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9:00-9:30 Introductions and Image Digitization Overview
9:30-10:45 Hands-on Scanning and Metadata Activity
10:45-11:15 Discussion and Sharing

11:15-12:00 Technical Specifications

12-1 Lunch




1:00-1:30 Additional Scanning

1:30-2:00 Additional Metadata and Editing Images
2:00-3:00 Project Planning and Activity Discussion
3:00-3:15 Break

3:15-3:45 File Management

4:00-4:30 Digital Preservation - Storage

4:30-5:00 Questions, Surveys, and Discussion




The Sustainable Heritage Network

* \Workshops
 Online resources
 Network for Sharing (communities, workbenches)

www.sustainableheritagenetwork.org




Browse Digital Heritage

Communities Workbenches Workshops Collections
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Preservation 101

i
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Planning for Image Preservation 101: Preservation 101:
Digitization The Preservation Caring for Paper
Environement Based Materials

Just One Word... Plastics

-

Preservation 101: How to Build a Sink
Storage Supplies Mat for Preserving
Photographs

[Tutorial]




Alaska Native Language Archive

Alaska Native Language Archive

Request group membership

The Alaska Native Language Archive houses documentation of the various Native languages of Alaska and helps to
preserve and cultivate this unique heritage for future generations. As the premier repository worldwide for information
relating to the Native languages of Alaska, the Archive serves researchers, teachers and students, as well as members
of the broader community. The collection includes both published and unpublished materials in or on all of the Alaska
Native languages and related languages. The collection has enduring cultural, historic, and intellectual value, particularly
for Alaska Native language speakers and their descendants.

RECENT DH ITEMS

Dena’ina Language Revitalization
Efforts

Community: Alaska Native Language Archive, Sustainable Heritage
Network
Category: Language Documentation, Workshop Session

Language Work and Language
Collections

Members
Lotus Norton-Wisla
Stacey Baldridge

Admin
Gary Holton

Protocols

Public Access

Parent Community

Workbenches

Digital Heritage

Browse All Digital Heritage in Alaska Native
Language Archive



How to start digitizing”?

In house
Collaboration
Outsourcing




Digitization - not just scanning

 Assessment

* Preservation

 Metadata

» Digital Conversion and Saving
 Edits, Quality Checks

* Provide Access




Good, Better, Best in Scanners

Lots of options! Consider:
 Results

 Resources available

* Format of materials




Good Better

$100-200 $1500-1700 $2000-3000
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Slide
scanner

Copy stand
with camera




Hands-On Scanning

and Metadata
Activities




Needs for Scanning

 Equipment:
« Scanner
« Computer
« Software:
« Scanning software
« Editing software
« Storage




Handling While Scanning

Assess the physical condition of
collections/items to be scanned
Wipe down scanner with lint-free cloth

Hold by edges, carefully place and
remove from scanner

Metadata




g2 Windows Fax and Scan — O X

Fils -il'l- = Tools Document Help

== NewScan [ MewFax | =¥ | = Forward asFax #® Forward asE-mail ™ Save as...
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New Scan

Scanner: WIA CanoScan LiDE 110 I Change... | :
Profile: | Photo (Default) v| E
Source: Flatbed v| ,
Paper size: E
Color format:  Color v ‘
File type: JPG (JPG File) | ||
Resolution (DPI): [ 600 : .
Brightness: . 0 E
1
Contrast: . 0
Preview or scan images as separate files

Preview | | Scan | | Cancel



Windows Fax and Scan

Edit View Tools Document Help
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= Scan Dat.. / File Name File Type Size So
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................................ View.

Delete

Rename...
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Print...
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&g Save As

Savein:

:: Dropbox
o®

r OneDrive

File name:

I Desktop Qo T
Norton-Wisla. Lotus K
ph26_001| Save
v Cancel

Save astype: | TIFF(*.TIF;*.TIFF)




Activity Goals: Scanning

* Goal: Each person scan at least two items
e Scan using color bar and settings below
* Then, select other settings and scan

Photo Color
TIFF 600 DPI




Technical Specifications
and Scanning




Questions to Consider

nat is being digitized?

nere are the files going?

nere will they be stored?

no will create them?

nat guidelines will be followed?

nat are the technical specifications?

=S ===z ==




Quality in Digitizing

« Standards

Versioning

* File Types, File Size

» Resolution, Bit Depth, Color Profile
» Using Color Bars




Standards of Images

* Why follow standards?
« Standards - always changing/developing
 Where can | find them?

 FADGI

http://www.digitizationguidelines.gov/guidelines/

« Library of Congress Sustainable Formats

http://www.digitalpreservation.gov/formats/intro/intro.shtml

« Library of Congress, NARA, Universities




File Copies - Master and Access

* Preservation Master
* Access Copy
* Web-ready derivative




File Types and Sizes

« Recommended file types
 TIFF, JPEG
* File size
 Based on resolution and bit depth




File Formats, continued

* Well supported?

* QOpen vs. proprietary?

* Quality vs. size

- Some common formats: TIFF, JPEG,
DNG (RAW), JPEG 2000, PDF, PNG, GIF




Material Types




Resolution

Resolution: The number of pixels in each dimension that
can be displayed - the density of pixels in the image.
PPI: pixels per inch (DPI = dots per inch)

* (300 ppi, 400 ppi, 600 ppi)

Preservation master: 400 - 600 ppi
depending on format of the original




Finding an Item’s Best Resolution

Resolution Recommendations for Resolution Recommendations
Reflective Materials: for Transmissive Materials:
e 400 ppi e 2000 ppi
o Bound material (general, rare, o Transparencies or
special collections) negatives larger than
o Documents and Manuscripts 4°x5”
o Newspapers e 4000 ppi
o Qversize materials (maps, o Transparencies: 35mm to
posters) 4°x5"
e 600 ppi o Negatives: 35mm to 4”°x5”

o Prints and Photographs
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Bit Depth

« Bit depth: the color information stored in an
image. (The higher the bit depth, the more
colors an image can store.)

2 bit: 2™ = 4 values

8 bit: 228= 256 colors

24 bit: 2”24 = 16,000,000+ colors

48 bit: 2748 = 3,000,000,000 colors




1 bit 2 bits 4 bits 8 bits
2 possible values 4 possible values 16 possible values 256 possible values

@ Fpple Computer, Inc.
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Color Profile and Tone

Color Profile: How colors combine over channels - each
type of mode has a different number of channels.
Adobe RGB (1998) or Adobe sRGB

Tone: Range of values in an image - you want the whites
not too bright and the blacks not too dark. Each pixel has a

value of 0 - 255.




e R J

Original
Document Type: Film
Eilm Type: Color Negative Film
Destination
Image Type: 24-bit Color
Resolution: 300
INSERT
Document Size: W H
Adjustments

e | [ | [ e |




Using Color Bars in Scanning

KODAK Color Control Patches

Neutralized White Neutralized Black

Color Patch/Area White Gray Background Single Color Black
Aimpoint RGB Levels 237-237-237 102-102-102 23-23-23
% Black 7% 60% 91%

Acceptable RGB Level 233 to 241 98 to 106 19t0 27
Range for
Aimpoint % Black 5% to 9% 58% to 62% 89% to 93%
*Aimpoint for mid point (MP) to be calculated from actual values for white point (WP) and black point (BP) using the

following formula: MP = WP — 0.63(WP — BP)




Tonal Range




Activity Goals: Metadata

 Goal:
* Fill out metadata
sheet .
. Answer discussion ®
questions
 Learn about each
other's institutions




Discussion

What questions do you have about
scanning?

What metadata looked familiar? What was
new?

Metadata discussion questions

- use, challenges, prioritizing, events -




What is metadata?

- WHO
. - WHEN
created it, who
it’s about date (s), context
- WHAT - WHERE

events, subjects location




Types of Metadata

‘Descriptive
«Structural
Administrative
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Levels of Metadata

collection level

folder level

item level

*good, better, best: depends on project




icess, it's rolled, not a firm roll ( like ¢ which ds dog
along the river mostly, that is why it os different from g
.ngs, we used bear grass too to put in the middle and used the different fibers to rol in to string.

1 up along the mountains to gather the cedar

!, to make a better product out of it the root is long abd straight--in lower levels it is more knotty
ichers to go to the higher areas to get the straighter bark.

ie is more shiny
ten painted, it was made early so it could

| twine or a decoration always in the same place to show people who made the basket
that is why one stripe is faded more than the others—-they didn't just make it all at once, so gt is f
then.

he colors wound't match —- the squares show balance that is the way of was taught to me. the modern we

and the woman both on this one
deer, the man would walk along way to get the deer that is why he was so skinny.
looks like natural dye, it is not faded at all

In in the middle, some kind of bird, then the people, then on top the frog (called...?), then also the

+ that such fine weaves, in Wasco the thunderbird is called ....(trying to remember), also the turtle,
I on the side there is a small design looks like a frog, there are deer in there, sturgeon, it is a com
me went north, some went south because they disagreed over the sound the frog made

| dresses, they used to do that, brown ones too, my mom did that.

the blue ones anyway, some of beads are milks, some look like they are not all done, the are un

like that color

thunderbird. We keep things, the small things, get kept.
1 fancy dress, T wonder if this is the same person that has the one with the deer, the sally bags we ha
h the Wasco man and women, on was a lot in the art work. We traded off our sally bags full of stu

1ave our food stuffs in them, the dried roots. Maybe not one this small.
te they only had the natural stuff to make the baskets.

r adorable, it's all string
ieuns

.ng happened with the design, could have been a beginner or someone finished it off. That could be the
I made lots of mistakes like that when I forst started. You run out of room. They braided the top biut
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Manuscripts, Archives, and Special Collections
Pullman, WA 99164-5610 USA
(509) 335-6691

Manuscripts. Archives,

Inquiries |and Special Collections

[ Descriptive Inventory ] [ Index ]

Cage 55
Lucullus Virgil McWhorter
Papers, 1848-1945

Shortly before his death in 1944, Lucullus V. McWhorter requested that his unfinished Nez Perce history manuscripts (called the "Field History") be edited and completed by competent specialists at the State College of
Washington. By 1945, Virgil McWhorter had delivered the bulk of his father's archive of personal papers, manuscripts, and printed material to the State College. A completely reliable provenance for the archive cannot be
established subsequent to Lucullus McWhorter's death in 1944, chiefly because much of the donated material was not initially placed in an archival repository. Nelson Ault completed the first collection inventory in 1959.
Ault's guide is the basis for the present finding aid. Between 1987-1997, José Vargas and other staff in Manuscripts, Archives, and Special Collections rearranged and sorted parts of the collection. They made changes in the
descriptive inventory and did some preservation of brittle materials. Final revisions to Ault's guide were done from August 1997 through February 1998 by Lisa Kliger, working under the supervision of Manuscripts
Librarian Robert N. Matuozzi. These changes include implementing the present plan of arrangement, establishing chronological sequences within series and subseries, re-numbering folders and boxes, and undertaking a
comprehensive revision of the index and the descriptive inventory. In 2003 one item, a revision of Chapter 31 of McWhorter's The Border Settlers of Northwestern Virginia from 1768 to 1795, was donated to MASC by
Lucy Linn McKie.

Number of containers: 51
Linear feet of shelf space: 26

BIOGRAPHY

Lucullus Virgil McWhorter was born on the upper waters of the Monongahela River in Harrison County Virginia (later West Virginia) on January 29, 1860. He was one of twelve children born to the Reverend John Minion
McWhorter and Rosetta Marple McWhorter, both native Virginians. McWhorter's youthful orientation to life on the land mirrored his rejection of formal education. Summarizing his formal schooling in a biographical
questionnaire, McWhorter observed that he did "Four months annual winter terms [roughly the 3rd grade] of indifferent instruction, during years of minority only." He was a voracious if highly focused reader then and

Coaee ww i oo ' . Eata ' '



£0vemea placement 01 aoCuments 1nto SEries. 1ne amount O1I material on a given supject Or e 10rmadt and/or e supject Inaicated wnere 1ies mignt appropriately It mto wme pre
this scheme is the availability of material on Indian names and vocabulary in series 2, 3, and 6 (below). Manuscript and historical research material is also scattered throughout t!
completely indexed. The essential documents and subjects are described, but some items are not noted in the finding aid. In folder titles, information in brackets is supplied; capi
regularized. An * following entries indicates the availability of related photographic material in a separate historical photograph collection. To find out more about this collectior
Photographs. This photographic material is not in this manuscript collection. Only those entries followed by an * indicate related photographic material. A list of books and
is available through the WSU Libraries' online catalog by doing an "author" search on "McWhorter Collection." Some of these exhibit McWhorter's annotations.

SUMMARY OF SERIES

Series 1, Manuscripts, 1902-1944, consists of fully developed manuscript draft versions of McWhorter's major published works, including Yellow Wolf, His Own Story; Hear V.
Northwestern Virginia; The Continued Crime Against the Yakimas; and Life of Jesse Hughes. Historical and Traditional.

Series 2, Historical Research Material, 1848-1945, nd, chiefly correspondence, transcriptions, printed items, notes, material excerpted from various sources, MS addenda and
first-hand personal narratives, and other material accumulated by McWhorter in the course of doing research for his published writings, his "field work," and his collateral histor
Series 2 is divided into subseries 2.1, 1877 Nez Perce War & Nez Perces; 2.2, Yakima Indian War (1855-1858) & Yakamas; 2.3, Tribal Wars; and 2.4, West Virginia History & M
Series 3, Personal and Business Correspondence, 1886-1945, nd, consists of miscellaneous documents dealing with publishing and book sales, local and community affairs, fi
commemorative events. Some of these letters relate to McWhorter's efforts to obtain data on the 1877 Nez Perce War and miscellaneous Indian subjects. Other material includes
desiderata lists, memorabilia, research questionnaires, and a small amount of biographical material.

Series 4, Indian Affairs, 1891-1944, nd, consists of miscellaneous correspondence and documentation relating to McWhorter's varied efforts on behalf of Indians, particularly i
divided into subseries 4.1, Nez Perces; 4.2, Yakamas; and 4.3, General.

Series 5, Humane Society, 1911-1944, documents McWhorter's involvement with animal welfare, chiefly in Yakima, Washington. Includes correspondence and printed items.

Series 6, Indian Narratives, 1903-1935, nd, chiefly original (English) and transcribed and/or translated oral history accounts of stories, legends, tales, traditions, customs, cultu
and related contextual material, including correspondence. Some literary material is included. Series 6 also includes draft versions of Mourning Dove's legends and tales.

Series 7, Mourning Dove Correspondence, 1914-1935, nd, chiefly consists of correspondence, printed items, and fragments relating to Cogewea, publishing issues, and her as

Series 8, Newspaper Articles, 1863-1944, nd, consists of clippings from local and regional newspapers on miscellaneous subjects, chiefly American Indian affairs and historica
contemporary events, and local news and association involvements. A few exhibit McWhorter's annotations. Some newspaper items left in other series.

Series 9, Maps, Documents & Drawings, 1877-1944, nd, chiefly consists of miscellaneous subjects relating to the Nez Perces and the Yakamas, Field History research, West V



Series 2: Historical Research Material

Boxes 2-19

2.1 1877 Nez Perce War & Nez Perces

2.2 Yakima Indian War (1855-1858) & Yakamas
2.3 Tribal Wars

2.4 West Virginia History & Miscellaneous

Series 3: Personal and Business Correspondence
Boxes 19-33

Series 4: Indian Affairs
Boxes 34-41

4.1 Nez Perces

4.2 Yakamas

4.3 General

Series 5: Humane Society
Boxes 41-43

Series 6: Indian Narratives
Boxes 43-46

Series 7: Mourning Dove Correspondence
Box 46

Series 8: Newspaper Articles
Boxes 47-50

Series 9: Maps, Documents & Drawings

Box 51

9.1 Oversize Maps, Documents & Drawings

Folders 544-571(In oversize drawer designated "Cage 55")

Abbreviations used in the inventory:
c approximately, about
cl,cls clipping, clippings



Washington State University... Yakama Record

Cultural Narrative:

3 Yakama Women: These three ladies are in a traditional plateau camp during a celebration. The
ladies are all wearing buckskin dresses more reserved for dancing and ceremonies. Their dresses
are somewhat longer in length so this tells me that they are not Cayuse, Umatilla or Walla Walla.
Two of the ladies are not married in this picture, one with the beaded headband the other with
the headband and one eagle feather. The lady on the end wearing two feathers in her headband
would draw the conclusion she is married in my beliefs and customs. | have a strong feeling that
the first lady is Virginia Beavert/Yakama. Jolena Tillequots, Yakama

Traditional Knowledge:
Ceremony

Young woman would wear these during the feast time with their hats (patlupah) and serve their
traditional foods of roots and berries. If they were participating in a funeral it would be a sign of
respect for the individual that had passed. Jolena Tillequots, Yakama

Today, in an effort to bring back themore strict ceremonial traditions, many Plateau longhouses
are reviving the tradition of women wearing their woven basket hats during Waashat gatherings.
Contemporary wing dresses still replace the hide dresses, which are worn only at the most
sacred or most important events. Vivian Adams, Yakama

Oral Tradition Lessons

The ladies in this picture are all very unigue in their style of dress. They may have helped in the
creation of their dresses'. With the skinning and tanning of the buckskin, to the beadwork to
their dress and accessories. The wampum necklaces were usually passed down to young woman
as part of their dowry. As you see the first lady on the left has many strands of wampum while
the third has one but has the two eagle feathers. Jolena Tillequots, Yakama

Tribal Histories

Historically, hide dresses were worn daily, many undecorated because they were “work” clothes,

TITLE:
3 Yakama Women

COMMUNITY:
Yakama

PROTOCOL:
Yakama Community Public Access

CATEGORY:
Lifeways

TRADITIONAL KNOWLEDGE
LABELS:

TKA

AUTHOR:
admin



After Digitization: Editing




Reasons for Editing Software

* Needed to edit images after scanning

 Needed to convert between common file
formats

* Needed to examine images for QC

 |If possible, find one piece of software that
meets all your needs




Editing and Management Software

« Adobe Photoshop
* Adobe Lightroom
* Adobe Bridge
 GIMP

e [rfanView




PS File Edit Image Layer Type Select Filter 3D View Window Help k =3 Ll 25
1. B OGP E Feter op - Styk: Nomal & i Erm— =
8 Untitled-2 @ 100% (RGB/8) X 3 Col -
olor =
3 k) = =
; Aint °
i ‘ S —
=) o G 0
— = —
o f——
‘! =

Adjustments =

Add an adjustment

0 ik 56 P

d = X [

Layers X

LB S

%

ON

O - Background &

He A0 WY

ey’

€

Q
>

100% @ Doc: 439.5K/0 bytes | 3

Mini Bridge >= O o m 3



kbt

[le Lot Jelect Yew Jrage (aver Cokors ook Plies Yindows o
A%

C . : RS [NITDISIPR O |0 SR [0 WA [ IS M PRSI, 0TGN TR A2 N PR O B &
rooboo: & o x| Ba
é- Lapers &
1I8@ e :'!dt‘a Mode:  Noru v
E& 3 (o \\A o ::w.[]g 7 a0
’:':‘.\, ’“’A a
{EAANEZ /S
joXa28Q

A

B s
[
i

= L~

B Cyavas

oo

I v

A0 Aopiy Jowe

[ trcwrarcs!

[ Use colowr Fom gradere

o L

L2NE)
| _( 2 Lde Pard Ovas Vo



W

Print

‘ Lightroom

File Edit Print View Window Help
o ( ) d Lightroom S Catalog.Ircat - Adobe Photoshop Lightroom

SERGE RAMELLI

Book

Unsaved Print Create Saved Print

 —— 0| b |25 e 4 e | o e 2 e 6 ———— S ——

Library | Develop | Map

¥ Preview

|
1]

i1 Custom Overlap x3 Border
{1 Custom Overlap x3 Lands...
i1 Custom Square + 2
iti Fine Art Mat
i1 Maximize Size
i1 Triptych
¥ User Templates
1 5 Photos
¥ Collections = Qe
> =1 Collections dynamiques
Y. =1 Lightroom 5 Full trai...
¥ =1 English
> W% BookParis 28
> ‘= Map module 5
» ™ Retouching 16
Page Setup... Print Settings... Use: Selected Photos - Page 10f1

7 photos /1 selected /alex3invalide.jpg ~

= <) 100% (=P sam. 22:18

Slideshow | Print | Web

Watermarking :

Cut Guides :
PrintJob ¥
Printto: Printer -
Draft Mode Printing
v Print Resolution 240 ppi
¥’ Print Sharpening : Standard -
Media Type : Matte -

16 Bit Output
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Editing and Processing Steps

* Rotating
« Exporting different —
types of files W e
« Changing resolution |
« Cropping
 Automated batch
actions




Editing and Processing Steps, continued

Correcting errors
Color correcting
Adding text
Branding

» Watermarks
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Project Planning




Project Planning - Should We Digitize?

* Scope and timeline

» Qutcomes and benefits

* Permissions and copyright
How will you digitize?




Project Planning - Can We Digitize?

* Equipment and software
* Physical Space

o Staff

* Digital storage needs
 Metadata

* Providing access




Assessment - Factors to consider

« Size of collection
 Format

« Condition

 Time and Resources
* Budget




Policies and Documentation

» Digitization Purpose Statement
* Digitization Selection Criteria
 Digitization Policy

* Digitization Manual
 Digitization Project Workflows




Why Provide Access?

* Mission driven

« Reach newer, bigger audiences

« Expectation of public

* Feasibility

* Relevance

« Reduce handling, increase access to fragile
collections




How to Provide Access?

 Who are your users?

* How will they access collections?

* How will you provide access?

* Open access, freely available? Or fee for service?
* Rights and Restrictions

« Copyright issues

« Staff, budget, time




Project Management Tips

* Clear timeline

» Digitization Logs or Tracking Sheets

» Clear folder structure and file naming
system

« Staff training




Project Planning and Workflow

What are the goals of the project?
What does a basic workflow look like?

o0
§00°
Project © Project Selection and Digitization Post Secure
planning tracking Prioritization Workflow Processing storage
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Project Tracking
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File Management




Folder Structure
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File Naming .
* mary and joe at party.jpg d

» Mary_joe_party.jpg e | e,
 Mary joe party 2015.jpg

.- mary_joe _nye_ party 2015.jpg




File Naming - Examples from NAA

* Prefix and suffix additions

« Examples of filename variations:

“V” = verso, backside of image

“x01” = numbering assigned during digitization
“ntbk” = manuscript is or contains bound notebook
“front_cover,” “back_cover,” “title_page”




Analog

Collection | Digital Surrogate Filenaming Convention Example

Name

NAA MS ! .

385 msnumber._number.tif 385_002.tif

Notecard

within : 385_notecard_1.tif (use number if
NAA MS msnumber_notecard.tif sequence)

385

Notebook 385 _ntbk_001.tif
within . If multiple notebooks:
NAAMs | Tsoumberntbk oumber.tif 385 _ntbk_1_001.tif:
385 385_ntbk_2_001.tif
Kinship

chart or

other

identifiable l kinship. chart tif 351_kinshipchart_no_1_ver_2.tif2;
material

within

NAA MS

385

Note . 385_front_note_01.if,
within msnumber._front_note.tif T A
NAA MS msnumber._end. note.tif 385_end_note-_01 Aif,
385 msnumber_pgnumber_note.if 385_01_note.tit




Digital Preservation:
Storage




Digital Preservation

* Long term storage and preservation of your
digital files

* Create a Digital Preservation Plan

* Runs through all of your digital projects

« Can'tjust “set it and forget it”

* Must be updating, researching, monitoring




Digital Preservation

Find others to bring into the conversation
Fit your needs into what already exists
Maintain communication

Balance responsibilities







File

Access

Metadata
File types
Secur Ity
Migration

Access copies/versioning

File Integrity




» Storage space for content
* Integrate with IT
» What does your IT department
already have set up?
» Consider types of storage
* Multiple layers




Estimating Storage - Space Calculators

* Video - Digital Rebellion

* Audio - The Audio Archive

* Photograph - NAU

- Paper - simple Cornell equation




Types of Different
storage geographic
media location




Types of Storage Media

Hard disk drives o T COSOrDvVDs—

~flasirdrives— .

RAID hard drive .

cloud/hosted storage

SSD (solid state drives)
LTO Tape

Network Attached Storage
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File Copies - Master and Access

* Access Copy
* Web-ready derivative




Storage Questions

 What does IT already have in place?

 How often content is backed up?

* What types of storage devices are used,
and how often storage devices are
migrated?

* What risks are present in your region?




Additional Resources




More Resources

* Sustainable Heritage Network

* Preservation Self Assessment Program
 FADGI

 Library of Congress

ndigitization




Questions?



Thank you!

inau@loc.gov
lotus.norton-wisla@wsu.edu
support@sustainableheritagenetwork.org

All workshop resources and more available at:
www.sustainableheritagenetwork.org




