project Folder. Row 1 of the spreadsheet contains
all of the column labels, and they have been color-coded, to help you understand which columns need
what types of editing. The color code is as follows:

Teal: These columns follow their own rules and will need your edits (see instructions below)
Yellow: Copied from “Get Metadata” button in Finding Aid

Regular: Assumed to be left blank and/or filled in from Get Metadata, no need to edit.

Needs to be manipulated somehow after copying from “Get Metadata”.

-: Copy from Finding Aid website by hand (only applies to one cell: AD2, the General Notes)
: Cell contents supplied by supervisor

-: Same information in each cell, copied down from Row 2 to every succeeding row
Orange: Same information across all spreadsheets, only located in Row 2.

- Dates you will supply, in the MM-YYYY format
Row 2, aka the “Compound Object Level

Step 1. Copying Metadata from Finding Aid

1. Open the spreadsheet template.
2. Open the finding aid website https:/findingaid.lib.byu.edu/ and click on “Admin” on the right side.



https://findingaid.lib.byu.edu/

Site Navigation
Search
> Advanced Search
> Browse
> About
> Help
> Admin

3. Login with your netid.
4. Search for the project you are working on by entering the call number (place parenthesis around the
entire call number if it doesn’t pull up right away).

Search Results

Vault MSS 520 [ searcn | R
Site Navigation

Advanced Search »

Search
Your search returned 8 results. Ordered by: Most Relevant B Acpy > Browse
> About

Il > Help
> Admin

Sfondrati family papers regarding Guadalcanal

Call Number: Vault MSS 516

Dates: 1599-1659

Summary: Contains handwritten and printed items relating to the
administration of the fiefdom of Guadalcanal. Includes information on the
assignment of the area to Ercole Sfondrati, as well as its later

administration. The materials also document the conflict between Sfondrati
and Gaspar Alfonso Perez de Guz...

Sfondrati family papers

Call Number: Vault MSS 523

Dates: 1478-1593

Summary: Contains handwritten documents on parchment related to
members of the Sfondrati family. These materials concern personal as well
as political and Church matters in Cremona and Mantua, Italy, and other
parts of the region.

Sfondrati family papers
Call Number: Vault MSS 520
Dates: 1501-1665

Summary: Contains depositions, legal opinions, letters, and other materials
from the Sfondrati family. Much of the materials deal with the inheritance of
lands from Isabella di Capua, of the Cybo-Malaspina family of Massa.

5. Ifit's a collection with many items, you must go to the boxes on the right side of the screen and drill
down to the lowest “level” until you find the page for your specific compound object. If the first set of
hyperlinks are Series numbers, refer the the _S# part of your item’s identifier to see what series it’s
under.

Ex: for MSS1779_07_F12_18_S3, you would click on Ex: for VMSS520_F1_I1, there is no
“Series 3” link in the top box, then the 1st link series, so you just would click on the 1st
in the bottom box. link in the box:



Series in MSS 1779

Series 3 Land indentures
Dates: 1625-1649

Series 4 Land indentures
Dates: 1650-1674

Series 5 Land indentures
Dates: 1675-1699

Series 6 Land indentures

Dates: 1700-1724 .
X Collection Arrangement
Series 7 Land indentures

Dates: 1725-1749 Yellow highlight indicates current location

Series 8 Land indentures collection description
Dates: 1750-1774

Item/folder in Vault MSS 520

Item/oversize in Series 3

Item 8 oversize 7 folder
12 Thomas Rolfe condition
and bond

Dates: 1625 April 26
Item 1 oversize 7 folder 1
Francis Muscott final

concord
Dates: 1625 November

Item 2 oversize 6 folder 9

John Gratnell quitclaim
Dates: 1626 April 11

Item 5 oversize 6 folder 3

~Item 1 folder 1 Philippus

Vercellensis document for

Margherita Homodeo
Sfondrati
Dates: 1501 May 15

~Item 2 folder 1 Instrument

of dowry between Alberico |
Cybo-Malaspina and

Isabella di Capua
Dates: 1563 March 13

~Item 3 folder 1 Will of

Isabella di Capua

This opens the finding aid for folder 1 and item 1 in this collection:

Philippus Vercellensis document for | Purchasea |
Margherita Homodeo Sfondrati Blglalcopy;

Dates: 1501 May 15

« Extent: 1 sheet : vellum ; 18 x 28 cm
« Call Number: Vault M55 520 Item 1 folder 1

« Repository: L. Tom Perry Special Collections; 20th Century Western & Mormon
Manuscripts; 1130 Harold B. Lee Library; Brigham Young University; Provo, Utah
84602; http://sc.lib.byu.edu/

» Access Restrictions: Open for public research.

Full Details | Admin Info

Languages and Scripts
Latin
Conditions of Use

It is the responsibility of the researcher to obtain any necessary copyright clearances. Permission to
publish material from the Sfondrati family papers must be obtained from the Supervisor of Reference
Services and/or the L. Tom Perry Special Collections Board of Curators.

Note
Manuscript.
Preferred Citation

Philippus Vercellensis document for Margherita Homodeo Sfondrati; Vault M55 520; Sfondrati family
papers; L. Tom Perry Special Collections; 20th Century Western & Mormon Manuscripts; 1130 Harold B.
Lee Library; Brigham Young University; Provo, Utah 84602; http://sc.lib.byu.edu/

Genre / Form

Certificates

6. Once you are at the lowest level of the finding aid that matches the item to be uploaded, access the
metadata for this item by clicking on the "Get metadata" link on the right. This is why logging in as
an admin at the beginning (steps 4 & 5) are crucial! If you don’t log in as an admin, when you go to
find the metadata link it will not appear.

Not logged in:



Logged in:

Home / Vault MSS 520 / Item 1 folder 1

Philippus Vercellensis document for
Margherita Homodeo Sfondrati

Dates: 1501 May 15

+ Extent: 1 sheet : vellum ; 18 x 28 cm

+ Call Number: Vault MSS 520 Item 1 folder 1

- Repository: L. Tom Perry Special Collections; 19th Century Western & Mormon
Manuscripts; 1130 Harold B. Lee Library; Brigham Young University; Provo, Utah
84602; http:/ /sc.lib.byu.edu/

+ Access Restrictions: Open for public research.

Full Details | Admin Info |

Languages and Scripts
Materials are in Italian and Latin.
Conditions of Use

Philippus Vercellensis document for Margherita Homodeo Sfondrati

Site Navigation
» Search

> Browse

> About

> Help

> Admin

Search this Collection

Collection Arrangement

Horme / Vault MSS 520 / Item 1 folder 1

Philippus Vercellensis document for
Margherita Homodeo Sfondrati

Dates: 1501 May 15

* Extent: 1 sheet : vellum ; 18 x 28 cm

« Call Number: Vault MSS 520 Item 1 folder 1

« Repository: L. Tom Perry Special Collections; 19th Century Western & Mormon
Manuscripts; 1130 Harold B. Lee Library; Brigham Young University; Provo, Utah
84602; http://sc.lib.byu.edu/

o Access Restrictions: Open for public research

Full Details | Admin Info

Languages and Scripts

Materials are in Italian and Latin.
Conditions of Use

Philippus Vercellensis document for Margherita Homodeo Sfondrati

Itis the responsibility of the researcher to obtain any necessary copyright clearances. Permission to
publish material from the Sfondrati family papers must be obtained from the Supervisor of Reference

Site Navigation
> Search

> Browse

> About

> Help

> Admin

o Get metadata

Search this Collection

Collection Arrangement

7. Click on "Get metdata" and it will open a table view of the item’s metadata:

Manuscript Collection Descrip

Creator

Title

Philippus
Vercellensis
document
for
Margherita
Homodeo
Stondrat/

Contrisutars

Alternative
Title

Philigzus Vercellensis document far Margharita Homedeo Sfasdra)

Alternative

Title Tithe

Philippus
varceliensis

Sfondrar)

Descriptian

Date
Original

1300
May 15

Date
span

1501

Publisher  Physical

Edition (Original)y  Description  Scale  Extemt  Medium  Dimensions
1 sheer

Electranic ]
vellum ; 18

wersion -
x28cm

Arrangement

Degree/ issertation
Note

Contributing
Institution

(Yes, it's a looooooong row of datal)

Names

8. The fields should correspond (in name and order) to the fields in your loading spreadsheet.
Highlight/select the stuff in the very first column (usually “Title”) then select the metadata for
everything else to the right by scrolling over:

Date

Description  Original

1501
May 15

Date
Span

1501

Edition

Electronic
wversion

Publisher
(@riginaly

Physical

Description Scale Extent Medium Dimensions

1 sheet :
wellum ; 18
x28cm

Arrangement

Degree | Dissertation

Nate

Contributing

Institution MNames

L. Tom Perry
Special
Callections,
Harald B. Lee
Library,
Brigham
Young
University

Topics

Ceographic
Flace
Topics  Names Genre Occupations  Functions  Subject
-
Place
Mames Genre Occupations  Functions  Subject
Certificates

9. Make sure to end having selected the content from Title (generally) to "Call Number," or whatever the
last field in the table view is. Be careful not to copy the footer information of the webpage:

Language

Languay

Latin

a



Home / Vault M55 520 / Item 1 folder 1 / Philippus Vercellensis document for Margherita Homodeo Sfondrati

Alternative Date Date Publisher Physical
Creator Contributors Title Title Description Original Span Edition (Original) Description Scale Ext
Philippus
Vercellensis
document 1501 Eleeiranie 1sheet :
for — 1501 — vellum ; 18
Margherita u X 28 cm
Homodeo
Sfondrati

Home « Contact Us » Site Index » Mobile Site

10. Using COMMAND+C and COMMAND+V, copy the content into your excel, clicking under whatever
column corresponds to first column of metadata (usually “Title”). Hopefully, most of the metadata
then copies under the right column across the entire excel.

| E | F G H | J K
Title Alternative Title Description Date Original Date Span [EGlIGAIIN Publisher (Original)
James Holt autobiography Typescript of an autobiography. Holt writes about his childhood, conve 1881 1881 Electronic version

This is a good time to save your spreadsheet!

Step 2: Editing Row 2
Field A2 (CDM_LVL): enter a O in cell 2A.

Field B2 (CDM_LVL_Name): Copy the content from the "Title" field (Column E) and paste it into cell B2.

+| & @ [ fx| Philippus Vercellensis document for Margherita Homodeo Sfondrati

B C [ D E
. Creator Contributors Al

Philippus Vercellensis document for Margherita Homodeo Philippus Vercellensis .

R document for Margherita
Sfondrati !
Homodeo Sfondrati

At this point you need to edit a few pieces of the following metadata:

L
Physical Description

1 folder (0.08 linear ft



Edit N-P (you may not need to edit field O2). Start with the Physical Description entry (N2). Physical
Description wll have several parts, which you need to cut and paste into N2 and P2. Example:

Before
= M N o P

ral Scale Medium Art

1sheet : vellum ;
18x2Bcm

—]

After:
L M N 9] P
I Scale Medium An
1sheet : vellum ;
18 %28 cm vellum 18x 28 cm
1

Physical Description (L) only retains the first part, where it numbers/describes whatever you just
scanned. Extent (N) is anything between two semi-colons. Dimensions (P) is... you know...

dimensions (4” x 6”, etc).

Edit field AA2. Finding Aid will have given you the whole name(s) of the language(s) used in this
compound object, but you must add the abbreviations from the Library of Congress Language Code List.

The information in this cell should read:

[name of language]); [3-digit abbreviation from list, if extant]; [2-digit abbreviation from list, if extant]

Before

Latin

After:

La_nt

|Align Text Left §.a

Latin; lat; la

Edit field AD2. For reasons untold, the “Get Metadata” button on the finding aid website does NOT copy
over Notes. Look at the item’s finding aid page in the “Full Details” box to see if there are any Notes. If so,

copy and paste them into AD. Example-

Full Details | Admin Info |

Languages and Scripts
English
Conditions of Use

Itis the responsibility of the researcher to obtain any necessary copyright clearances. Permission to
terial from Kane family papers must be obtained from the Supervisor of Reference Services
and/or the C%§gm Perry Special Collections Coordinating Committee.

Note
Holograph, signed.
eferred Citation
Jes ter to Brigham Young; Vault MSS 792; Kane family papers; L. Tom Perry Special

Collectlons 19th Century Western & Mormon Manuscripts; 1130 Harold B. Lee Library; Brigham Young
University; Provo, Utah 84602; http://sc.lib.byu.edu/

Other Finding Aids
File-level inventory available online. http://files.lib.byu.edu/ead/XML/VMSS792.xml
Genre / Form

Letters



http://loc.gov/standards/iso639-2/php/code_list.php

AC AD

2 Condition General Notes |Co|lection
Double-check field AH2 for a SIRSI ID. If there is no SIRSI ID,
ask your supervisor, they know where to find it. Holograph, signed.

Before:
After:

AH

-“.'!—

Vaul
520
fold:

Va
DBP2247 |52
fol

Edit fields AU2. This entry depends on the content of the image: if it is textual or photographic in nature,
and if it's a jpg or pdf. Some examples of the content of this field could be "text/jpg" or "image/jpg". If the

“soul” of the image is its text (like, a journal page), it's text/jpg. If it's a photograph, it’s “image/jpg”.

Edit field AW2. This is a date field, which should contain the date that you create the spreadsheet. It
should be represented in a YYYY-MM format.

Edit fields BG2 and BL2 by copying and pasting the Compound Object’s folder name into cells BG2 and
BL2.



VMSS519_F1_11
] 1

See Glossary for other edits to this row (though you can save this step til the end).

Step 3: Rows 3-100000: Item Level Edits

At this point you have prepared row 2, aka the compound object level. Now you need to make sure the
item level rows are correct. To do this, first count the number of jpegs to upload, then perform the
following steps (some of these seem out of order, but | promise this is the easiest order):

Field E is usually just a sequential numbering of the images. For photographs this will be "Image 1,
Image 2, Image 3” etc: one row for each jpeg. For text based materials it will typically be "Page 1, Page
2, Page 3, etc." Don’t forget to include the printing version at the end. Just enter it as “Print Version”. If
you have any questions or come across anything out of the ordinary, please talk to your supervisor.

Field B (CDM_LVL_Name): This column’s entry depends on the type of collection you’re scanning.
- If the collection consists of a single item to upload, enter the Call Number (“MSS 8978")
in Column B for as many rows as you have jpegs.
- If the collection has multiple compound objects to upload, enter this Compound Object’s
identifier, spelled out, for as many rows as you have jpegs. Example:

(] ¥Ms5520_F1_11 ST 1 VMsS520_F1_11_p001.jpg

(] ¥Ms5520_F1_I2 7] VMSS520_F1_I1.xls VMSS520_F1_11_p002.jpg
(] VMS5520_F1_I3 B

(] VMS5520_F1_14 "
(] WMS5520_F1_I5 "

We are uploading the Compound Object “Folder 1 Item 1” and type that into two rows, since we only
have two jpegs:

Representation in Excel:

L Cre

Philippus Wercellensis document for Margherita Homodeo
Sfondrati

Folder 1 iterm 1

Folder 1 iterm 1



After you fill in the Call Number/Compound Object for as many rows as there are scans, you will add one
more row onto the bottom and write “Printing Version [filesize]” in Column B. Fill in the printing version’s
file size, which is found by right clicking on the printing version in Finder > Get Info > and it will appear
next to “size” in bytes.

= MSS3776_S1_SS2_C2_F11_l4_printing_versio... 72 KB
Modified: Thursday, May 25, 2017 at 5:13 PM

Vv General:

Kind: Portable Document Format (PDF)
Size: 71,926 bytes (74 KB on disk)

Where: digitalimgshare » 1_PROJECT_FOLDER_dis1 »
MSS3776_Welch » 03.5_Finding_aid_problems »
MSS3776_S1_SS2_C2_F11_14 » Scans

Server: smb://digitalimgshare.lib.byu.edu/digitalimgshare/
1_PROJECT_FOLDER_dis1/MSS3776_Welch/
03.5_Finding_aid_problems/MSS3776_S1_SS2_C2_F11_14/
Scans/MSS3776_S1_SS2_C2_F11_l4_printing_version.pdf

Created: Friday, May 26, 2017 at 11:19 AM
Modified: Thursday, May 25, 2017 at 5:13 PM
| Stationery pad

Locked

¥ More Info:

For example, if | were to enter the size file shown above, the cell would read: “Printing version [72KB] ”

1| Carton 15 rolaer ¥4 rage 13

Field A (CDM_LVL): write a 1 in this column for every row that has a jpeg and for the printing version
row.

Fields AK-AQ: copy the same data from Row 2 down as many rows as there are jpegs and printing
version. (See the review of these fields below for this information)

Fields AU, AW: just copy the same data from Row 2 down as many rows as there are jpegs. For the
Printing Version, type “application/pdf” in AU.

Field AV: Refer to Conversion Specifications Write-up for the proper language for each type of scanner.
Check to see if any files in the compound object were scanned on different scanners (was this compound
object scanned half on a BC-100 and half on a flatbed? If so, you need to fill out the conversion
specifications in column AV that accurately correspond to the scanner used for each jpeg). Copy this data
into the printing version row, as well.

Field BA: type SHA1 into Row 3 and copy down for as many rows as there are jpegs and printing
version.

Fields BG and BL: in Finder, select the entire set of jpegs and press CMD-C. Paste the file names into
both columns.
a. Example (BG, page level)-


https://docs.google.com/spreadsheets/d/1fZJtyTP4szRUwXGBGjj994kXFxFxkiecAO_LgaKzI_8/edit#gid=0

1
VMSS519_F1_1

WMSS520_F1_I1_p001 jpg l

WMSS520 F1_1_p002 jog

Also add the printing version’s filename in both columns after the last jpg:

MSS3776_S1_SS1_C13_F84_printing_version.pdf ‘ ‘ MSS3776_S1_SS1_C13_F84 _printing_version.pdf

Step 4: NOW IT'S TIME TO REVIEW

Now it's time to look over the whole spreadsheet and make sure each cell is correct. The following color
schemes match the colors at the top of the spreadsheet template. They can help you understand what in
the template is edited, and how.

Teal: These follow their own rules and will need editing (see Write-up instructions)
Yellow: Copied from Get Metadata

Regular: Assumed to be left blank and/or filled in from Get Metadata, no need to touch.
(WAL Ne]EIS Needs to be manipulated somehow after copying from “Get Metadata”.
: Copy from Finding Aid by hand (aka AD, the General Notes)

[€13=: Supplied by supervisor

: Same information always, copied down from Row 2 to every succeeding row
Orange: Same information always, but only located in Row 2.

- Dates

Field A: CDM_LVL

Compound object level= 0
Page=1

Field B: CDM_LVL Name

Compound object level= Comes from the "TITLE" field (field E), which comes from the
finding aid.

Example: Charles Emmanuel | letter to the count of Avignon

Page= Describes the structure of the physical object.



Example: Folder 1 item 1 OR MSS 8898

Field C: Creator

Compound object level= Content is copied from the finding aid.

Example: This field contains content about 20% of the time when copied from the
finding aid.

Page= BLANK

Field D: Contributors

Compound object level= Content is copied from the finding aid.
Example: There is usually no content in this field when copied from the finding aid
Page= BLANK

Field E: Title

Compound object level= Content is copied from the finding aid.
Example: Charles Emmanuel | letter to the count of Avignon

Page= This should describe the type of image and number it sequentially (or as the page
itself is paginated).

Example: Page 1, Page 2, Page 3, etc. (for each row)

Field F: Alternative Title

Compound object level= Content is copied from the finding aid.
Example: There is usually no content in this field when copied from the finding aid
Page= BLANK

Field G: Description

Compound object level= Content is copied from the finding aid.
Example: There is usually no content in this field when copied from the finding aid
Page= BLANK

Field H: Date Original

Compound object level= Content is copied from the finding aid.
Example: 1580 December 16

Page= BLANK



Field I: Date span

Compound object level= Content is copied from the finding aid.
Example: 1580
Page= BLANK

Field J: Edition

Compound object level= Content is copied from the finding aid.
Example: Electronic version
Page= BLANK

Field K: Publisher (Original)

Compound object level= Content is copied from the finding aid.
Example: There is usually no content in this field when copied from the finding aid
Page= BLANK

Field L: Physical Description

Compound object level= Content is copied from the finding aid.
Example: 1 folded sheet (1 page) ; 32 x 44 cm, folded to 32 x 22 cm
Page= BLANK

Field M: Scale

Compound object level= Content is copied from the finding aid.

Example: There is usually no content in this field when copied from the finding
aid

Page= BLANK

Field N: Extent

Compound object level= Comes from the "Physical description" field (field L), which
comes from the finding aid. You will copy just the portion of the content in the "Physical
Description" field that describes the extent of the physical item.

Example: 1 folded sheet (1 page)
Page= BLANK

Field O: Medium

Compound object level= Content is copied from the finding aid.



Example: There is usually no content in this field when copied from the finding aid.
However for a photograph collection there might be something in the physical
description that describes the type of photograph and would need to be copied
into this field.

Page= BLANK

Field P: Dimensions

Compound object level= Comes from the "Physical description" field (field L), which
comes from the finding aid. You will copy just the portion of the content in the "Physical
Description" field that describes the dimensions of the physical item.

Example: 32 x 44 cm, folded to 32 x 22 cm
Page= BLANK

Field Q: Arrangment

Compound object level= Content is copied from the finding aid.

Example: There is usually no content in this field when copied from the finding aid
Page= BLANK

Field R: Degree/Dissertation Note

Compound object level= Content is copied from the finding aid.
Example: There is usually no content in this field when copied from the finding aid
Page= BLANK

Field S: Contributing Institution

Compound object level= Content is copied from the finding aid.

Example: L. Tom Perry Special Collections, Harold B. Lee Library, Brigham Young
University

Page= BLANK

Field T: Names

Compound object level= Content is copied from the finding aid.

Example: There is usually no content in this field when copied from the finding
aid

Page= BLANK



Field U: Topics

Compound object level= Content is copied from the finding aid.
Example: There is usually no content in this field when copied from the finding aid

Page= BLANK

Field V: Geographic Place Names

Compound object level= Content is copied from the finding aid.
Example: There is usually no content in this field when copied from the finding aid
Page= BLANK

Field W: Genre

Compound object level= Content is copied from the finding aid.
Example: Letters
Page= BLANK

Field X: Occupations

Compound object level= Content is copied from the finding aid.

Example: There is usually no content in this field when copied from the finding
aid

Page= BLANK
Field Y: Functions

Compound object level= Content is copied from the finding aid.
Example: There is usually no content in this field when copied from the finding aid
Page= BLANK

Field Z: Subject

Compound object level= Content is copied from the finding aid.
Example: There is usually no content in this field when copied from the finding aid

Page= BLANK

Field AA: Language

Compound object level= Content is copied from the finding aid.

Preliminary example: Italian**



**The finding aid will only include the full word in English of the language
of the content of the item. However to follow Dublin Core standards you
must find the additional three and two letter code for the language from
this site:

http://loc.gov/standards/iso639-2/php/code_list.php
If you do a "COMMAND+F" and search for "italian" you will see that the
three letter code is "ita" and the two letter code is "it". This must be

represented in the Language field for the compound object separated by a
semi-colon and space.

Final example: Italian; ita; it
Page= BLANK
Field AB: Audience
Compound object level= Content is copied from the finding aid.

Example: There is usually no content in this field when copied from the finding aid
Page= BLANK

Field AC: Condition

Compound object level= Content is copied from the finding aid.

Example: There is usually no content in this field when copied from the finding aid
Page= BLANK

Compound object level= Content is copied from the finding aid by hand! For some
reason the "Get metadata" button does not fill the content from the "Note" field in the
finding aid into the metadata table we copy from. So this field will be blank when you
copy from the "Get metadata" table view, but you need to go back to the original view of
the finding aid and see if there is any content in the "Note" field. If there is you will copy
it into the "General Notes" field of your loading spreadsheet.


http://loc.gov/standards/iso639-2/php/code_list.php
http://loc.gov/standards/iso639-2/php/code_list.php
http://loc.gov/standards/iso639-2/php/code_list.php

Charles Emmanuel | letter to the count of  purchasea |
. Digital Co
Avignon i

Dates: 1580 December 16

Extent: 1 folded sheet (1 page) ; 32 x 44 cm, folded to 32 x 22 cm

Call Number: Vault M55 519 Item 1 folder 1

Repository: L. Tom Perry Special Collections; 20th Century Western & Mormon
Manuscripts; 1130 Harold B. Lee Library; Brigham Young University; Provo, Utah
84602, http://sc.lib.byu.edu/

Access Restrictions: Open for public research.

Full Details | Admin Info

Languages and Scripts
Italian
Conditions of Use

It is the responsibility of the researcher to obtain any necessary copyright clearances. Permission to
publish material from Sfondrati family papers must be obtained from the Supervisor of Reference
Services and/or the L. Tom Perry Special Collections Board of Curators.

Note
Holograph, signed.

Preferred Citation
Charles Emmanuel | letter to the count of Avignon; Vault M55 519; Sfondrati family papers; L. Tom Perry
Special Collections; 20th Century Western & Mormon Manuscripts; 1130 Harold B. Lee Library; Brigham
Young University; Provo, Utah 84602; http://sc.lib.byu.edu/

Genre [ Form

Letters

Example: Holograph, signed.
Page= BLANK
Field AE: Collection
Compound object level= Content is copied from the finding aid.
Example: Sfondrati family papers
Page= BLANK
Field AF: Link to Finding Aid
Compound object level= Content is copied from the finding aid.
Example: http://findingaid.lib.byu.edufviewltem/Vault%20MSS%20519/ltem%201/folder%201
Page= BLANK
Field AG: Source
Compound object level= Content is copied from the finding aid.

Example: Charles Emmanuel | letter to the count of Avignon; Vault MSS 519; Sfondrati family papers;
L. Tom Perry Special Collections; 20th Century Western & Mormon Manuscripts; 1130 Harold B. Lee
Library; Brigham Young University; Provo, Utah 84602; http://sc.lib.byu.edu/

Page= BLANK



Field AH: SIRSI ID

Compound object level= Your Supervisor must give you the SIRSI ID. She gets it from
the WorkFlows database, which you do not have access to. The SIRSI ID does not
change for a collection, so once you know the number you will just need to copy it from
the template.

Example: DBP2247,a1160919
Page= BLANK

Field Al: Call Number
Compound object level= Content is copied from the finding aid.
Example: Vault MSS 519 Item 1 folder 1
Page= BLANK
Field AJ: Full text
Compound object level= BLANK
Page= If there is a transcript than you will have to copy the text for each image into the
row the image belongs to. We normally don't load the full-text in the loading
spreadsheet because it has never worked for me! Typically | upload the full text after the
images are in CONTENTdm using the Project Client
Example: There is usually no content in this field.
Field AK: Copyright Status
Compound object level= Public domain
Page= Public domain
Field AL: Rights management
Compound object level= http://lib.byu.edu/about/copyright/special_collections.php
Page= http://lib.byu.edu/about/copyright/special_collections.php
Field AM: Rights holder
Compound object level= Brigham Young University
Page= Brigham Young University
Field AN: Contact Address of Rights Holder

Compound object level= ATTN: Supervisor of Reference Services, 1130 Harold B. Lee
Library, Brigham Young University, Provo, Utah 84602



Page= ATTN: Supervisor of Reference Services, 1130 Harold B. Lee Library, Brigham
Young University, Provo, Utah 84602

Field AO: Contact Phone of Rights Holder
Compound object level=801-422-3175
Page=801-422-3175

Field AP: Contact E-Mail of Rights Holder
Compound object level= specialcollections@byu.edu
Page= specialcollections@byu.edu

Field AQ: Access Level
Compound object level= Public
Page= Public

Field AR: Publisher (Digital)

Compound object level= L. Tom Perry Special Collections, Harold B. Lee Library, Brigham
Young University

Page= BLANK

Compound object level= This is a date field that should be two years from the month and
year that you create the spreadsheet. It should be represented in a YYYY-MM format. For
instance, if you create the spreadsheet (and will be uploading it in the same month and
year) in May of 2018 then the field should be,

Example: 2020-05
Page= BLANK

Field AT: File Type

Compound object level= This depends on if the content of the image is text or
photographic in nature. In either instance, the content of this field should be "Text" or
"Image".

Example: Text
Page= BLANK

Field AU: Format

Compound object level= This depends on if the "soul” of the item is textual or
photographic in nature. If it contains primarily writtin information (like a diary), it's “text”.



LT

If it's a photograph of something, it's “image”. Some examples of the content of this field
could be "text" or "image".

Example: text
Page= text/jpg, image/jpg, or application/pdf (in the printing version row)
Field AV: Conversion Specifications

Compound object level= BLANK

Page= You must look at the database for this project and find which scanner each image
was scanned on. Write the “Conversion specifications” for each scanner used. Write the
specific scanner for each image, each row. If one image was scanned on a different
scanner, you must differentiate that in its row!

Example: Epson Expression 10000 xI; Silverfast v.8.0.1r20; attributes: jpg, 200 dpi

Every row needs to have the accurate record of which scanner was used for that image.

Compound object level= This is a date field that should be the date that you create the
spreadsheet. It should be represented in a YYYY-MM format. For instance, if you create
the spreadsheet in January 2018 then the field should be,
Example: 2018-01
Page=2018-01
Field AX: Height
Compound object level= BLANK

Page= BLANK (this will however be auto-generated in the Project Client)

Field AY: Width

Compound object level= BLANK
Page= BLANK (this will however be auto-generated in the Project Client)

Field AZ: Checksum

Compound object level= BLANK
Page= BLANK (this will however be auto-generated in the Project Client)

Field BA: Checksum Method

Compound object level= BLANK
Page= SHA1

Field BB: Color space


https://docs.google.com/spreadsheets/d/1fZJtyTP4szRUwXGBGjj994kXFxFxkiecAO_LgaKzI_8/edit#gid=0

Compound object level= BLANK

Page= BLANK (this will however be auto-generated in the Project Client)

Compound object level= Web browser. Adobe Acrobat reader.

Page= BLANK

Field BD: Contributor Metadata Entry

Compound object level= This is the name of the person creating the spreadsheet. This

must be represented by "LastName, FirstName".

Example: Memory, Lindsey

Page= BLANK

Compound object level= This must be the date that the spreadsheet was created. As a

date field is should be represented as YYYY-MM,

Example: 2013-05

Page= BLANK

Field BF: Metadata Entry Tool

Compound object level= This is like the "Digitization Specifications" field. It is the
software and version of the tool used to upload the metadata. For us that is the
CONTENTdm Project Client. As of today (12-2017) the version was 6.1.0.565. Check
Project Client and see if the version # has changed. To do so open, VMWare and open
the Project Client. Under the "Help" tab click on "About CONTENTdm Project Client."
This will open a window that shows you the version you are currently using:

% Home

|

& Find

Find & Replace Spell Check | Replace ltems

CONTENTdm Help
Tutorials

Special Collections
Miscellaneous

Select All | Clear

About CONTENTdm Project Client

\2J conTENTd

Project Add Item Edit Administration

Help

=

Dele

Thumbnail Creator

Contributors | Title

About CONTENTdm Project Client.

Version 6.1.2.991

OCR powered by ABBYY FineReader®

CONTENTAm® is a registered trademark of OCLC

©1998-2012 OCLC

All rights reserved

www.oclcorg

Close




Example: CONTENTdm Project Client, version 6.1.0.565

Page= BLANK

Field BG: Identifier

Compound object level= This should be the name of the folder of the compound object
(assuming the project has been organized and the files named correctly). Essentially it is
the core of the filename of the images, the part that stays the same. For instance if the
filenames are: MSS519_F1_11_p001.jpg and MSS519_F1_I1_p002.jpg, then the
identifier is VMSS519_F1_11, which should correspond to the name of the folder of the
compound object.

byucompounddocum
ent

VMSS519_F1_11

VMSS519_F1_11

MSS519_F1_1_p0ot jpg MSS519_F1_H_p001 jpg

MSS519_F1_1_p0o2 jpg MSS519_F1_H_p002 jpg

Example: VMSS519_F1_I1
Page= This should be the filenames of the images you are uploading. Select the "Scans"
folder for your compound object and then do the hot key COMMAND+A to select all the
files in that folder. Hit COMMAND+C to copy the filenames. Once copied, select the first
cell just under the compound object row under "ldentifier'" and COMMAND+V paste the

filenames down that column. At the end, add the printing version:
MSS519_F1_11_printing_version.pdf

Field BH: File size

Compound object level= BLANK
Page= BLANK (this will however be autogenerated in the Project Client)

Field Bl: Media Type
Compound object level= BLANK
Page= BLANK
Field BJ: User name
Compound object level= BLANK
Page= BLANK (this will however be autogenerated in the Project Client)

Field BK: LIStag

Compound object level= byucompounddocument



Page= BLANK
Field BL: Filename

Compound object level= leave blank

Page= See instructions for field "Identifier" (field BG)

Step 5: Converting .xlsx to a .txt file

Ok. The Loading spreadsheet is looking good. Due to problems with the .xIsx format, you must create an
.0ods and then a .csv file from the .xIsx, and then convert your brand new .csv into a .txt file. We use .txt
files for final loading process. Loading into CONTENTdm always requires a .txt file. Unfortunately, there’s
no shortcut.

(o]

Creating the .ods: first, open the loading spreadsheet in Open Office and hit
“Save As,” then toggle the File Format to “OpenDocumentSpreadsheet (.ods).”
Save in the same folder as the .xlIsx. Click “Ignore” if there are warnings.

2 =W = VMsS213 3 B
»ate |MiEtadaEIE ||
o Mravorites > 00_Scanning > 0_Conten..._Obi-Wan Caudill_MS...derForm.pdf
A Applicati 4 01_BridgeQA, Fix, Resize » MSSSC190 > Note
ZaSEaRRicaions S 02_Upload > MSSSC1879 > Originals S
2] Desktop > 03_Needs_online_QA > MSSSC2314 > Scans >
[ Documents " 04_Sent_to_metadata ’ MSSSC3197 » {5 VMSS213.0ds
Jate Metadata E ts » 04.1_Send_to_transcribe » VMSS213 > VMSS213.txt
o Downloads > FormLetterHightail.doc VMSS213.xlIsx
) > Old Orphan...for Lindsey »
Devices » To_burn >
g DI-LMemory > Z_ContentD...ect Settings »
(©) Remote Disc ” zz_Templates "
Shared
@ digitalimgs...
All...
Tags
@® Red
Orange ! . "
Yellow
Online Locations File Format: OpenDocument Spreadsheet (.ods) <
Options...
¥ Hide extension New Folder Cancel Save

Creating the .csv file: open the .ods file you just created and save it as a csv file. There will be a
series of windows to click through before the file actually saves:



(@]

8enn OpenOffice.org 3.4.1

This document may contain formatting or content that cannot be
@ saved in the Text CSV file format. Do you want to save the -
document in this format anyway?

1 Use the latest ODF file format and be sure all formatting and .
L content is saved correctly.

[Keep Current Format] | Save in ODF Format |

™ Ask when not saving in ODF format

i Keep Current Format

TS PP

1.8.0.0 Export Text File
Field options [—] b
OK -
Character set |Unicode (UTF-8j bl
) . ‘Western Europe (DOS/052-865/Nordic . Cancel N |
Field delimiter ‘Western Europe (ISO-8859-1) |
— ‘Western Europe (ISO-8859-14) Tra— |
Text delimiter ‘Western Europe (ISO-8859-15/EURO) ! P )
_ ‘Western Europe (Windows-1252/WinLatin 1) | B
] Quote all text ¢ 0]
™ Save cell content as shown .
— - Western Europe (Windows-
ixed column wi . .
- 1252/WinLatin1)
8. 0.0 — Export Text File
Lo ok
Character set |Western Europe (Windows-1252/Winla = | '
Field delimiter [(Tabl B i3 e, |
Text delimiter : | [ Help | f
|| Quote all text ciiTah} |
# save cell content atiSPacel | |
{Tab}
|| Fixed column width N

If there is anything-- any mark-- in the Text Delimiter section, delete it.

This window should look like before clicking “OK.”

= PAPSER -
1,800 Export Text File
Field options I] |
Character set |Western Europe (Windows-1252/WinLa # | b
- |
Field delimiter [{Tab} ) | Cancel | |
Text delimiter | B | Help | B

"] Quote all text cells
™ Save cell content as shown b

| Fixed column width il

Converting the .csv file into a .txt file (which is the final goal!): in Finder, simply click on the .csv’s
filename as if you were going to rename the file, then change the file extension by manually
deleting the “.csv” and typing “txt”.



I 3 -

B [ scans (8

¢l Bvmssszo_F1is.

b {2 VMSS520_F1_|5.0ds
YMSS520_F1_|5.xl5

At this point, either click away from the file or hit “return” on your keyboard ro save your change. You will
be asked if you want to change the file extension. Click “Use .txt".

.

Are you sure you want to change the
extension from “.csv"” to “.txt"?

‘I: If you make this change, your decument may open in
a different application.

| Keep.csv | | Use.txt |

E— ]

o Once you have converted your spreadsheets to a .txt file you are ready to upload into Project
Client!

) |




Welcome to the best part of working at the DI Lab! After completing this process, you will feel
like a true wiz kid.

It is most effective to load a large batch of compound objects at once, at the end of the day or
whenever you can devote an entire computer to the loading process for hours. For the purposes
of this write-up, | will show you how to upload a single compound object first and then how to
load multiple compound objects.

Before you load into CONTENTdm, you need to have loading .txt files created and saved inside
every compound object’s folder you are working with (See COMA and Spreadsheet-by-hand
write-ups if you don’t see a .txt file in the identifier folders).

All objects are loaded through the Project Client software, which is only opened in Windows,
through VMWare (aka Windows INSIDE the Mac):

. VMware Fusion

Log in to VMWare's Windows using your netid, then click the Project Client icon to open
Project Client:

CONTENTdm
| Project Client

Before you can load anything into the Project Client, make sure you are working in the correct
“Project” in Project Client. In the upper left corner of Project Client will be a light blue box with
the name of the current project in it, e.g. Land Indentures, Special Collections Miscellaneous 4,
Helen Foster Snow, etc.

Project Add Item Edit Administratiol

%} Home | Q, Fin

() CONTENTdm®

Special Collections - Kane
(VMSS792)

A Project

Common Tasks
S| Add Item



Verify that the project you need to send your compound object to is the same project you are
working in, in Project Client. If you are not in the right project, click Project > Open > [Name of
your project]. if you don’t see the right project in that list, you will have to “create” it on your
computer. See “Creating a Project in Project Client” below to add it to your computer. Make sure
you follow all the steps, including setting up the metadata template).

Loading a single compound ohject

e Once you're in the right project, double-check the folder for the compound object you
are loading. It should have an Originals and a Scans folder and a .txt files ready to go.

Example:

0 > 00_Scanning > "% Caudill_MS...derForm.pdf MSSSC3197_F1_11 > i’? MSSSC3197.ods
0O_Reports > 01_BridgeQA, Fix, Resize » MSSSC3197 > MSSSC3197.txt
1_Patron Reguests > 02_Upload > B MSSSC3197.xIsx
2_Staff_Requests > 03_Needs_online_QA > « Note
3_Manager Requests > 04_Sent_to_metadata L4 Originals
4_CONTENTdm Requests » 04.1_Send_to_transcribe » Scans
5_Transcribe Projects > #  FormLetterHightail.doc
BensonTheses > Old Orphan...for Lindsey »

A digitalimgshare > To_burn »
MSS2180_F1-4 > Z_ContentD...ect Settings »
RosettaFiles > zz_Templates 14

e Back in Project Client, in the left-side bar under “Common Tasks” click “Add Compound
Objects.”

e This opens a window that says “Add Multiple Compound Objects” which is misleading.
You will still be able to load a single compound object from this window. Locate the
“Add using” line and verify that the drop-down menu says “Compound Object
Wizard,” which is at the top of this list and should already be selected. Click “Add.”

mport Objects | Map Fields |

Add using |Compound Object Wizard j Add Help me choose . ..

: C d C d
i Compound Directory Scan OT”F’O“” Page m_'npoun
Title Object Type | Structure Directo Object Metadata Object 4
! P v Metadata Record
* v r

e Screen 1 - Single Compound Object - Choose type. Use the following settings and
click “Next”:



Import files to create a compound object
What type of compound object would you like to create?

" Document. Document with no hierarchy.
* Monograph. Document with hierarchy, such as chapters in a book.
" Picture Cube. Object with six views, such as statues or buildings.

" Postcard. Object with two sides, such as a postcard or baseball card.

Are the compound object structure and metadata defined by a tab-delimited text file?
™ Yes " No

e Screen 2 - Single Compound Object - Import Type. Two parts to this window:

1) Tab-Delimited Text File - ). < 06 Uploading » VMSS520 » VMSS520.FLIL > ~ |4y | SearcnvisSs20FLIL
click the “Browse” button to the right of - newfolder - O @
the “File name:” field. Navigate to the ~ Name : Date modified Type
tXt ﬁle YOU are USing: i.len:ents | Scans 5/21/2013 9:33 AM File folder

VMSS520_F1 Il.txt 5/31/2013 3:24 PM Text Docum

ic H

ires

Please select a folder below:

2) Item Type - in this section, click the
“Browse” button to the right of the “Directory ; .
" e . « ” > | 05_Creating_ods_csv_txt_files

name” field. Navigate to the “Scans” folder of 4l 06 Uploading
image files you are uploading. | VMSST6

I VMSS519
4 | VMSS520

4 | VMSS520_F111

Scans
= VMSS520 F1 11 p001jpg

= VMSS520_F1_T1_p002.jpg

This screen should look something like this. Click “Next”:



Tab-Delimited Text File
Specify the tab-delimited text file

File name: IR:\PROJECTS\I_PROJECT_FOLDER\CONTENTdm_from_F Browse I

Item Type
What do you wish to import?

@& Import files from a directory
Directory name: [R\PROJECTS\1_PROJECT_FOLDER\CONTEM Browse

© Import URLs

© Import metadata only

< Back | Next > | Cancel |

Screen 3 - Single Compound Object - Display Image Settings. Again, two parts:

1) Under the Do you want CONTENTdm to generate . . . section, click “YES”

Do you want CONTENTdm to generate display images from items you import?
# Yes

“ No

To establish or change your display image settings, click Image Options.

Image Options < Back | Next > | Cancel |

2) Image Options - Click the button “Image Options” in the lower left corner. This
opens a window called “Project Settings Manager.” Under the “File type:” section,
uncheck the “Lossy compression” check-box and click “OK.” It should look like this:



Images & Thumbnails

Processing

OCR

Project Options
Find in Collection

Metadata Field Types rDisplay Image Size & Type

General Settings Images and Thumbnails - Sfondrati Family Papers
Metadata Templates Specify settings for items you import

Specify settings for the display images generated
File type: JPEG2000 hd

™ Lossy compression

© By compression ratio

& By quality

J Maximum
I Advanced

I

mage Rights (Watermark, Branding, Banding)
Manage image rights settings

Thumbnail Settings
Specify the thumbnail images to use with file types

Image Rights
Thumbnails

Cancel

Once back at Screen 3 - Single Compound Object - Display Image Settings click “Next.”

e Screen 4 - Single Compound Object - Page Information. Under the Specify page names
section, click “Label pages using tab-delimited text file” and 2) Under the Transcript

section, “No transcripts.”

Specify page names and Transcript section should look like this:

Specify page names

" Label pages using

" Use file names as titles
[T Ignore information before underscore. Example: 001_Pagel becomes Pagel

sequence

Name:|Page

& Label pages using

tab-delimited text file

Begin with: Il

r Transcript

© Import transcript files from a directory

Directory name:

& Mo transcripts

© Generate transcripts using OCR

Browse

~PDF
[™ Create print PDF

< Back | MNext = I

Cancel




Click “Next.”
e Screen 5 - Single Compound Object - Confirm settings. This screen is just a summary

of all the settings you chose in the previous screens. It will vary with each compound
object you load:

Summary of settings for import.

Importing single Monograph.

Import using tab delimited file.

Tab delimited file: R\PROJECTS\1_PROJECT_FOLDER
\CONTENTdm_from_Finding_aid\06_Uploading\VMSS520\VMSS520_F1_11
\VMSS520_F1_I1.txt

Import Item Type: Object

Display images will be generated.

Title pages using tab delimited field mapped to the collection field Title.
There are no transcripts.

<Back‘ Finish Cancel

Click “Finish.”

e Screen 6 - Summary. This screen tells you how many “monographs” you've loaded and
how many pages are in it. Its seems a bit unnecessary and all you need to do is click
“Close.” It should look something like this and will vary with each compound object you
load:

4 Added monograph containing 2 pages.

Close

e Screen 7 - Add Multiple Compound Objects. Now you are back where you started but
you should see the compound object in the queue of this screen. From here click
“Finish” to upload the compound object to your Project Client.



Add using ICompound Object Wizard j Help me choose ...

Title Compound | Directory Scan g;n;zlnund Page g:,:zfu"d Ttern T Full Full
Object Type | Structure Directory ) Metadata o ype Resolution Resolution
Metadata Record
Auto-Gener:
r RAPROJECT.. |RAPROJECT.. | R\PROJECT.. |1 Object  -| r ~
r - r r

Delete
Finish Close

You will see an intermediary window that will show the progress of the upload and it will
quickly disappear. | couldn't get a screenshot of it. But after it disappears you will get
another “Summary” screen, just click “Close” at this point.

‘i Added 1 of 1 compound objects
' Added Monaograph titled Philippus Vercellensis document for Margherita Homodeo Sfondrati

Now you will see your compound object (along with a thumbnail image of the first page
of your compound object) in your Project Client.
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e From here you need to upload the compound object from the Project Client to
CONTENTdm. To do so, click “Select All” and you will see a check mark next to your
compound object. After that click “Upload for Approval.”

o The compound object will disappear from the queue. At the bottom of the Project
Client you should see the “Upload Manager” and if you open that section you will see
your compound object and its progress on being uploaded to CONTENTdm.

e
| E— ‘|

Total: 6699 MB Pause Cancelall

Watch the progress of the upload; it's important that your computer not go to sleep while Project
Client is still uploading. If it is a large object that may take a while, adjust your Mac’s settings to
never sleep! Sometimes it’s helpful to leave a sticky note on the computer to let other employees
know what that computer is busy doing.

e If it finishes the uploading process without
issues, CONGRATS!Z" You've officially
uploaded the item to CONTENTdm!

e |[f the upload stalls, there is probably a glitch in the uploading spreadsheet. Look it over
to see if any filenames are wrong. Refer to the “Reviewing the Spreadsheet if
necessary” section below. If you can’t figure it out, ask supervisor to see if s/he can find
other problems.

...This is the easiest part Ja

ltems that were successfully uploaded must still be APPROVED and then before it will
be visible in CONTENTdm and ready for OnlineQA. These two tasks are done in the
CONTENTdm Admin site:

Toggle the “Current Collection” to whatever collection this item belongs to and hit
“Change.”



Next click on the purple-ish-blue “items” tab. This will give you a few options, click the
first option “approve” in the purple-ish-blue toolbar.

10 CONTENTdm Administration

admin home _ _ “7

‘Current collection: | Special Collections Miscellaneous.

KT chonge |

Item administration

Approve
Approve, edit or delete items in the pending queue.

Index

Index the collection after adding, approving, editing and deleting items.

Add

Add an item to the pending queue. Items are reviewed and approved before becoming part of the collection.

Edit
Edit and delete items in a collection.

Find & replace

Find and replace metadata within one field, all fields, or change fields for all items.

Lock administration
Unlock items in a collection.

View collection
View current collection in the website display.

This will open the “Approve items” screen which will give you some options for
approving the items you have uploaded.

1[0 CONTENTdm Administration

admin heme

:: approve :

‘Current collection: | Special Collections Miscellaneous

I chanse |

Approve items

Approve all items in the pending queue or review the detailed approval queue actions to approve items individually or to add terms to the

controlled vocabulary.

To schedule an approval process, click add.

Full approval queue actions

view approval history

Now: 1 pending item({s), 3 controlled vocabulary terms

Scheduled approvals — pending add

(=) Approve all

() Approve & index all  the controlled vocabulary.)

(Records with unauthorized terms are
approved but terms are not added to

No approvals scheduled

() Delete all
Warning: This cannot be undone.

Detailed approval queue actions

Controlled vocabulary
Language field

la

lat

Latin

add all

add | edit
add | edit
add | edit

Reviewing 1 of 1 pending item(s)

Before reviewing items, you should review the unauthorized control vocabulary terms above.

* Items marked with and asterisk contain

ized controlled y terms.

select: all 1] none

select: all 1| none

[_| * Philippus Vercellensis document for Margherita Homodeo Sfondrati

edit

In this example there are some terms in the .txt metadata file you uploaded that are not
in the “Controlled vocabulary.” You just need to “add all”. After you click “add all” those



terms should disappear and there shouldn't be anything in the “Controlled vocabulary”
section of the Approve items section.

110 CONTENTdm Administration

admin home

i approve @

Current collection: | Special Callections Miscellaneous | m

Approve items

Approve all items in the pending queue or review the detailed approval queue actions to approve items individually or to add terms to the
controlled vocabulary.

To schedule an approval process, click add.

Full approval queue actions view approval history

Now: 1 pending item(s), 0 controlled vocabulary terms Scheduled approvals — pending add
(®) Approve all (Records with unautherized terms are
approved but terms are not added to No approvals scheduled

() Approve & index all  the controlled vocabulary.)

() Delete all
Warning: This cannot be undone.

Detailed approval queue actions

Controlled vocabulary

All terms in pending items conform to the defined controlled vocabulary.

Reviewing 1 of 1 pending item(s)

select: all 1 | none

"] Philippus Vercellensis document for Margherita Homodeo Sfondrati
select: all 1 | none

edit

e Now you should be able to approve the compound object you loaded. In the “Reviewing
1 of 1 pending item(s)” area, to the right of the “select:” area click “all 1” and then click
the “approve” button either above or below the compound object you just selected.

ing 1 of 1 pending item(s)

[ovprove | aeire ]

select: all 1| none

[Q Philippus Vercellensis document for Margherita Homodeo Sfondrati
select: all 1| none

edit

e Asitapproves the compound object, you could see a few screens. In the example here |
only saw one particular screen so there is only one screenshot for it. This is typically
what you will see until CONTENTdm finishes approving the item:



{0 CONTENTdm Administration

admin home _ _ _
Current collection: Special Collections Miscellaneous

Approve all

1 item(s) have been approved. You will be redirected to the Approve Items page in 30 seconds.

=2dding 192 168_154_128 2013-6-3_213344860-257987361.ip2

=2dding 192_168_154_128_2013-6-3_21334614-863236362.ip2
adding index.cpd

Completed.

When CONTENTdm finishes approving your compound object the approval screen will
look like this:

1[0 CONTENTdm Administration

1 approve :
Current collection: | Special Collections Miscellaneous

EIj chance |

Approve items

Approve all items in the pending queue or review the detailed approval gueue actions to approve items individually or to add terms to the
controlled vocabulary.

To schedule an approval process, click add.

Full approval queue actions

view approval history
Now:

Scheduled approvals — pending

add
There are no pending items in the approval queue

No approvals scheduled

Detailed approval queue actions

There are no pending items in the approval queue

e So now you need to

the collection before your compound object finally appear

online. To do so click on the “Index” option on the purple-ish-blue toolbar from the
approval screen and it will open the screen.



10 CONTENTdm Administration

admin home - _ _7

Current collection: | Special Collections Miscellaneous | m

Index

Index the collection after you have added or deleted items, or changed metadata within a collection. Indexing may take several minutes.

Note: All times shown are in EDT.

Last index successful Immediate indexing
Started: 2013-05-23, 16:04:01 Start the index process now te update your collection without
scheduling.

Scheduled indexes — pending

No indexes scheduled Scheduled indexing

Schedule one-time or recurring index processes to index the
collection automatically at a planned time.

cee all (®) Once on 2013-06-04 at[1:00 ~|
() Recurring at
* 2013-05-23, 16:04:01: Duration: 00:05:17
Items in index: 32382
* 2013-05-22, 14:16:02: Duration: 00:01:24
Items in index: 32252

Index history

() On the selected days:

| Monday | Saturday
* 2013-05-22, 14:11:25: Duration: 00:01:47 [ Tuesday [ Sunday
Items in index: 32256 () Wednesday
* 2013-05-22, 13:27:16: Duration: 00:03:41 () Thursday
Items in index: 32252 -
(| Friday

There are a few options available to a collection. You can schedule an index or
you can index immediately. Unless you are instructed otherwise you should use the

“ ” option. There is also an “Index history”—you don't need to worry much
about this section. If you do happen to see some sort of error or “failed” message or
something out the ordinary in this section please notify your supervisor.

At this point you need to click “

Index scheduler

Immediate indexing

Start the index process now to update your collection without
scheduling.

The index screen will turn yellow indicating that it is in the middle of indexing the
collection. You can't do anything to the collection while it is in the middle of an index,
which includes: adding, editing, approving, or indexing items to the collection.



10 CONTENTdm Administration

Current collection: | Special Callections Miscallaneous | cnange |

Index

Index the collection after you have added or deleted items, or changed metadata within a collection. Indexing may take several minutes.

Note: All times shown are in EDT.

Indexing... Immediate indexing

You cannot start another index until completion Start the index process now to update your collection without
Started: 2013-06-04 at 00:13 scheduling.

Scheduled indexes — pending

* Index once: 2013-06-04 at 00:13 cancel Scheduled indexing

Schedule one-time or recurring index processes to index the
collection automatically at a planned time.

Index history see all

® Once on 2013-06-04 at|1:00 |
* 2013-05-23, 16:04:01: Duration: 00:05:17 -

Items in index: 32382 Recurring at

* 2013-05-22, 14:16:02: Duration: 00:01:24
Items in index: 32252

* 2013-05-22, 14:11:25: Duration: 00:01:47
Items in index: 32256

* 2013-05-22, 13:27:16: Duration: 00:03:41
Items in index: 32252

() Saturday

() Sunday

When the is finished the screen will look much like it did when you first
opened this screen, but under the “Index status” you should see that the “Last
index successful” with a date and timestamp in the current date and time as
when it finished.

1{0 CONTENTdm Administration

admin home

Current collection: | Special Collections Miscelianeous Rl change |

Index

Index the collection after you have added or deleted items, or changed metadata within a collection. Indexing may take several minutes.

Note: All times shown are in EDT.

Last index successful Immediate indexing

Started: 2013-06-D4, 00:20:05 Start the index process now to update your collection without
scheduling

Scheduled indexes — pending

No indexes scheduled Scheduled indexing

Schedule one-time er recurring index processes to index the
collection automatically at a planned time.

Index history see all @ once on 20130604 at|1:00 |
() Recurring at 1:00 -
* 2013-06-04, 00:20:05: Duration: 00:06:18 9 H

Items in index: 32385

* 2013-05-23, 16:04:01: Duration: 00:05:17
Items in index: 32382

() Saturday

* 2013-05-22, 14:16:02: Duration: 00:01:24
Items in index: 32252

* 2013-05-22, 14:11:25: Duration: 00:01:47
Items in index: 32256

() Sunday

After the collection has indexed you should be able to search CONTENTdm and view it in

the database. From the screen, select the “edit” option from the purple-ish-blue
toolbar.



1]0 CONTENTdm Administration

admin home

Current i Special Collections Il change |

Edit

Browse or search for items you wish to edit, delete, export or add to compound objects.

Search: Across all fields | Selected fields | By proximity browse collection
roximil
Find results Ly |

Aloftheworss |
The exact phrase |
Anyofthewords |
None ofthe words |

Display |50 | results per page
Sort by | Title |

From here you should click on the “Selected fields” option to the right of the
“Search:” section.

10 CONTENTdm Administration

admin home

Current collection: [ Special Collections Miscelianeous K cnange |

Edit
Browse or search for items you wish to edit, delete, export or add to compound objects.
Search: Across all fields | Selected fields | By proximity browse collection
Find results
[Anof the words ] | in [ Creator x| field(s) show terms
[The exact phrase ]| | in | contributors | field(s) show terms
+ more fields | - fewer terms
Display |50 ~| results per page
Sort by | Title =

Back in the Finder window where the compound object is located you wiill
copy the filename of the folder of the compound object and past it into the first
search field in the “edit” screen in CONTENTdm Admin site.

avsss2o 1 I 1 scans >
{7 VMss520_F1 _I1.0ds
© WMSS520_F1 1l.txt
[7) WMSs520_F1_I1.xls

I
I
|
i

[ 00_Scans_ready_for upload » [] VMSS76
~ [ 01_Create_|...preadsheets ~ [] YMS5519
© [0 02_CO_ready for review =[] vMSS520

(] 03_Failed_r...etadata_fixes = [] vMSS521

[ 04_Prablem..fore_loading = [ vMSS522

(L] 05_Creating...csv_txt_files = [] VMS5792

»
~ (] 06_Uploading » [] vMsS53190

FTYVTVETT

(] 07_Done_needs_online_QA
(] 08_Currently_being_QA'd
(0] 09_Needs_corrections

v v

=[] 11_Needs_2nd_online_QA

~ [ 12_Passed_QA

» [ 13_Returne...y_for_mburn

=[] UABG9_project_documents
(3 zz_Templates

¥ TV YT

After you paste the compound object identifier in the search field you will
change the field to the right of the search box to “Identifier.”



1[0 CONTENTdm Administration

Current collection: | Special Collections Miscellaneous.

I crense |

Edit

Browse or search for items you wish to edit, delete, export or add to compound objects.

Search: Across all fields | Selected fields | By proximity

browse collection
Find results

[anorme woras  ~| [vmsss20_F1 11

in [ 1dentifier | field(s) show terms
[The exact phrase | ~| [

in [ Contributors =] field(s) show terms

+ more fields | - fewer terms

Display |50 x| results per page
Sort by | Title =l

Click “Search.” You should see your compound object in the search results. You
can right click on the thumbnail of the image for the object and openiitin a
new tab.

1[0 CONTENTdm Administration

admin home

server

Current collection: Special Collections Miscellaneous

Results: 1 items found

Global actions

Caution: These actions affect all results. Deletion cannot be undone.

[asirean | export s | oo o tocompoun omec

Delete mode

This setting determines how compound ebjects are deleted,

(=) Delete compound object only () Delete compound object and its subpages

Selected operations

select all : clear all : delete : export : add to compound object

page1of1: (<< 1 >>):: previous : next
Image: & Title: Subject: Description:

-

Philippus Vercellensis document for Margherita Homodeo Sfondrati

metadata | structure | delete

select all : clear all : delete : export : add to compound object

pagelofl: (<< 1 >>):: previous : next

At this point you just need to make sure that the load worked technically. Later
another student will conduct the “post-load” QA and the project will follow
normal procedures from there.



SPECIAL COLLECTIONS: MISCELLANEOUS

Home  Browse All
Search m Advanced Search
Home »_»Page 1

& Reference URL Share & Addtags ® Comment Rate

Philippus Vercellensis document for Margherita Homodeo Sfondrati

page 1 1of2 Next * Thumbnails || Content

View Description
® Viewlmage &Text | [ Download v & Print
Philippus Vercellensis
document for Margherita
Homedeo...

=) | = B o o @Folder 1 item 1

- Page L

Image || Text | O TextSearch..

- Page 2
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~ Object Description
Rating Based on 0 rating(s)
Title Philippus Vereellensis document for Margherita Homodeo Sfondrati
Date Original 1501 May 15
Edition Electronie version
Physical 1sheet : vellum ; 18 x 28 cm
Description

As long as you know the load worked, you can move the compound object to the
appropriate folder and the post-load QA and other processes will continue.
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Loading multiple compound ohjects

This uploading option is a time saver! @

You need to know where the folder for the compound objects you are loading is
located. It should be in the “06_Uploading” folder in the project folder for the project
you're working on, in this instance “VMSS520.” There should be folders for each
compound object and inside those folders you should have the .txt file of the metadata
for the compound object and a folder called “Scans” that contains the actual images

you are uploading.

00_Scans_ready_for_upload
01 _Create_|...preadsheets
02_CO_ready for review
03_Failed_r...etadata_fixes
04_Problem...fore_loading
05_Creating...csv_txt_files
06_Uploading

07_Done_needs_online_QA »

08_Currently_being_QA'd
09_Needs_corrections
10_Final_co.dy_reupload
11_Needs_2nd_online_QA
12_Passed QA
13_Returne...y_for_mburn
UABGI_project_documents
zz_Templates

[ VMSS76
[ VMSs519
r (] VMSs520
» [ vMss521
[ vMss522
» [ vMss792
» [ VMSS3190
»
»
»
;
»
>
»
>
»

~ (] VMS5520_F1_I2
(7] VMSS520_F113
» (] VMSS520_F1 14
(] VMSS520_F1_I5
] VMSS520_F1 16
(] VMSS520_F1_19
] ¥MSS520_F1 111
(] VMSS520_F1_112
] WMSS520_F2_11
(] VMsS520_F2_I2
[ VMSS520_F2_13
] VMSS520_F2_l4
[ vMss520_F2_15
] VMS5520_F2_16
[ vMss520_F2 17
(] VMS5520_F2_I8
[ vMss520_F2_19
] VMSS520_F3_11
(] VMSS520_F3_12
] VMSS520_F3_13
(] VMSS520_F3_14
] WMSS520_F3_15

>
»
»
»

Nmscns 1
- i VMSS520_F1_12.0ds
| VMSS520_F1_I2.txt
7| VMSS520_F1_I2.xls

VMSS520_F1_I2_p001.jpg
VMSS520_F1_12_p002.jpg
VMSS520_F1_I2_p003.jpg
VMSS520_F1_I2_p004.jpg
VMSS520_F1_I2_p005.jpg
VMSS520_F1_I2_p006.jpg
VMSS520_F1_I12_p007.jpg
VMSS520_F1_I2_p008.jpg
VMSS520_F1_I12_p009.jpg
VMSS520_F1_I2_p010.jpg
VMSS520_F1_12_p011.jpg
VMSS520_F1_I2_p012.jpg
VMSS520_F1_12_p013.jpg
VMSS520_F1_I2_p014.jpg
VMSS520_F1_12_p015.jpg
VMSS520_F1_I2_p016.jpg
VMSS520_F1_12_p017.jpg
VMSS520_F1_I2_p018.jpg
VMSS520_F1_I2_p019.jpg
VMSS520_F1_I2_p020.jpg
VMSS520_F1_I2_p021.jpg
VMSS520_F1_12_p022.jpg

VMS5520_F1_12_p023.jpg
VMSS520_F1_12_poz4.jpg

e In the left-side bar under “Common Tasks” click “Add Compound Objects.”

Special Collections
Miscellaneous

a Sfondrati Family
Papers

Common Tasks

S Add Item

9 Add Multiple Ttems

%z Add Compound
Objects
|:4 Edit Existing Items

e This opens a window that says “Add Multiple Compound Objects” which is misleading.
Use the drop-down menu called “Add using” to select the “Directory Structure” which is
at the top of this list and should already be selected and click the “Add” button to the
right of it.

Import Objects IMap Fields}

Add using Directory Structure - Add Help me choose . ..

Compound Compound Full
. Compound Directory Scan . P Page . P Full Full Re!
Title . . Object Object Item Type . . 5
Object Type | Structure Directory Metadata Resolution Resolution Dis|
Metadata Record .
Auto-Generat| Dire

* - r - r r



Screen 1 - Directory Structure - Choose type. This section is asking 1) What type of

compound object would you like to create? and 2) where is the import directory that
contains subfolders for each compound object. Use the following settings and click

“Next™

1) What type of compound object would you like to create? - you will
invariably select the radio button for “Monograph.” Select this option unless otherwise

directed.

Use directory structure import if you have separate directories for each
compound object with each directory containing a tab-delimited text file about
the compound object. Each compound object must be stored in its own
dirertnns and have ite nwn tah-delimitad tevt filag

What type of compound object would you like to create?
¢ Document. Document with no hierarchy.

 Monograph. Document with hierarchy, such as chapters in a book.

© Picture Cube. Object with six views, such as statues or buildings.

" Postcard. Object with two sides, such as a postcard or baseball card.

| SRS | JU

2) Import directory that contains subfolders for each compound object - You will
use the “Browse” button to the right of the “Directory name:” box for the file path to
the directory that contains the subfolders of each compound object you are uploading.

Please select a folder below:

>

>

00_Scans_ready_for_upload
01_Create_loading_spreadsheets
02_CO_ready for review
03_Failed_review_needs_metadata_fixes
04_Problems_to_resolve_before_loading
05_Creating_ods_csv_txt_files
06_Uploading

VMSS76

VMSS519

VMSS520
I VMSS520_F1.12
| VMSS520_F113
| VMSS520 F1 14
I VMSS520_F115
| VMSS520_F1_16
| VMSS520 F1.19

VMSS520 F1 111

m

After selecting the directory click “OK.” Screen 1 - Directory Structure - Choose type
should look something like this before clicking “Next.”

e Screen 2 - Directory Structure - Verify Directory Name. This section is just a
confirmation that you selected the correct directory of subfolders you want to upload.

Click “Next.”



r
Directory Structure - Verify Directory Name -

Each compound object directory must contain another subdirectory with files
that make up the compound object. CONTENTdm assumes that subdirectory is
named 'scans’

Scans are located in
R:A\PROJECTS\1_PROJECT_FOLDER\CONTENTdm_from_Finding_aid\06_Uploading\

Modify the name of the directory containing the items.

< Back Next > Cancel

Screen 3 - Directory Structure - Display Image Settings. At this screen you are telling
the Project Client 1) Under the Do you want CONTENTdm to generate . .. section, “YES”
and 2) Under Image Options button, uncheck the “Lossy compression.”

1) Do you want CONTENTdm to generate . .. - in this section you need
to Click the radio button for “YES.”

Do you want CONTENTdm to generate display images from items you import?
@ Yes

© No

To establish or change your display image settings, click Image Cptions.

Image Options < Back | Next > I Cancel I

2) Image Options - Click the button “Image Options” in the lower left
corner. This opens a window called “Project Settings Manager -
Sfondrati Family Papers.” Under the “File type:” section uncheck the
“Lossy compression” check-box and click “OK.” It should look like this:



General Settings 1 and Tt bnails - Sfondrati Family Papers

Metadata Templates Specify settings for items you import
Metadata Field Types [ Display Image Size & Type

Images & Thumbnails Specify settings for the display images generated
Processing File type: JPEG2000 e

OCR

Project Options R
© By compression ratio

Find in Collecti
ind in Collection J 100

I~ Lossy compression

& By quality
Advanced
Image Rights (Watermark, Branding, Banding)
Manage image rights settings Image Rights
Thumbnail Settings
Specify the thumbnail images to use with file types Thumbnails

Cancel

Once back at Screen 3 - Directory Structure - Display Image Settings
click “Next.”

o Screen 4 - Directory Structure - Page Information. At this screen you are telling the
Project Client 1) Under the Specify page names section, “Label pages using
tab-delimited text file” and 2) Under the Transcript section, “No transcripts.”

Specify page names and Transcript section should look like this:

Specify page names

= Use file names as titles
[T Ignore information before underscore. Example: 001_Pagel becomes Pagel
" Label pages using sequence

MName:|Page Begin with: Il

& Label pages using tab-delimited text file

—Transcript
" Import transcript files from a directory

Directory name: Browse

© Generate transcripts using OCR
& Mo transcripts

—PDF
[™ Create print PDF

< Back | Next = I Cancel




And now click “Next.”

e Screen 5 - Directory Structure - Confirm settings. This screen is just a summary of all
the settings you chose in the previous screens. It should look something like this and will
vary with each compound object you load:

Summary of settings for import.

kmpnrt Monograph using Directory Structure method.

Importing 21 compound objects from R\PROJECTS\1_PROJECT_FOLDER
NCONTENTdm_from_Finding_aid\06_Uploading\VMSS520

Display images will be generated.

Title pages using filenames.

There are no transcripts.

<Back‘ Finish Cancel

Click “Finish.”

e Screen 6 - Summary. This screen tells you how many “monographs” you've loaded and
how many pages are in it. Its seems a bit unnecessary and all you need to do is click
“Close.” It should look something like this and will vary with each compound object you
load:

Y Added 21 Monographs

1 Added Monograph from R:\PROJECTS\1_PROJECT_FOLDER\CONTENTdm_from_Finding_aid\06_Uploading\VMSSS20\WN
&) Added Monograph from RAPROJECTS\1_PROJECT_FOLDER\CONTENTdm_from_Finding_aid\06_Uploading\VMSS520\VN
&) Added Monograph from R:APROJECTS\1_PROJECT_FOLDER\CONTENTdm_from_Finding_aidh06_Uploading\VMSSS20WN
&) Added Monagraph from RAPROJECTS\1_PROJECT_FOLDER\CONTENTdm_from_Finding_aid\06_Uploading\VMSSS20\VN
L added Monograph from RAPROJECTS\1_PROJECT FOLDER\CONTENTdm_from_Finding_aid\06_Uploading\VMSS520\Wh
1 Added Monograph from R:\PROJECTS\1_PROJECT_FOLDER\CONTENTdm_from_Finding_aid\06_Uploading\VMSSS20\WN
D added Monograph from RAPROJECTS\1_PROJECT_FOLDER\CONTENTdm_from_Finding_aid\06_Uploading\VMSS520\WN
Y Added Monograph from RAPROJECTS\1_PROJECT_FOLDER\CONTENTdm_from_Finding_aid\06_Uploading\VMSS520\WN
D added Monograph from RAPROJECTS\1_PROJECT_FOLDER\CONTENTdm_from_Finding_aid\06_Uploading\VMSS520\WN
&) Added Monograph from RAPROJECTS\1_PROJECT FOLDER\CONTENTdm_from_Finding_aid\06_Uploading\VMSS520\VN
L) Added Monograph from R:APROJECTS\1_PROJECT_FOLDER\CONTENTdm_from_Finding_aidh06_Uploading\VMSSS20WN
&) Added Monograph from RAPROJECTS\1_PROJECT_FOLDER\CONTENTdm_from_Finding_aid\06_Uploading\VMSSS20\VN
L Added Monograph from RAPROJECTS\1_PROJECT FOLDER\CONTENTdm_from_Finding_aid\06_Uploading\VMSS520\Wh
1 Added Monograph from R:\PROJECTS\1_PROJECT_FOLDER\CONTENTdm_from_Finding_aid\06_Uploading\VMSSS20\WN
D added Monograph from RAPROJECTS\1_PROJECT_FOLDER\CONTENTdm_from_Finding_aid\06_Uploading\VMSS520\WN
&) Added Monograph from R:APROJECTS\1_PROJECT_FOLDER\CONTENTdm_from_Finding_aidh06_Uploading\VMSSS20WN
D added Monograph from RAPROJECTS\1_PROJECT_FOLDER\CONTENTdm_from_Finding_aid\06_Uploading\VMSS520\Wh
4 Added Monograph from RAPROJECTS\1_PROJECT FOLDER\CONTENTdm_from_Finding_aid\06_Uploading\VMSS520\WN
1 Added Monograph from R:APROJECTS\1_PROJECT_FOLDER\CONTENTdm_from_Finding_aid\06_Uploading\VMSSS200WN
&) Added Monograph from RAPROJECTS\1_PROJECT_FOLDER\CONTENTdm_from_Finding_aid\06_Uploading\VMSS520\VN
L added Monograph from R:\PROJECTS\1_PROJECT_FOLDER\CONTENTdm_from_Finding_aid\06_Uploading\VMSS520\Vh




Screen 7 - Add Multiple Compound Objects. Now you are back where you started but
you should see the compound object in the queue of this screen. From here click “Finish”
to upload the compound objects to your Project Client.

Import Objects | Map Fields|

Add using IDlreEtDry Structure j Help me choose ...
I
Tite Col_'mpound Directory St_:an SZE&DUM Page gc;;r;;;tuund Ttem Type Full Full I_
Object Type | Structure Directory Metadata Resolution Resolution |
Metadata Record
Auto-Generat| |
> M Morogr. || T |RAPROJECT. |RAPROJECT.. RAPROJECT.. |1 Object  ~| T =
Francesco S.. | Monogr... _~ | r RAPROJECT... 'RAPROJECT.. R\PROJECT.. |1 Object _~| r ~
Instrument ... | Monogr.. _~ | r RAPROJECT... 'RAPROJECT.. R\PROJECT.. |1 Object _~| r ~
Will of Isab... | Monogr.. ~| r RAPROJECT... |[RA\PROJECT.. RN\PROJECT.. |1 Object | r ~
Donation of.. | Monogr... _~ | r RAPROJECT... 'RAPROJECT.. R\PROJECT.. |1 Object _~| r ~
Donation of.. | Monogr... _~ | r RAPROJECT... 'RAPROJECT.. R\PROJECT.. |1 Object _~| r ~
Donation of.. | Monogr... _~ | r RAPROJECT... 'RAPROJECT.. R\PROJECT.. |1 Object _~| r ~
Francesco S.. | Monogr... _~ | r RAPROJECT... 'RAPROJECT.. R\PROJECT.. |1 Object _~| r ~
Carlo I Cybo... | Monogr... _~ | r RAPROJECT... 'RAPROJECT.. R\PROJECT.. |1 Object _~| r ~
Carlo I Cybo... | Monogr... _~ | r RAPROJECT... 'RAPROJECT.. R\PROJECT.. |1 Object _~| r ~
Carlo I Cybo... | Monogr... _~ | r RAPROJECT... 'RAPROJECT.. R\PROJECT.. |1 Object _~| r ~
Carlo I Cybo... | Monogr... _~ | r RAPROJECT... 'RAPROJECT.. R\PROJECT.. |1 Object _~| r ~
Carlo I Cybo... | Monogr... _~ | r RAPROJECT... 'RAPROJECT.. R\PROJECT.. |1 Object _~| r ~
Carlo I Cybo... | Monogr... _~ | r RAPROJECT... 'RAPROJECT.. R\PROJECT.. |1 Object _~| r ~
Carlo I Cybo... | Monogr... _~ | r RAPROJECT... 'RAPROJECT.. R\PROJECT.. |1 Object _~| r ~
Cardano co.. | Monogr... _~ | r RAPROJECT... 'RAPROJECT.. R\PROJECT.. |1 Object _~| r ~
Consultation | Monogr... _~ | r RAPROJECT... 'RAPROJECT.. R\PROJECT.. |1 Object _~| r ~
Statute of .. | Monogr.. | r RAPROJECT... 'RAPROJECT.. R\PROJECT.. |1 Object _~| r ~
Carlo I Cybo... | Monogr... | r RAPROJECT... 'RAPROJECT.. R\PROJECT.. |1 Object _~| r I3 =
Legal decisi.. | Monogr... _~ ]| r RAPROJECT... 'RAPROJECT.. R\PROJECT.. |1 Object _~| r I3
. | Severina Ai.. | Monoar.. ~ r RAPROIFCT... |RAPROIFCT.. R‘\PRfl)JFf'T .11 Ohiect > r I3 L'LI

Finish Close

Sometimes if you are loading a really large batch (or if the compound objects themselves
contain lots of image files) this screen will take some time to load and it looks like nothing
is happening in your Project Client. If this happens ask your supervisor to come look at it.

After clicking “Finish” a new window will open in front of the current one and it will give
you a progress bar of the compound objects loading to your Project Client.



Import Objects | Map Fieldsl

Add using | pirectory Structure -] Add Help me choose ...
12

Title Cmr_npound Directory Sc_an gc;;r;;;tound Page gf)?;ﬁ_;mnd TEmTEe Full . Full . |

Object Type | Structure Directory Metadata Metadata Record Resolution Resolution |

Auto-Generat| |
v [EEEPEM vonogr. | T RAPROJKECT.. |RAPROJECT.. |RAPROJECT. |1 Object  ~| T 3
Francesco S... | Monogr. - RAPROJECT.. |R\PROJECT.. RA\PROJECT.. |1 Object - | - 2
Instrument ... | Monogr. I RAPROJECT... |RAPROJECT.. |RAPROJECT... |1 Qbiect - r ¥
Will of Isab... | Monogr.. § Importing Compound Objects & S8 & r ~
Donation of.. | Monogr... | r 2
Donation of... | Monogr... | Adding 1 of 4 items r 2
Donation of.. | Monogr... r ¥
Francesco S.. | Monogr... | [N v
Carlo I Cybo...| Monogr... | r 2
Carlo 1 Cybo..| Monagr.. | 2 of 21 compound objects added r C]
Carlo I Cybo...| Monagr. r ~V
Carlo I Cybo... | Monogr... {f| [N 2
Carlo I Cybo... | Monogr. r 2
Carlo I Cybo...| Monogr. | r 2
Carlo 1 Cybo... | Monogr... PROJECT TRYPROJECT TRPROJECT Brect 1 r ~
Cardano co.. | Monogr... - RAPROJECT.. |RAPROJECT.. RA\PROJECT.. |1 Object | - 2
Consultation | Monogr... - RAPROJECT.. |RAPROJECT.. RA\PROJECT.. |1 Object _~| - 2
Statute of .. | Monaogr... r RAPROJECT... |RAPROJECT.. RAPROJECT.. |1 Object _-| r 2

Carlo I Cybo... | Monogr... r RAPROJECT... |RA\PROJECT.. RAPROJECT.. 1 Object | r ~ ==

Legal decisi.. | Monogr... r RAPROJECT.. |RAPROJECT.. |R\PROJECT.. |1 Object | r 2
‘ I Severinn Ai.. | Monoar.. = r RAPROIFCT... |RAPROIFCT.. R‘\PR(l)lF(T.. 1 Obiect < r 2

e Screen 8 - Summary. This is another window summarizing the titles of the monographs
you uploaded to the Project Client-- just click “Close.”

‘B Added 21 of 21 compound objects

& Added Monograph titled Valeriano Sfondrati deposition regarding the inheritance of Isabella di Capua
¥ Added Monograph titled Francesco Sfondrati deposition regarding the inheritance of Isabella di Capua
& Added Menograph titled Instrument of dowry between Alberico I Cybo-Malaspina and Isabella di Capua
‘i) Added Monagraph titled Will of Isabella di Capua

B Added Monograph titled Donation of Eleanora Grimaldi

Y added Monograph titled Donation of Catarina Cybo-Malaspina

Y Added Menograph titled Donation of Ferrante Cybo-Malaspina

‘&) Added Monograph titled Francesco Sfondrati revocation

U Added Monograph titled Carlo I Cybo-Malaspina letter to Ercole Sfondrati

‘& Added Monograph titled Carlo I Cybo-Malaspina letter

¥ Added Monograph titled Carlo I Cybo-Malaspina letter

& Added Meonograph titled Carlo I Cybo-Malaspina letter

‘i) Added Monograph titled Carlo 1 Cybo-Malaspina letter to Ercole Sfondrati

B Added Monograph titled Carlo I Cybo-Malaspina letter

U Added titled Carlo 1 Cyb ina ¢ e with Ercole Sfondrati

Y Added Menograph titled Cardano consultati
‘& Added Monograph titled Consultation

U Added Monograph titled Statute of Massa
‘& Added Monograph titled Carlo I Cybo-Malaspina consultation

¥ Added Monograph titled Legal decision regarding the state of Aiello
& Added Menograph titled Severino Aieri statement of findings

o Now you will see your compound objects (along with a thumbnail image of the first page
of your compound objects) in your Project Client.
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From here you need to upload the compound object from the Project Client to

CONTENTdm. To do so click “Select All” and you will see a check mark next to your
compound objects. After that click “Upload for Approval.”

SelectAll | Clear Al | & Upload for Approval _ Open inTab

Delete

K

{ Lw2lof2items r 0

Thumbnail Geator
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Altemative.
Tite

Description

Original
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Dimensions

Arrangement

Degree/Disse
Note
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Topics
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1folded
sneet

Lfolded
sheet (4
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you should see the “Upload Manager” and if you open that section you will see your
compound objects and its progress on being uploaded to CONTENTdm.

The compound objects will disappear from the queue. At the bottom of the Project Client

| status

6676 KB/ 15

285 M0

[vvtosdng

After all the compound objects in your batch upload to CONTENTdm you will
go through the same APPROVAL and

steps described in section
E.iv.14-26 of this write-up.



Reviewing the Spreadsheet if necessary

If the load failed, it was probably because of a stray character or some incorrect information in
the loading spreadsheet. Review the descriptive information you copied from the finding aid to
verify that you copied the correct things and that the images you pointed to match the correct

physical item.

A.

B.
C.

Once you've verified the description, review the auto-filled fields and the
page-level metadata.

If you find mistakes, fix them.

Once you've fixed it, save the spreadsheet. After saving it, open it in Open Office
to save it in .ods and then a second file as .csv, which you will convert to .txt by
changing the end of the filename from .csv to .txt.

After all the loading spreadsheets have been reviewed, verified, and converted
ultimately to a .txt, you are ready to load the items to the Project Client.

After loading the set to the Project Client, upload the set from the Project Client
to CONTENTdm for approval and indexing.

e Reviewing the descriptive metadata:

o The purpose of this review is to make sure that:
e You copied the correct description to the correct compound object
spreadsheet.
e You altered all the fields that require manual alteration.
o Using VMSS520, folder 1, item 1, this review starts with field B and ends with
field Al (CDM_LVL_Name to Call Number).
o Have the finding aid open for the item you are working with (in this example for
VMSS520, folder 1, item 1).
o The title for the finding aid must match fields B and E. For example:
Spreadsheet:
= B [ D E
R .. Contibutors N

(0]

Philippus Vercellensis document for Margherita Homodeo
Sfondrati

Philippus Vercellensis
document for Margherita
Homaodeo Sfondrati

Finding aid:

Home [ Vault M55 520 / Item 1 folder 1 / Philippus Vercellensis document for Margherita Homodeo Sfondrati

Philippus Vercellensis document for
Margherita Homodeo Sfondrati

Dates: 1501 May 15

o Extent: 1 sheet : vellum ; 18 x 28 cm
* Call Number: Vault MS5 520 Item 1 folder 1

* Repository: L. Tom Perry Special Collections; 20th Century Western & Mormon
Manunerrinte: 1120 Harnld R 1 sa lihrane Rrinham Vanna Hnivarcine Praun 1itah

Check the dates in your spreadsheet against the finding aid (fields H and |).



Spreadsheet:

—

1501 May

15 1501 Eb

Finding aid:

Home / Wault M55 520 / Item 1 folder 1 / Philippus Vercellensis document for Margherita Homodeo Sfondrati

Philippus Vercellensis document for e
Margherita Homodeo Sfondrati BAgarcopy

Dates: 1501 May 15

« Extent: 1 sheet: vellum ; 18 x 28 cm
« Call Number: Vault MS5 520 Item 1 folder 1

* Repository: L. Tom Perry 5pecial Collections; 20th Century Western & Mormon

Mannecrrintes 1120 Harald B 1 sa likrane Brinham Vaona Hnivarcine Braun [itak

Check fields L, N, O, and P to make sure you manually separated the individual
elements in the physical description (field L) into their respective fields.

Incorrect example-

L M N o P

al Scale Madiurm Arri

1sheet : vellum ;

18 x 28 cm wellum 18x 2B cm

Correct example-

L M N o P

al Scale Medium Arrat

1 sheet : vellum ;

18 % 28 cm 1sheet vellum 18x28cm

Check the language field (field AA) to make sure the three correct language
codes were used. Check the ISO 639.2 website:



http://loc.gov/standards/iso639-2/php/English_list.php

Check the general notes field (field AD) to see if the student remembered to copy
over any content in the “Note” section of the finding aid.

Spreadsheet:
AD
-1 Goneral Notes|Col
Manuscript.  Sfor
Finding aid:
Services and/or the L. Tom Perry
MNote
Manuscript.

Preferred Citation

Philippus Vercellensis document
papers; L. Tom Perry Special Col

Check the SIRSI ID field (field AH) against the loading template for the project
you are working on to see if you copied the corrected SIRSI ID into this field.
There is a unique SIRSI ID for each collection. If a project consists of one
collection the SIRSI ID will be the same for every compound object in the project.
If, like the Sfondrati project, the project consists of 10 separate (but related)
collections, each collection will have its own SIRSI ID. You must refer to the
loading template for the collection you are working with to ensure you have the
correct SIRSI ID for the compound object you are working with.

Lastly you need to make sure that the correct images were organized in this
compound object. This is a question of whether or not the content of the images
matches the description of the content in the finding aid. This will reveal any
errors students made in scanning the wrong item, naming the files wrong, or
copying the wrong files into the “Scans” folder for the compound object. For
instance when scanning a photograph that is described as photos of the folk
dance group at BYU, the content of the files should clearly be folk dancers. In the
example of the Sfondrati papers, content clues should be in checking the date
used in the finding aid under “Date Original” against a date written on the paper.
After you know the descriptive fields in your spreadsheet are correct you can use
the spreadsheet to verify the content against the content of the images.

For example, using the Date Original field in the spreadsheet—


http://loc.gov/standards/iso639-2/php/English_list.php
http://loc.gov/standards/iso639-2/php/English_list.php

H 1

1501 May

15 1501 Elec

—vyou should find that date actually written in the image of the original
document:

1| il (O ﬂaﬂ,nnﬂw nyeé ufrumrmm uiArivt. L mé
. < coE kR

lo e x v May. Aamo. p
| .

For Sfondrati (since it is in old Italian, Spanish, and Latin) we are using the Date Original
as the “content” verification check.

Review of autofilled fields (roughly fields AK-BL) and page level metadata.

o Most of the content from AK-BL is copied down for each row of an image you
are loading. There are some exceptions. This review's purpose is to call to mind
the fields that are the exceptions that a student may reasonably miss or skip
over.

o Again if you compare the fields briefly to the project loading template you should
see visually any problems or anomalies.

o Here are some fields that you should specifically review:

e Refresh date (field AS) - Within a month this field shouldn't be a
problem. Students may forget to change the month when the month
changes temporally. Remember it should be two years from the year
you are reviewing the spreadsheet.

e Digitization Specifications (field AV) - You must check the project
database to see which scanner was used to scan the images in this
compound object. Typically it will be the same scanner for every image
in the compound object, but occasionally one item is scanned on a
different scanner than the other items in the compound object. Each
row in this field must represent the scanner the item was scanned on.
You must verify that this field is correct for each image (if there are any
exceptions).

e Date Digital (field AW) - Within a month this field shouldn't be a
problem. Students may forget to change the month when the month
changes temporally. This should be the same year and month that you
are reviewing the spreadsheet.



e Contributor Metadata Entry (field BD) - This should be the name of the
person who created the loading spreadsheet.

Incorrect example- (Ezra Han created this spreadsheet)

Contributor Metadata Entr Ma

der.

Snyder, Marisa 200
L

Correct example-

il‘.‘unlrih utor Metadata Entr| Mal

. Han, Ezra 2m

e Metadata Entry Date (field BE) - Within a month this field shouldn't be

a problem. Students may forget to change the month when the month
changes temporally. This should be the same year and month that you
are reviewing the spreadsheet.

e |dentifier (field BG)

e At the compound object level this should be the name of the
folder of the compound object you are creating. Again if
everything was named correctly and the project to this point
was organized correctly than this is the core name of the
filenames you are loading.

Folder of compound object in Finder window-

[ VMs5519 » [ VMSS520_F1 11 » [ Scans »
] vMss520 » [] VMSS520_F1_12 L VMSS520_FL_I1.xls

=

[ wvMmss521 © ] VMSS5520_F1_I3 L
:::::::: T amaceEIn £ 14 -

Representation in the spreadsheet-



Fil

VMSSE20_F1_11

VMESEN F1 11 pind inn

o At the page level this should just be a row with the name of the file you are
loading in the order they exist in the “Scans” folder of your compound object.

Folder of compound object in Finder window-

(L] VMss519 » [] VMSS520_F1_11 » T ' vMsS520_F1_I1_p001jpg
[ vmss520 » [ ] VMSS520_F1_I2 o [ VMSSS20_F1_I1.xls VMSS520_F1_11_p002.jpg
[ vmss521 * (] VMSS520_F1 13 :
(L] VMsS522 - [] VMSS520_F1_l4 r

Representation in the spreadsheet-

T T

VMSS520_F1_11
VMSSE20_F1_11_p001 jog

VMSSE20_F1_11_p002 jog

e Filename (BL) - for both the compound object and page level follow
the instructions above (B.c.vii). It should end up looking like this

example:
BL

VMSS520_F1_11
VMSS520_F1_I1_p001 jog

VMBSS520_F1_I1_p002 jog

o Review the page level metadata across the spreadsheet.

e Inthe field, CDM_LVL (field A), there should be a 1 for each row you
loading.



o The field CDM_LVL_Name (field B) at the page level designates the outer-most
level of the structural metadata. This is typically the lowest level the collection
was described at. For this example it is Folder 1 item 1.

o Thefield Title (field E) at the page level designates the inner level of the
structural metadata. For text projects this is typically Page 1, Page 2, Page 3, etc.
For a photograph project it would be Image 1, Image 2, Image 3 etc.

o For fields A-E the spreadsheet should look something like this:

A B C [ D E
_ |CDM_LVL Creator Contributors Altel

L

Philippus Vercellensis document for Margherita Homedeo Philippus Vercellensis .
. document for Margherita
Sfondrati
Homodeo Sfondrati

i1 Folder 1 itern 1 Page 1
1 Folder 1 em 1 Page 2
o

Fields AK-BF should be the same content for each image you are loading (noting
any exceptions described in section B of this write-up).

Ak AL AN AN A0 AP AQ AR A Al AU AV LA A LAY AL
R T S 1 = S e (V- |
Puble doman  headvaulib byuedus eopyrghtinl Brigham Your ATT: Supai 4224 Pubie L Tom PerySpeda Collctons, Harod B Lee Lorary rgham Vourg Unhe 01505 Tt ol M6
bl donan e byese,_opPbind B Yout AT S oSN s Pl gy FpsonExrsion 10000, St vAD 00, it i 0GH 01345 St
Publs deian  heg vl by espriPL Brigham Your ATTH 5 4204 u  Pabie g Epson Etsson 10000, Shiael vRO0. st g 200d 201305 SHA

5. As a final check you need to make sure there is no content after the last row you
have a filename for in fields “Identifier” and “Filename.” To do this, select the last
row that there is a filename for and slowly scroll to the left to make sure all the
fields above that row have been auto-filled appropriately and there is no content
below that row.



byueompounddocunm
ant

WMSS520_F1_11

VMSS520_F1_1_p0o1 jog

VMSS520 F1_H_p0o2jog

2 |VMSSS20_F1_11

3 |VMSSS20_F1_11_p001.jog
YMSS520_F1_I1_p002 jog

5

5]
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o

Contributor Metadata smf- Metadata Entry Tool

CONTENTém Project Client, version

201305 Web browser. Adobe Acrobat reader.  Han, Ezra 201305 6.1.2.691 MSS520_F1_1

201305 SHAT VMSS520_F 1_1_p001 jog

201305 SHA1 VMSS520_F1_1_p002)og
Digitization Specifications '

edu  Public L. Tom Perry Special Callections, Harold B. Lee Library, Brigham Young Unive 201505 Text lextijpg 201305
specialcollectons@byuedy | Public textipg Epscn Expression 10000 i Siverfast v8.0.1120; aliributes: jog, 200 dpl 201305
<peciaicollsctons@byuedy  Public textipg Epson Expression 10000 xi; Siverfast v8.0.1120; aliributes: jog, 200 dpl___ 2013-05

] ¥ Y Y J Y Y Y y o
Full Text|
Philippus Vercellensis
document for Margherita
Homodeo Sfondrati; Vault MSS
520; Sfondrati family papers; L.
hutp: Jib.byu.ed Tom Perry Special Collections; |0 \5';;"‘::51
OMS5%20520/Item%201/folder?s201 20th Century Western & tolder 1
Mormon Manuscripts; 1130 older
Harold B. Lee Library; Brigham
Young University; Prava, Utah
B4602; http:, lib.| .edl " N +
1 i/ fsc.lib.byu.edu/ Public domain  hitp:Hvaullib byu.sduise_copyright himi Brigham Your ATTN: Supervisor of Reference Se 801-422-3175 specialc]
Public domain  http:fivaull lib.byu.edufsc_copyright.htm| Brigham Your ATTN: Supervisor of Reference Se 801-422-3175 EW:IE‘E
Public domain__ http:vaull lib.byu.edulsc_copyright.himl Brigham Your ATTN: Superviser of Reference Se 801-422-3175 specialc|

Names Topics

Functions Subject

Certificat
es

Audience Condition

. http:
Manuscript.  Sfondrati family papers oMt

Latin; lat; la




1501 May

b 1501 Electronic version

Publisher (Original Arrangement Degree/Dissertation Nol

1sheet : vellum ; L. Tom Perry Special Collecti
18x28 ;m ’ vellum 18x2Bcm Harold B. Lee Library, Brigha
Young University

{1

_|com_vL

Creator Contributors

Philippus Vercellensis document for Margherita Homodea
Stondrati

Faider 1item 1

Altornative Titl

Philippus Vercellensis
document for Margherita
Homodeo Sfondrati

1501 M
15

Page 1

.

Faider 1 item 1

Page 2

Failed review needs metadata fixes

o This folder is for compound objects that failed the review and student who
created the spreadsheet originally should fix the problems identified in the

spreadsheet.

o As the reviewer, when you find fields that were not copied correctly or manually
edited appropriately, or find problems in the page level metadata, highlight those
fields in - for the student who must fix the spreadsheet to identify the

problem fields.

o In creating this write-up, | reviewed a compound object from the Sfondrati
Family Papers, VMSS520_F1_I1. | found errors in the following -:

M| N | O
Scale Extent Medium

vellum 1

———

r. | Snyder, Marisa 2

o Since the compound object VMSS520_F1_|1 needs metadata fixes, | placed the
folder for the compound object in the “O3_Failed_review_needs_metadata_fixes”

folder.



] 00_Scans_ready_for_upload » [ VMSS76 ] B VMss5520_F1 11 [] [ Scans

[ ] 01_Create_loading_spreadsheets » [ ¥MSs5519 L 17 vMSS520_F1_I1.xls
(] 02_CO_ready for review ~ [] ¥Mss520 s

(] 03_Failed_review_needs_metadata_fixes » [] WMSS521 L

|| D4_Problems_to_resolve_before_loading ] WMSS522

[ ] 05_Creating_ods_csv_txt_files =[] VMS5792

(] 06_Uploading = [ ¥MS53190
(] 07_Done_needs_online_QA L

|| 08_Currently_being_QA'd

[] 09_Needs_corrections

|1 10_Final_corrections_ready_reupload

(] 11_Needs_2nd_online_QA

|] 12_Passed_QA

(] 13_Returned_ready_for_mburn
(] UABB9_project_documents
|| zz_Templates

o The student who created the spreadsheet originally will go in and look for the
gray fields. Once those are fixed, then the .ods, .csv, and .txt files can be created
and subsequently loaded.

Review spreadsheet

Common things to watch out for, that might make Project Client reject a spreadsheet:

- Column A, CDM_LVL should have a 0 in the Compound Object level (the first row) and a
1 for all the Item level rows (aka every other row belonging to that compound object).

- Column B, CDM_LCL_Name should have the title in the Compound Object level, the Call
Number in every row with a jpg, and “Printing Version” written in the last row, the
pdf/printing version row (if there IS a printing version).

- Column AA, Language, must have list the language 3 times according to the Library of
Congress code. The full name of the language, the ISO 639-2 Code, then the ISO 639-1
Code, if extant. A semi-colon and a space much separate each of the three parts.
Example: English; eng; en

- The date columns, AS, AW, and BE, must be in YYYY-MM format.

- Column AT should only have writing in the Compound Object level row.

- Column AU should have writing in every row.

- Column AV should have writing in ONLY the Item level rows, NOT the c.o. level row.

- Column BA should also only have SHA1 written in the Item level rows, nothing in the c.o.
level.

- Column BC should only have writing in the c.o. level.

- Column BG should have the callnumber (no spaces) in the c.o. level row, and the jpg
names in all of the item level rows. Same goes for the BL column, although if something
is wrong, delete BL2.

- Make sure the printing version entries adhere to what the printing version should say.

- When the spreadsheet looks good but still won’t load, make sure there are no errant
space in any supposed-to-be-blank cells, and make sure there are no errant spaces at
the ends of the entries in cells that are filled.


http://loc.gov/standards/iso639-2/php/code_list.php
http://loc.gov/standards/iso639-2/php/code_list.php

“Creating a project in Project Client

This step describes how to create a “project” in the Project Client. Typically each computer--
each copy of Project Client-- needs a “project” for each collection you are loading into
CONTENTdm. If you use the same computer, that “project” will be saved (and all its settings)
on that instance of the Project Client. If you use a different computer you will need to follow the
same steps and create the “project” on that computer.

® Once the Project Client is open go to under “Project” to “New.”

CONTENTdm
Project | Add Ttem Edit  Administration He

New

Open
Close
Delete

Edit Project

@, Find in Cc

Export Project Settings
Import Project Settings Collection de:
Project Settings Manager  »
Exit

Stondrati fam

A apers Special Col

e Screen 1 - New Project - Server URL and Login - is asking you to select the
server our content resides on and to enter the Username and Password. We
used to have a test server (which we no longer have) so there should only be
one option to select for the CONTENTdm Server URL.

New Project - Server URL and Login @

Enter URL and logon credentials
CONTENTdm Server URL |hrtps://serverl5999‘mmemdmuclc‘urg/ j

Username:  [diteam
Password ’WW—

| Next > Cancel

o Screen 2 - New Project - Choose Collection - this is a drop-down menu of all the
collections we have set-up in the CONTENTdm Admin site for loading content
into. You need to know the name of the collection (as it was created in the
CONTENTdm Admin site) in order to select the correct collection.



New Project - Choose Collection

u @) @ hteps://server15999.contertdm.oclc.org/cgi-bin/admin/ collections.exe ¢

(2] Most Visited ~ [I1] Metamanager [il] 1A Biblio ['7 1A Dashboard [i] Post Biblio [ internet Archive  [i] 1A BYU ] Library directory

Choose collection:

19th Century Mormon Article Newspaper Index - ‘Current collection: {19t Century Normon Arice Newspaper Index Kl change |
| E— 10t Century Mormon Artcle Newspaper Index —

V[ CONTENTdm Administration

admin home

collections

At History Library
| BYUL - Bizckfoot Newsgapers
Collection) g, i, usc Sceres
Benson Incttute
Profile | 19th Century Publications zbcut the Book of Mormon (1829-1844)
Change colleg Britte Books iding ful resolution and PDF conversion).
BYU - Hawaii
Flld proped BYUH Baliridge Oral Hstories
BYUFilpiny Carcs
BYUH Figino Cerds 1
1o | BYUH Flsino Cerds 2
Website | gy s o Liaho Newspapers
Configure a gy e bii interface
BYUI - Bocks
Reports gy campus
View collectia gyy; - History of Printing
BYUI - Clak County Historical Photographs
Export | BYUI - Tetun County Historicel Photagrapts
Export metad BYU) - LDS Busiress College Yearbooks

Administer ¢

View collection
View current collection in the website dislay.

s back | —Cancel | o o oo s

Screen 2 - New Project - Choose Collection - Check with your supervisor, but
often, unless otherwise specified, any new finding aid project will be loaded
into one of the CONTENTdm collections called “Special Collections
Miscellaneous #_."” Use the highest Miscellaneous number, it will be the most
recent. (We are currently on Miscellaneous 4. We have filled up Miscellaneous
1, 2, and 3). For the purposes of this write-up | am using the Sfondrati Family
Papers project as my example.

New Project - Choose Collection M

Choose collection:

Special Collections Miscellaneous |

<Back | Cancel

Screen 3 - New Project - Name and Share Project - at this screen you are
giving your “project” in the Project Client a name that you readily recognize
and know which CONTENTdm collection it is mapped to. It should be fairly
obvious what the “project” name should be. For this example | will name it
Sfondrati Family Papers and then click “Finish.”



New Project - Name and Share Project @

Name your project

Special Collections Miscellaneous

Project name: ‘Sfondrati Family Papers

I Share this project on a network with other users

Browse

Specify a shared project location

<Back‘ Finish Cancel

SETTING UP THE METADATA TEMPLATE FOR YOUR NEW PROJECT.

This step describes how to set up your metadata template. There is a metadata template for
every project. Each time you create a new “project,” you must set up the metadata template.
Once you set the metadata template up you don't need to do it again for that project.

e In the left-side bar under “Other Tasks” click on “Edit Metadata

Template.”

Special Collections
Miscellaneous

Sfondrati Family
Papers

Common Tasks
] Add Item
5 Add Multiple Items

% Add Compound
Objects
| Edit Existing Items

Other Tasks
& View Upload Manager

|z# Edit Metadata
Template

e You will ONLY EDIT the “Metadata Templates” for the following file
type templates: All image templates (JPEG, JPEG2000, TIF) and PDF.



General Settings Metadata Templates - Sfondrati Family Papers
Metadata Templates R
Select and customize metadata templates for items you are importing.
Metadata Field Types
Images & Thumbnails The Project template is applied if no file-specific metadata templates are selected. If the Images
9 the JPEG template is selected when you import a JPEG file, the Images
Processing vill be applied. If neither JPEG nor Images templates are selected, the Project template
OCR
Project Options Project template (general) Edit
Find in Collection ¥ Images template Edit
W JPEG (jpg) template Edit
W JPEG2000 (jp2) template Edit
W Tagged Image File (tif) template Edit
¥ PDF file template Edit
I~ Compound object template Edit
I” URL template Edit
I” Video template Edit
" Audio template Edit

EDITING THE “Images Template.” Click on the “Edit” button to the right of the
“Images Template.” This will open a table of the fields in your collection. The
template is a place to tell the Project Client to do one of three things: a) whether
to populate the field using the “Text” or content in your metadata .txt file, b) to
automatically generate the content for that field, or c) to enter in defaulted
content that will be used in every instance of compound objects that you load.

In the “Images Template” you will use option “b) automatically
generate the content” to auto-populate the content of the following technical
fields: Height, Width, Checksum, Color space, File Size, and User name. In
order to set those fields to “auto- populate” select the drop-down menu
for those fields under “Default Type” and match the name of the field to the
same name in the drop-down menu and the click “OK.”

Field
Name
Contact Add... | Text
Contact Pho... | Text
Contact E-M... | Text
Access Level | Text
Publisher (Di... | Text
Refresh Date | Text

File Type Text
Format Text
Conversion S... | Text
Date Digital | Text
Height Height
Width Width
Checksum Checksu..
Checksum M... | Text
Color Space | Colorsp...
System Requ... | Text
Contributor ... | Text
Metadata En... | Text
Metadata En... | Text

Default Type

B 4 A

Identifier Text
File Size File Size
Media type Text
User name Userna...
LiStag Text

e EDITING THE “JPEG (.jpg) template.”

In the “JPEG (jpg) Template” you will use option “b) automatically
generate the content” to auto-populate the content of the following
technical fields: Height, Width, Checksum, Color space, File Size, and
User name. In order to set those fields to “auto-populate” select the



drop-down menu for those fields under “Default Type” and match the
name of the field to the same name in the drop-down menu and the click
“OK”

Field
Name
Contact Add... | Text
Contact Pho.. | Text
Contact E-M... | Text
Access Level | Text
Publisher (Di... | Text
Refresh Date | Text

File Type Text
Format Text
Conversion S. | Text
Date Digital | Text
Height Height
Width Width
Checksum Checksu...
Checksum M... | Text
Color Space | Colorsp...
System Requ... | Text
Contributor ... | Text
Metadata En... | Text
Metadata En... | Text

Default Type

4 I

Identifier Text
File Size File Size
Media type Text
User name Userna...
LiStag Text

e EDITING THE “JPEG2000 (,jp2) template.”

In the “JPEG2000 (.jp2) Template” you will use option “b) automatically
generate the content” to auto-populate the content of the following
technical fields: Height, Width, Checksum, Color space, File Size, and
User name. In order to set those fields to “auto-populate” select the
drop-down menu for those fields under “Default Type” and match the
name of the field to the same name in the drop-down menu and the click
“OK.”

Field
Name
Contact Add... | Text
Contact Pho... | Text
Contact E-M... | Text
Access Level | Text
Publisher (Di... | Text
Refresh Date | Text
File Type Text
Format Text

Default Type

Conversion 5. | Text
Date Digital | Text
Height Height
Width Width
Checksum Checksu...
Checksum M... | Text
Color Space | Colorsp...
System Requ... | Text
Contributor ... | Text
Metadata En... | Text
Metadata En... | Text
Identifier Text

File Size File Size
Media type Text
User name Userna...
LIStag Text

I



e EDITING THE “Tagged Image File (.tif) template.”

In the “Tagged Image File (.tif) Template” you will use option “b)
automatically generate the content” to auto-populate the content of the
following technical fields: Height, Width, Checksum, Color space, File
Size, and User name. In order to set those fields to “auto-populate”
select the drop-down menu for those fields under “Default Type” and
match the name of the field to the same name in the drop-down menu
and the click “OK.”

Field
Name
Contact Add... | Text
Contact Pho.. | Text
Contact E-M... | Text
Access Level | Text
Publisher (Di... | Text
Refresh Date | Text

File Type Text
Format Text
Conversion S... | Text
Date Digital | Text
Height Height
Width Width
Checksum Checksu..
Checksum M... | Text
Color Space | Colorsp...
System Requ... | Text
Contributor ... | Text
Metadata En... | Text
Metadata En... | Text
Identifier Text

Default Type

File Size File Size
Media type Text
User name Userna...
LiStag Text

I 0 K

e EDITING THE “PDF file template.”

In the “PDF file template” you will use option “b) automatically generate
the content” to auto-populate the content of the following technical
fields: Checksum, File Size, and User name. In order to set those fields to
“auto-populate” select the drop-down menu for those fields under
“Default Type” and match the name of the field to the same name in the
drop-down menu and the click “OK.”



Field
Name

Contact E-M... | Text
Access Level | Text
Publisher (Di... | Text
Refresh Date | Text
File Type Text
Format Text
Conversion S... | Text
Date Digital | Text
Height Text
Width Text
Checksum Checksu...
Checksum M... | Text
Color Space | Text

Default Type

System Requ... | Text
Contributor ... | Text
Metadata En... | Text
Metadata En... | Text

Ll Ll e e b e ie el el b Lol e e el

Identifier Text
File Size File Size
Media type Text
User name Userna...
LIStag Text

FINALLY YOU CAN START LOADING YOUR COMPOUND OBJECTS!!!

EE O O O %
A A W W)



CONTENTdmM Online QA and Wrap-up

Summary: Similarly to how we QA a cart in Internet Archive, we Online QA 30% of the compound
objects in a CONTENTdm project. Online QA should occur after all scanning/uploading of items in a
project/box/etc. is complete. Before beginning QA, calculate whatever 30% of the total number of
compound objects is (and always round up :). Then begin selecting items at random from the CDM
Tracker to QA. Also like Internet Archive, every CONTENTdm patron request is Online QA’d.

When the entire box/project passes Online QA, the next step is to send the final URL of each compound
object in CONTENTdm to the metadata department. Metadata will connect the library website and the
CDM website together.

To perform an OnlineQA of an item:

Log in to the CONTENTdm admin website (should be bookmarked on your comp):

Click the purple “Items” tab. Toggle the “Current collection” to whatever we're working on ( Special
Collections Miscellaneous 4, etc... you can find this under the “Project Details” column in the To-Do
list). Hit the purple “change” button to go into that collection.

{0 CONTENTdm Administration

admin home

Current collection: | Special Collections Miscellaneous 3

Item administration

Approve
Approve, edit or delete items in the pending queue.

Index
Index the collection after adding, approving, editing and deleting items.

Add

n item to the pending queue. Items are reviewed and approved before becoming part of the collection.
Edit
Edit and delete items in a collection.

Find & replace
Find and replace metadata within one field, all fields, or change fields for all items.

Lock administration
Unlock items in a collection.

View collection
View current collection in the website display.

Hit “Edit” up in the top purple bar. This brings you to a search page

Go to our CDM Tracking sheet and copy the compound object’s identifier, which should look
something like: MSS1779_S9_024_F1_I1.


https://server15999.contentdm.oclc.org/cgi-bin/admin/start.exe

Back in the CDM Admin site, click “Selected Fields” as the way to search, then paste the identifier
into the “All of the words” section. Toggle the search term to “Identifier,” then hit “Search”:
Edit

Browse or search for items you wish to edit, delete, export or add to compound objects.

Search: Across all fields (Se[ected fieldsbay proximity browse collectic

Find results

| Allofthe words 4| MSS1779_S9_024_F1_I1 in| Identifier )/ 4| field(s) show terms

 The exact phrase 4L in r,,,, 4| field(s) show terms

+ more fields | - fewer terms

Display 50 + results per page

«

e [t should pull up your item like so:

Results: 1 items found

Global actions

Caution: These actions affect all results. Deletion cannot be undone.

delete all add all to compound object

Delete mode

This setting determines how compound objects are deleted.

‘e Delete compound object only ' Delete compound object and its subpages

Selected operations

select all : clear all :

: add to compound obje

A Title: Subject:

Joseph Jordan abstract of title

select all : clear all : delete : export : add to compound object

Right-click on the thumbnail and click “Open Link in New tab” to open the public-facing view of
this CONTENTdm item:



Digital Collections > Special Gollections Miscelaneous 3 » Josaph Jordan abstract of tie
Joseph Jordan abstract of title
Page 1

Al ems
>: Page 1
Page 2
Page 3
Page 4
Page 5
Page 6
Page 7
Page 8
© Object Description
Tine Josepn Joraan ansract of e Paged
Date Original
Date Span
Edition
Physical Description
Contributing Institution Page 10
Gonre
Language

General Nates Number on item; FF-1
Collection

Link to Finding Aid

Collection of land Indentures

galdlib.byu. e e 22024/ folder 201

Source Joseph Jordan absiras: of tile; MS§ 1778; Collection of land Indentures; L. Tom Perry Special Gollecions; 19in Century Western & Memmon Manuscripts; 1130 Harold B. Lee Library, Brigham Young University; Provo, Utah 84602, hitp:/sclb.byu.edul
Call Number
Copyright Status
Rights Management

Rights Holder

Publisher (Digital)
File Type
Format

1. Click the button (circled in red) in the corner of the pageview to enlarge the image.
Inspect it for cut off text, blurriness in both the center of the page and the edges, etc. Warning:
sometimes the regular view will look a bit blurry. It won’t be until you actually click in and zoom
that you can tell it’s actually not blurry. The viewer can be a little messed up. If something looks
blurry, zoom in to double-check.

2. Click the > button (circled in red, center middle of screen) to look through all the item’s pages.
Simultaneously flip through the physical item’s pages. Compare the two, and look for the same
things as always: bad crops, missing spreads, blurriness, text cut off, etc.

3. Click on the “Link to Finding Aid” found in the “Object Description” and then compare the finding
aid’s metadata with the object and ensure that everything looks right: the titles of online and
physical item match, their dates match, etc. Look at the General Notes in the Finding Aid and



then go back to the CONTENTdm page and make sure any General Notes made it into
CONTENTdm.

4. Look on the right hand side of the CONTENTdm page and make sure the pages are numbered
correctly (they can just proceed 1, 2, 3, they don’t have to adhere to the actual page numbers in
the book like they do in Internet Archive).

5. Record all fixes need next to your name in the CDM Tracker spreadsheet, in the “Online QA”
column.. Mark it as failed in the spreadsheet if there are any fixes needed.

6. If you are the person who will do the fixes for an item that failed Online QA, see these
instructions.

After the necessary 30% of items in a box/project passes OnlineQA, we send the public-facing URLs of
all the items in that box/project to Metadata and we are then done! To “send” the URLs, we just copy and
past three things (the identifier, its final URL, and today’s date) into a spreadsheet simply called
CONTENTdm Links that we share with the Metadata department.

There are two ways to retrieve the URLs of compound objects: one at a time (if you only have a few
items) or by batch (if you have like a whole box).

- First, ready the CONTENTdm Links spreadsheet by copying and pasting the identifiers of all
items you're sending into the appropriate tab in that spreadsheet (check with supervisor to know
which tab you’re putting the links in).

- Search for each identifier in the CDM Admin page and right-click on its thumbnail when it pulls
up (just like you did above when you QA’d an item). Open the front-facing public page. Make
sure you are clicked into the “page 1” display online.

- Highlight the page’s URL in the web browser, then copy and then paste the URL into the
appropriate place in the Links spreadsheet, next to the corresponding identifier. Make sure you
are pasting the URL next to the correct identifier.

- Type in the date that you pasted this URL.

Warning: this is a little work intensive and can easily be messed up.
Get ready to pay CLOSE attention to detail!!

- First, get the CONTENTdm Links spreadsheet ready by copying and pasting all the identifiers into
the appropriate tab in that spreadsheet (check with supervisor to know which tab you’re putting
these identifiers into).

- Now is a good time to look over all the identifiers and make sure you understand what ORDER
they are all listed in; if this is a collection with series and subseries numbers, the identifiers will
most likely not be listed in the same order as they are in within the physical box.

- Example: even though MOST of the items below are in Box 2, the box has a mix of items
from Series 1 and Series 2, so the identifiers are in practically random order:


https://docs.google.com/document/d/1Tl5f46-lGfVD4sgT_SiBMQVDcTSRveJh27cIbcZBRYE/edit
https://docs.google.com/document/d/1Tl5f46-lGfVD4sgT_SiBMQVDcTSRveJh27cIbcZBRYE/edit
https://docs.google.com/spreadsheets/d/1JNEaLGwFjJ3rPrejCPdMdvzVxd-a50kMR6z2jQWBKqs/edit#gid=1323612406

MSS8922_S1_B2_F1 =

MSS8922_S1_B2_F2
MSS8922_S1_B2_F10
MSS8922_S1_B2_F11
MSS8922_S1_B2_F12
MSS8922_S1_B2_F13
MSS8922_S1_B2_F14
MSS8922_S1_B2_F15 _J
MSSBQZZ_S‘l_O‘I Rando Box 1, which was oversized so it its called O1
MSS8922_S2_B2_F3 -\
MSS8922_S2_B2_F4
MSS8922_S2_B2_F5
MSS8922_S2_B2_F6
MSS8922_S2_B2_F7
MSS8922_S2_B2_F8
MSS8922_S2_B2_F16
MSS8922_S2_B2_F17

MSS8922_S2_B2_F18
MSS8922_S2_B2_F19

Box 2, Series 1

Box 2, Series 1

Rule 1: You can only gather batches of URLs for items that have almost the same call number. This is
because the search in CONTENTdm Admin is so finicky. Let’s talk about how to coax the right items from
CDM Admin’s search interface...

Go to the Purple “Items” tab in CDM Admin. Make sure you're toggled to the right collection.
Hit “Edit” in the top purple bar. Then in the middle of the page, choose to search by “Select
Fields.”

Change the search bars to read, “The Exact Phrase” and toggle the search to be in the “Call
Number” field.

- If you have a small collection and you want links for ALL the objects in that call number,
you can just search for the call number straight up, e.g. type in MSS 6288 and hit search.
Double-check that the number of items that search pulls up matches the number of
identifiers you expected to see.

- If you only want URLs for a small subsection of a large collection, you’re going to have to
get creative. Write out whatever part of the call number (including series and subseries)
that ALL of your identifiers have in common in the first search box. Because Findings are
stupidly written with the item IN FRONT of the box number, do not include the box
number.

- Ifyou have asm

If you only want to retrieve the URLs for a portion of a Depending on the complexity of the call
numbers (especially if there is a variety of series and subseries in the box), you may have to
perform the following a few times in order to retrieve all of the URLs (it will still most likely save
time to do this in a batch or two instead of one at a time):

Type in the series/subseries portion of the call number in the first box, Then, in the second box,
type in the Box number. Example:



Search: Across all fields | Selected fields | By proximity

Find results

| The exact phrase %  Vault MSS 792 Series 1 Subseries 1 in| Call Number 4+ field(s) show terms

| The exact phrase % Box 1 in| Call Number #t\ field(s) show terms

- Double-check the number of items that pull up for the search. Make sure the number of items
that pulled up are the same as the number of items you expect. For the box pictures above, |
would perform the search twice, once for “Vault MSS 792 Series 1 Subseries 1 Box 1” and again
for “Vault MSS 792 Series 1 Subseries 2 Box 2” Type it all out as it displays in the actual Finding
Aid website.

Rule 2:

After the link has been “sent,” paste it also into our tracking spreadsheet (it has a column for final urls,
too). Then enter your name and date in the “Sent Metadata” columns. After both spreadsheets have
been updated, you are done sending that link!

** Note for when you are dealing with an item that failed OnlineQA and was deleted off of CONTENTdm,
fixed, and reuploaded: do not paste the new link over top of the old link in the CONTENTdm Links
spreadsheet (the metadata peeps won’t notice the change). Instead, the new link should be pasted into
the “Reloads” tab in the Links spreadsheet. Metadata will only look for “fixed” URLS there in the
“Reloads” tab.



Loading Corrections

If, for some reason, something goes wrong in the loading process or the scans were incorrect, you
may have to delete some compound objects/pages. Here’s how:

1. Search for the compound object you are looking for in the ltems- Edit section of the
Contentdm Admin website. (e.g., VMSS519_110)

2. You will see a screen that looks like this:

1[0 CONTENTdm Administration

admin home server

Current collection: Special Collections Miscellaneous

Results: 1 items found

Global actions

Caution: These actions affect all results. Deletion cannot be undone.

[ccte i | port o | oo compours oo

Delete mode

This setting determines how compound objects are deleted.

O Delete compound object only @ Delete compound object and its subpages

Selected operations
select all : clear all : delete : export : add to compound object pagelof1: (<< 1 >>)::previous : next
Image: i Title: Subject: Description:
@ 1 Francesco Sfondrati deposition regarding the inheritance of Isabella di Capua metadata | structure | delete
4
select all : clear all : delete : export : add to compound object pagelofl: (<< 1 >>):: previous : next

3. MOST IMPORTANT ASPECT OF DELETING IN

CO NTE NTd M. In the Delete mode box, you need to select the option that says
“Delete compound object and its subpages.”!!lll!l It's not automatically checked!!!!

Global actions

Caution: These actions affect all results. Deletion cannot be undone.

P aciete ail | exportail | ad

Delete mode

This setting determines how cdmpglind objects are deleted.

‘». Delete compound object on ' Delete compound object and its subpages F]

Selected operations j j

select all : clear all : delete : export : aW

Image: 4 Title:




Remember the definition of compound object? The compound object is the wrapper/bag and the
items/subpages are the skittles. When you delete just the “compound object only,” you are only
removing the wrapper. The skittles, or items, are still there (we don’t want these little orphan jpegs

clogging our ContentDM server). In order to delete a compound object, you need to “delete the
compound object and its subpages.”

4. Select the image at the bottom by checking its little box and click the delete link to the right
of the object’s image and title. You'll see a screen that looks like this:

Are you sure you want to delete this item?

This cannot be undane.

5. After you click OK, you’ll see a screen that looks like this:

l{l CONTENTdm Administration

admin home

B e e I

Current collection: Special Collections Miscellaneous

Edit

‘ ‘The item(s) have been marked for deletion. Index the collection to activate the changes, ‘

6. Reload fixed item. Approve and index the collection for all changes to be finalized.



