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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 

Agenda 



•  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 

Agenda 



The Sustainable Heritage Network  
 
•  Workshops 
•  Online resources  
•  Network for sharing (communities, workbenches) 

 

www.sustainableheritagenetwork.org 

 
 
 









•  In house 
•  Collaboration 
•  Outsourcing 
 

How to start digitizing?  



Digitization - not just scanning 

•  Assessment 
•  Preservation 
•  Metadata 
•  Digital Conversion and Saving 
•  Edits, Quality Checks 
•  Provide Access 
 



Lots of options! Consider:  
•  Results 
•  Resources available 
•  Format of materials 

Good, Better, Best in Scanners 



 
 

Good 
 

$100-200 
 

Better 
 

$1500-1700 
 

 

Best 
 

$2000-3000 
 

 



Copy stand 
with camera 

 
Large 
format 

 
Slide 

scanner 



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 

  
 











Activity Goals: Scanning 

 
•  Goal: Each person scan at least two items 

•  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 

•  What is being digitized? 
•  Where are the files going? 
•  Where will they be stored? 
•  Who will create them?  
•  What guidelines will be followed? 
•  What are the technical specifications?  



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 I 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  
 



•  Preservation Master 
•  Access Copy 
•  Web-ready derivative  
 
 

File Copies - Master and Access 



File Types and Sizes 

•  Recommended file types 
•  TIFF, JPEG 

•  File size 
•  Based on resolution and bit depth 



•  Well supported?  
•  Open vs. proprietary?  
•  Quality vs. size 
•  Some common formats: TIFF, JPEG, 

DNG (RAW), JPEG 2000, PDF, PNG, GIF   
 

File Formats, continued 



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 
Reflective Materials: 
●  400 ppi 

○   Bound material (general, rare, 
special collections) 

○  Documents and Manuscripts 
○  Newspapers 
○  Oversize materials (maps, 

posters) 
●  600 ppi 

○  Prints and Photographs 

Resolution Recommendations 
for Transmissive Materials: 
●  2000 ppi 

○  Transparencies or 
negatives larger than 
4”x5” 

●  4000 ppi 
○  Transparencies: 35mm to 

4”x5” 
○  Negatives: 35mm to 4”x5” 



INSERT EPSON SCREENSHOT 



Maximizing Resolution  

  



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: 2^1 = 4 values 
8 bit: 2^8= 256 colors 
24 bit: 2^24 = 16,000,000+ colors  
48 bit: 2^48 = 3,000,000,000 colors  
 







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. 
 



INSERT EPSON SCREENSHOT 



Using Color Bars in Scanning 



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

created it, who 
it’s about


• WHAT

events, subjects




• WHEN


date (s), context

• WHERE


location




Types of Metadata 

• Descriptive

• Structural

• Administrative






Levels of Metadata 

• collection level

• folder level

• item level

• good, better, best: depends on project




Documents 

 
Spreadsheets 

 
Database, 

CMS... 











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 



•  Adobe Photoshop  
•  Adobe Lightroom 
•  Adobe Bridge 
•  GIMP 
•  IrfanView 
 

Editing and Management Software 



photoshop 



gimp 



lightroom 



Editing and Processing Steps 

•  Rotating 
•  Exporting different 

types of files 
•  Changing resolution 
•  Cropping 
•  Automated batch 

actions 



Editing and Processing Steps, continued 

•  Correcting errors 
•  Color correcting  
•  Adding text 
•  Branding 

•  Watermarks 



Watermark, adding text 



Project Planning  



Project Planning - Should We Digitize?  

•  Scope and timeline 
•  Outcomes and benefits 
•  Permissions and copyright 
•  How will you digitize? 
 



Project Planning - Can We Digitize?   

•  Equipment and software 
•  Physical Space 
•  Staff 
•  Digital storage needs 
•  Metadata 
•  Providing access 
 



•  Size of collection 
•  Format 
•  Condition 
•  Time and Resources 
•  Budget 
 

Assessment - Factors to consider  



Policies and Documentation 

•  Digitization Purpose Statement 
•  Digitization Selection Criteria 
•  Digitization Policy 
•  Digitization Manual 
•  Digitization Project Workflows 
 



•  Mission driven 
•  Reach newer, bigger audiences 
•  Expectation of public 
•  Feasibility  
•  Relevance 
•  Reduce handling, increase access to fragile 

collections 
 

Why 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 

 

How to Provide Access? 



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? 

 



Project Tracking 



File Management 



Folder Structure 

 
●  Master files 
●  Access copies 
●  Publication 

copies 
●  Etc. 



File Naming 

•  mary and joe at party.jpg 
•  Mary_joe_party.jpg 
•  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” 





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’t just “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  







Storage 

•  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 



3 
Copies 

 

2 
Types of 
storage 
media 

 

1 
Different 

geographic 
location 

 



Types of Storage Media 

•  Hard disk drives 
 

•  flash drives  
 

•  RAID hard drive  
 

•  cloud/hosted storage 

•  CDs or DVDs 
 

•  SSD (solid state drives) 
 

•  LTO Tape 
 

•  Network Attached Storage 













 
•  Preservation Master 
•  Access Copy 
•  Web-ready derivative  
 
 

File Copies - Master and Access 



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 



•  Sustainable Heritage Network 
•  Preservation Self Assessment Program 
•  FADGI 
•  Library of Congress 
•  Indigitization 

 
 

More Resources 



Questions?  



Thank you!  

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

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

 


