
This presentation is on issues that span most every digitization project. 
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This presentation is based on this general lifecycle. While each project’s workflow will 
differ in the details, any digitization action should include the creation of a digital 
object and metadata, a review of the object and metadata to make sure they meet 
the standards outlined in the project’s digitization plan, saving and preserving the 
digital project and metadata in a systematic way, and some means of providing access 
to the object, whether you plan to share it widely or only internally within your 
institution. 
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In terms of time management, the Federal Agencies Digitization Guidelines Initiative 
estimated that on average the planning and management of a digitization project 
takes 1/3 of a project’s time, the actual conversion of analog to digital takes another 
1/3, and metadata creation takes the final 1/3. 
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By the end of your project, you should have:  
a set of archival masters, which attempt to capture the original as close as possible 
(flaws and all), and which you will preserve over the long term 
a set of access copies which can be easily circulated to users 
and metadata. 
You may also want to create a set of working masters. These are high quality files that 
have been cleaned up for publication and reuse. 
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This is a breakdown of the lifecycle based on the general workflow for the Plateau 
People’s Web Portal. This document can be viewed on the SHN. 
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In order to illustrate what a digitization process might look like, we conducted an in 
class exercise where we created our own digital collection. 
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These factors are based on two of the three criteria outlined by the Northeast 
Document Conservation Center (NEDCC). The third question is “What can be 
digitized?,” which has to do with the technical limitations of an institutions. For 
example, you can’t digitize reel-to-reel audio without playback equipment. 
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After defining the goals of your project, it is often useful to define the scope of a 
digital collection. Being clear on these issues will help in deciding what to digitize and 
explaining why you made the choices you made. 
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When we digitize materials, we get to decide the details of our digital collection in 
terms of file format, the way the digital materials are created, and how the collection 
is arranged and described. 
Three general things we want to specify when creating our digitization plan are file 
specifications for our digital collection, the method by which we digitize materials, 
and how we are going to organize the digital files so we can identify and access them. 
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When creating a file naming scheme, we want a system that will create unique names 
for each file in a consistent and systematic manner. Using a file naming system that 
uses the collection name or number as its base and a way to identify where the 
original document is within that collection works well. For example, if you’re digitzing 
a photograph from Photo Collection 01 that’s the second photograph in the first 
folder in the third box, the following number might make sense: 
pc001_b03_f01_n02. 
When you name files, avoid using periods, dashes, and spaces because some file 
formats do not recognize these characters. Underscores are preferred. 
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File specifications include file type and setting baseline standards for measurements 
that reflect how much information is captured upon conversion. For example, widely 
used standards for archival digital images are: 
File type: TIFF 
Resolution: 4000-8000 pixels along the long edge of the image 
Color bit-depth: 48-bit color or 16-bit grayscale 
When thinking about setting specifications for your archival master, you want settings 
that create as authentic a representation of the original as possible, a representation 
that can be reused for many different purposes to avoid having to re-digitize an item, 
and you want to be able to access the digital file years down the line, even as 
technology changes. 
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Ideally, you want to save in an uncompressed file format. TIFF and WAV audio files are 
examples of uncompressed formats. 
Compression is a method for reducing file size by running an program that eliminates 
data that is deemed irrelevant or not meaningful. Two problems with compression is 
that they may create distortions (often called artifacts) resulting from the 
compression process and compression can also eliminate meaningful data. 
If you do use a compressed format for masters, a lossless compression format is 
highly recommended. This means that the compression program is reversible so that 
you can retrieve the uncompressed file upon viewing. JPEG2000 supports lossless 
compression, whereas JPEG is NOT lossless. 
Compression can be great for access copies. 
If possible, you want to use open, non-proprietary file formats. A proprietary format 
depends upon privately owned or trademarked programs to access. For example, a 
Word document cannot be opened in any other program other than Word without 
losing some functionality. Word documents are saved in a proprietary format. Saving 
files in widely used non-proprietary formats increases the likelihood of accessing the 
file in the future since it is not dependent upon one specific program to run it 
properly. 
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An example of a compression artifact. The image on the left is a TIFF. The image on 
the right is a JPEG at the same resolution. Not the boxes visible at the boundary 
between the hair and the background. This blending of color that JPEGs use to reduce 
file size is an artifact. 
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Some principles and standards for digtization. 
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Unlike masters, access copies should be small enough to handle easily in a number of 
different environments. One problem with high resolution archival masters is that 
they take a long time to open and require a lot of processing power to read. 
Access copies can be compressed, should be widely readable (non-proprietary 
formats preferred), and, unlike TIFFs, they may be edited for general viewing. 
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When thinking about the nuts and bolts of digitization, you will need to  
find a way to read the original document, which might require playback equipment 
a workstation to process the archival master and convert it to an access copy 
a secure and managed space to store the digital files 
 
When creating an actual workflow, you will need to think about who is going to 
handle each step, which means evaluating the skill of the project team and where 
you can insert quality control into the workflow. 
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Metadata serves many purposes. 
Allows users to find and relate objects (access and discovery) 
Allows institution to link related materials (e.g. pages in a book), manage and 
preserve materials. 
I’ll begin with technical metadata, which helps with the authentication and 
preservation of the digital object. But my main focus will be on the first point, which 
is what we call descriptive metadata. 
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With technical metadata, you want to answer at minimum what, why, and when… 
what has been digitized, when was it digitized, and why was it digitized. In addition, it 
can also be immensely useful to know how an object was digitized and who digitized 
it. 
Can anybody think of a document that would help us answer these 
questions….digitization plan. 
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When making decisions about metadata, the big decision is metadata 
schema…sometimes this is dictated by CMS. Well known metadata schemas for 
digital objects include Dublin Core and METS / MODS. 
Some schemas include content companion standards. Basically, the content standards 
tell you how to fill in the different fields and which fields are required to create a valid 
record. 
Vocabularies help ensure the ten different terms aren’t used to describe the same 
thing. 
Regardless of what decisions you make, good metadata should make sense…which is 
to say that it should match the materials in the collection and the community likely to 
use the collection. A standard for describing books might not makes sense to describe 
audio in the same manner that lengthy narrative descriptions may not be useful for 
user groups that prefer browse-able descriptions. 
Like identifiers, metadata should be consistently applied. 
Ideally, metadata can be preserved for generations. 
Ask about what schemas and content standards are used 
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Putting this all together, once we select a schema and content standard, 
We need to agree upon what each field means. For the most part, this should be 
defined by the schema and content standard, however, fields should be explicitly 
defined, especially if multiple individuals will be entering metadata. Example…what 
constitutes a contributor in Dublin Core? Editors? Translators? Photo developer? 
Defining the content for each field and controlled vocabularies help ensure consistent 
application of metadata. Using pre-existing vocabularies can make this easier.  
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When actually creating metadata, it’s important to know where the metadata is going 
to end up and if there are any format specifications. For example, many CMS can 
upload several records through specific text files, such as CSV or tab-delimited text 
files. Excel is useful for creating both these files. 
When setting up a metadata spreadsheet, it is useful to figure out which fields will be 
the same for all objects and which will vary. You can use the fill option to quickly fill 
out the uniform data. 
Once you’ve completed your metadata plan, filling out the fields is a matter of 
following the plan. 
 

21 



22 



23 



Disaster recovery strategies, tape backup systems,  are crucial parts of a Digital 
Curation/Preservation workflow or system but certainly does not encompass all the 
Digital Curation entails. 
 
Digital Curation is  a set of policies being enacted by people and technology and is 
how we holistically care for our unique digital content. 
 
Enter in some examples ----> of digital curation policies……. 
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Fixity Checking is the process of verifying that a file has remained unchanged. Types 
of fixity File size and count,  CRC (networking error checking), MD5, SHA1  and SHA1 
are all cryptographic hash functions.  When would you check for fixity ---- when you 
create (or receive) the object, transfer the object in the file system,  some might 
check when an item is downloaded……….. 
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A cryptorographic hash function is an algorithm that reads in a file or string of text or 
what have you and produces a unique fixed length string (bunch of letters or 
numbers). 
 
Even the smallest change in the file produces a widely different unique string of 
characters. 
 
Where else are these algorithms used,  passwords , digitally signed documents…. 
 
 
http://m.metamorphosite.com/one-way-hash-encryption-sha1-data-software 
 
Examples where taken from the wikipedia entry for SHA-1:  
http://en.wikipedia.org/wiki/SHA-1  
 
 
http://www.unixwiz.net/techtips/iguide-crypto-hashes.html 
http://m.metamorphosite.com/one-way-hash-encryption-sha1-data-software 
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Here is an example from our own instance of Dspace where MD5 “Hashes” a string of 
32 numbers are created when items are ingested in the system. 
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Representation information is quite literally any information that is needed to 
understand and “view” the digital file and any of its metadata.  
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This is the IT part of the talk ---- I am going talk in generalities as much as possible 
here and stay aware from as much ITS jargon as possible (but it won’t be entirely 
possible) 
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As we work through digital projects here we have staging areas for content and then 
these items get moved off into an “Archive” Drive which is located on a Storage 
server outside of this building.  The back-up server is in this building and the tertiary 
backups are a mixture of Tape back-ups and Cloud back-ups.   
 
The primary archive storage should not have single point of failure – meaning a raid 5 
or 0+1  anything where if one of the HDDs fail another can be added to the array to 
rebuild the files….. 
 
We use a backup to HDDS solution that will then rotate off to Tape at a certain 
interval……………1, 2 and 3rd level storage….. 
 
 
Talk about the benefits of cloud vs local… bandwidth……etc… rights over files….. 
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When thinking about sharing digital collections, you’ll need to think about who you 
want to share your collections with and the level of technical support at your 
institution. 
If you’re thinking about implementing a content management system (CMS), you 
want to bring together a team representing several parts of your institution, including 
those responsible for the initial implementation, those responsible for maintaining 
the system (including preserving metadata and digital files), those who will create the 
records in the system, and those who will provide access to materials in the system. 
Creating a checklist of desired qualities is often a good idea. Ask other institutions 
who have implemented a CMS if they have a checklist you can adapt. 
Viewing examples of different CMSs is also a good idea. Look for the elements 
common to all the pages created from a CMS to get a sense of the basic features of a 
CMS. These basic elements are what you can count on when implementing the 
system. Features that seem unique to one or a handful of webistes have probably 
been customized by that institution and may not be replicable at your institution. 
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