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National Anthropological Archives
Arcadia project

+ [ rewsdesk sied

Newsdesk newsroom of the Smithsonian

News Releases

National Museum of Natural History Receives $1 Million To
Increase Global Access to Endangered Languages

Media Events

“Experts estimate that more than 50 percent of the
world’s living languages will cease to be spoken by
the end of this century, and with them, the ability to
confront worldwide environmental challenges will
be diminished. The digitization project funded by
Arcadia aims to conserve this knowledge, which is
currently recorded on materials that are at high risk
of degrading. The project team plans to create
digital surrogates of voice recordings and paper
documents in the NAA, and make them publicly
available to support researchers and communities
sfruggling to research, document and revitalize
indigenous languages and cultures. Online access
will make the material widely available for use
without damage fo the historic originals.”

, National Anthropological
Archives, Smithsonian Institution




John P. Harrington Collection web
portal

Harrington Home Explore by Media v Explore by Map v  Explore by Language

Accessing the Collection

The Harrington collection is massive and contains several different types of
- 35 media. Some material was deposited in the collection soon after it was created,
SMITHSONIAN. INSTITUTION but the majority did not arrive in the archives until after Harrington’s death.
i Components have been processed at varying levels over a number of years.
Some parts of the collection were duplicated to make them more widely
accessible, utilizing the best technology available at different times. Digitization is
the latest chapter in that ongoing effort.

The very size and depth of the collection can make it difficult to fully identify the
range of materials on a given topic or to make connections across different
media. This website is being developed as a means to reconnect parts of the
collection with each other as well as to help scholars and communities connect
with these archival materials. It is a work in progress.

This site provides two ways to discover what’s in the Harrington collection - either through a map interface or through

inventories of each media type. Both provide links to digital resources that are being added as they are produced. The
entire collection is available onsite at the National Anthropological Archives.

Explore the Collection by Media

Manuscripts and Microfilm
Photographs

Natural History Specimens
Sound Recordings

Material Culture Collection

Explore the Collection by Map

= Native Languages of North America
= California Languages
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Beyond slap & scan

Before beginning a digitization Digitization projects are more than
project, consider the following: just slapping photos on a scanner

Project planning and

WHY are we digitizing? (The
lifecycle of the digital file — JREg=ment

Where did it come from? Selection and
Where is going?) Prioritization
WHAT are we digitizings (Are . s :
there different Ve Technical Specifications
materials with different Funding

needs?) Preservation and Access
HOW are we digitizinge

(Equipment, software, Rights Issues

people, time, money, space) : |
WHO are we digitizing fore lofname just a few!
(Who will use these files?
What will they do with it2)
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Digitization Then and Now

Then Now

* Microfilm as nationally . M~ :
accepted standard for Digital imaging and

decades — cost effective digitization allows for
way fo preserve fext preservation of original

materials object (less handling,

— But what about graphic | i :
materials like paintings high resolution file for

and photos? detailed viewing) and

Copy NECEE . increases access to
expensive and two :
?enerqﬂcpns removed collections
rom original
— Oiriginal object > New
negative - Copy print
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Then and Now

John Peabody Harrington papers: Mandan/
Hidatsa/Crow, 1950-1951

Image name: Accession #1976-95 [NMNH-
Harrington_mf5_r14_0002]

NAA MS 2046, Fox text by Alfred
Kiyana on Buffalo dance,
undated

Convening Great Lakes Culture Keepers: A Regional Institute for Tribal Librarians, Archivists, and Museum Curators ,
April 26-29, 2015 at the Mille Lacs Indian Museum and Trading Post




- . R
& Digitization Program Offic VJgaTner ®

[ dpo.si.edu w & 0B 9 =

§ Twitter / Home ¢ Today n Facebook | Home Share on Tumblr 3¢ Washington, DC Re http:/ /chroniclinga & Chronicling Amer » L_] Other Bookmarks

* Smithsonian Institution

Digitization Program Office

A Showcase for Digitization Projects at the Smithsonian
Office of the Chief Information Officer

Home  About SIDigiBlog Inthe News ContactUs

From Our Blog
Coming Soon: Discovery 3D!

b ‘””m Every week or two

we see news of
another museum
digitizing its
collection and
making it
accessible online.
The Smithsonian is
no exception, and efforts are under way across
our campus to scan artifacts, works of art,
documents, and...

Featured
Hidden Features of 3D Explorer - Split scre... «

E dpo.si.edu/#
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Glossary | Participants | ContactUs

Federal Agencies Your Commens .
G0 21 Digitization Guidelines Initiative S oS D kiethine ox ot ol

digitization efforts in general.

Guidelines

= Print F)Subscribe @ Share/Save

About This Initiative Digitization Guidelines

Started in 2007, this is a collaborative effort News & Events

by federal agencies to define common Review drafts for MXF Application Specification
guidelines, methods, and practices for > = z AS-07 including Baseband Shim posted at
digitizing historical content. As part of this, File Format Comparison Projects AMWA website; comments requested by

two working groups are studying issues Posted by both Working Groups | December 2, 2014 November 10, 2014,

specific to two major areas, Still Image and Comparisons of file formats for still-image reformatting, video FADGI welcomes Tom Rieger as the new
Audio Visual reformatting, and preservation-oriented treatment of born digital video. coordinator for the Still Image Working Group.
For the reformatting examples, matrixes are used to compare formats File format comparisons: still image formats,
in terms of about forty factors. For born digital video, current practices formats for reformatted video and bom digita!
in six federal agencies are described in case histories. The offerings video exploration

include narmrative explanatory documents and supplementary reports. Documents posted September 9, 2014

Learn more about the initiative »

Still Image
Working Group
m This group i involved in a MXF Application Specification for Moving
¥ | cooperative effort to Image and other Audio-Visual Content Recent blogs:
de\’?'DD‘ common Review draft for comment | Comments requested by November 10, Let's Start at the Very Beginning: Guiding
digttization guidelines for 2014 Principles for Creating Born Digital Video (LC,
S0¥ Image matarials The MXF Application Specification for Archiving and Preservation is a February 2014)
detailed specification for a file "wrapper” intended to serve reformatting AV Artifact Atlas: By the People. For the People
programs in which an archive is making a digital-file copy of a (LC, January 2014)
Audio-Visual videotape or motion picture film, as well as to serve as a container for Can | Get a Sample of That? Diqital File Format
mu bom-digital content when the native encoded essence is judged Samples and Test Sets (LC, December 2013)
_9—2qu qual e i weiking suitable for retention for at least the medium term On the Rqad with FADGI: Recent anferencg
group ié 1o identy, Pre_senmvons Highlight Current Audio and Video
establish, and Audio Analog-to-Digital Converter zﬂ% (LC¢N°VemF’t?’ ZTI?I;GI s
i i Lonnecting Communities: FADGI Stll Image
g:sjgkr;it:;?‘;:r;ztlon )—\P—e—g—g‘%—;——m Group | August 20, 2012 Working Group's Impact on the Library of
practicss for the digital pproved by Vorking p g g Congress and Bevond (LC, November 2013)
reformatting of audio- This guideline concems metrics and measurement methods for analog- One Format Does Not Fit All: FADGI Audio-
visual materials to-digital converters. Future performance-related documents will Visual Working Group's Diverse Approaches to
discuss the problem of interstitial errors, i.e., accidental loss or Format Guidance (LC, October 2013)
transformations of audio samples within the digitizing system before
the data stream is written to file See all News & Events »

Embedding Metadata in Broadcast WAVE Files
Approved by Working Group | April 23, 2012 Resources
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¥

Materials: What are we working with?

Convening Great Lakes Culture Keepers: A Regional Institute for Tribal Librarians, Archivists, and Museum Curators ,
April 26-29, 2015 at the Mille Lacs Indian Museum and Trading Post




File Management and Organizing your Workflow

& ' -
SNV LIV CLI

Asset Name: mnh_8304.tif Asset Name: mnh_8304.tif Asset Name: mnh_8304.tif
Unique Asset Name: NMNH-mnh_8304 Unique Asset Name: NMNH-mnh_8304-000002 Unique Asset Name: NMNH-mnh_8304-00000

Asset Creator: National Anthropological Asset Creator: National Anthropological Asset Creator: National Anthropological
Archives Archives Archives

Above image: MNH 8304, Franz Boas posing for figure in USNM exhibit entitled "Hamats'a coming out of secret room" 1895 or before,
National Anthropological Archives, Smithsonian Institution
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File Management and Organizing your Workflow

Project planning

Project tracking

Data

Selection and Prioritization | Archiving
Image Capture

Post-production and Quality
Control

Secure storage and migration

Source: DDI Structural Reform Group. “DDI Version 3.0 Conceptual
Model." DDI Alliance. 2004. <http://www.icpsr.umich.edu/DDI/
committee-info/Concept-Model-WD.pdf>.
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What are the goals of the project?

What does a basic workflow look like?¢

TasEIRE
v
4880 % 6301 @725 b
THT image

Goay Camea 2.2

/i
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Project Planning: File Management and Organizing your Workflow

Sketch out a Workflow Diagram

What are the specific materials you are going to digitize?
Do you have enough storage space for the files?

Begin to develop a filenaming schema —relate to
collections naming as much as possible

What metadata will you include?
Lifecycle of the image

Storage and migration
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Project Tracking: File Management and Organizing your Workflow

Folders, Folders, Folders: How you name them matters!
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Pre-Digitization Work: File Management and Organizing your Workflow

Filenaming, Filenaming, Filenaming, Filenaming, Filenaming!

Unique identifier; well defined s e

National Anthropological Archives Smithsonian Institution

. . The National Anthropological Archives digital surrogates are named with unique
P e rS I s -I- e n -I- O n d C O n s I S-I- e n -I- persistent identifiers to help locate the surrogates throughout their lifecycle. The
filenames are directly associated with the analog collection naming conventions
in most cases, as to keep consistency between the analog item and its digital
counterpart.

This document is divided into the following sections:

. .
ve rS I O n I n g A. General Filenaming Guidelines- FADGI
B. NAA Specific Filenaming Guidelines
C. Examples and Explanation of NAA Digital Filenaming
Conventions (current and legacy practice)
D. Directory and Disk Names (current and legacy practice)
E. Batch Renaming (when necessary)
F. Appendix: Legacy Required Neg. Number Prefixes

A. General Filenaming Guidelines

The National Anthropological Archives is participating in the Federal Agencies
Digitization Guidelines Initiative (FADGI), a collaborative effort by federal
agencies formed in 2007 to define common guidelines, methods, and practices to
di e historical content in a sustainable manner.

The Technical Guidelines for Digitizing Cultural Heritage Materials, released by
FADGI in 2010, is the master document that defines a set of guidelines for still

images as recommended by the group.

The following section: VI. Metadata — Filenaming through Naming Derivative
Files is taken from the August 2010 version of the above-mentioned guidelines.
The portion on quality of metadata has not been included. Please refer to the
document at the link above for further information. Verifying metadata routines
are laid out in the NAA doc: Embedding Metadata and JPG Derivative Guide.
File Naming
A file-naming scheme should be established prior to capture. The
development of a file naming system should take into account whether the
identifier requires machine- or human-indexing (or both — in which case,
the image may have multiple identifiers) names can either be
meaningful (such as the adoption of an existing identification scheme
which correlates the digital file with the source material), or non-
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File Management and Organizing your Workflow

Analog
Collection
Name

Notecard
within
NAA MS
385
Notebook
within
NAA MS
385
Multiple MSnumber_foldernumber number.tif
folders of
NAA MS
4117-a
Multiple
volumes of
NAA MS
1795a

Kinship
chartor
other
identifiable
materials
within
NAA MS
385

385_002.tif

385_notecard_1.tif (use number
if sequence)

385_ntbk_001.tif (multiple
notebooks: 385_ntbk_1_001.tif,
385_ntbk_2_001.tf, etc

4117-a_f1_001.tif, 4117-
a_f2_001.tif, 4117-a_f3_001.tf,
4117-a_f4_001.tif

1795a_vol1_001.tif,
1795a_vol2_001.tif,
1795a_vol3_001.tif,
1795a_vol4_001.tif,
1795a_vol4_drawings_001.tif
351 _kinshipchart_no_1_ver_2.tif?
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Note
within
NAA MS
385

385_note.tif; 385_note_1.1if;
385_note_2.tif

Drawing
within
NAA MS
385

385_drawing.tif*

Map within
NAA MS
385

385_map_001.tif;
385_map_east_facade.tif

Catalog
cards

385_catcard.tif;
385_catcard_v.tif?

MS
176,622

These types of numbering are also used with
manuscripts and items that may contain INV
numbers

0851501.tif

MS
166,032

Directory folder is 166032

Folder uses INV numbers
08704000

Ledger art

NMNHnaa_la_Anon_Plains_08531400_post.tif

File given out to public—drop
prefix and suffix—distribute:
08513400.tif

Ledger art

May use INV numbers

11005600.tif
08624400.tif

Ledger art

NMNHnaa_la_ms4653_08691300_post

Contained within MS 4653—
drop prefix and suffix;
distribute: 08691300.tif
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Pre-Digitization Work: File Management and Organizing your Workflow

Filenaming, Filenaming, Filenaming, Filenaming, Filenaming,
Filenaming,...

* Prefix and suffix additions

« Examples of filename variations: “ntbk” — manuscript is a bound

o"Vv" = verso, the backside of a page notebook

o"“x01" = numbering assigned during

digitization “front_cover,” “back_cover”
“title_page”

MS 4490

Main file to distribute/ combines all other files  4490.tif

These files illustrate Left, right, mid section and 4490_1_detail.tif
additional “detail views” that may have 4490_2_detail tif
been shot 4490_3_detail.tif
4490_4_detail.fif
4490_5_detail.tif
4490_6_detail.tif
msnumber_left_1.1if; msnumber_right_1.tif
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Actual Digitization: File Management and Organizing your Workflow

File Format

Jiff jog .mov .wav .mp3 .pdf

Are you saving in a file format that is
compatible in the long term?

Hi- bit or low bit depth; Color space
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Actual Digitization: File Management and Organizing your Workflow

Secure Storage and Migration

Can you access your files easilye

Do you understand your filenaming months
later after you've been away from the
projecte

Do you have multiple copies in separate
locations?

What is your storage media?

Do you have a long- term plan for the
security of you data?¢

If so you are on your way!
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File Management and Organizing your Workflow

« Federal Agencies Digitization Guidelines

Initiative

University of Cambridge Library — Data
Management, Choosing File Formats

MIT Libraries: Data Management and
Publishin
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Digitization Project Management
Selection and Prioritization, A Case Study:
Breath of Life Archival Institute: 2013, 2015

Jeanine Nault
Digital Imaging Specialist
National Anthropological Archives
National Museum of Natural History
Smithsonian Instfitution
naultj@si.edu
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Breath of Life Archival Institute for Indigenous Languages | Facebook
.facebook.com/breathoflifedc
Login  Microsoft E_. Web Access  SIRIS - Smif 3 i nstitution  Apple (277)v Amazon News (3,467)v PRISM: Smith.__ian Intranet

Email or Phone Password

facebook

Breath of Life Archival Institute for Indigenous Languages
is on Facebook.

To connect with Breath of Life Archival Institute for Indigenous Languages, sign up for Facebook today. |

Breath of Life Archival Institute for Indigenous
Languages

Breath of Life Institute connects Native language activists with archival and museum materials for use
in language learning, teaching, and revitalization.

Breath of Life Archival Institute for Ind
Languages share

I Jan Danek
What a wonderful two weeks!! Thanks to all the organ

Grants available for community-based research at the LAk

Smithsonian! ® Wenona Gardner
% © Mohican-8 An intertribal circle for those interested ..
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language revitalization
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NAA MS 1827, “Massachusetts or Natick vocabulary”
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Collaborators

Digital Lab Staff —

— Digital Program
Manager

— Digital Imaging ——

Technician =
— Digital Imaging Infern s
NAA Staff

Reference Staff and
Intferns

— Conservator
Curator
Program Staff
Participants

*
Recovering Voices

Research | Highlights | Events | Resources&Grants | Connect& Support |

Research, Communities and Collectio

The Recovering Voices Program recognizes that language communities and scholars have a mutual interest in documenting, revitalizing and
sustaining languages and the knowledge embedded in them. Through Recovering Voices, the Smithsonian Institution strives to collaborate
with communities and other institutions to address issues of indigenous language and knowledge diversity and sustainability at the national
and global level.

In collaboration with communities and partner organizations, Recovering Voices seeks to improve access to the Smithsonian’s diverse
collections — archival, biological and cultural —and to support interdisciplinary research, documentation and revitalization. In doing so we
seek to understand the dynamics of intergenerational knowledge transfer, and to support existing community initiatives focusing on language
and knowledge sustainability.

Why Smithsonian?
The Smithsonian is well-positioned to help lead the global effort to document and sustain the world’s endangered languages and knowledge.

Smithsonian Advance seore
National Museum of Natural History

Plan Your Visit & Explore ATopic ~ AboutUs = Get Involved Calendar

Department of NMNH Home > Research & Collection > Department of Anthropology > NAA & HSFA

National Anthropological Archives (NAA)
Human Studies Film Archives (HSFA)

Click here and book an

The National Anthropological Archives and Hu
Studies Film Archives in the department of You must submit an
Anthropology, Collections and Archives Program ?ppo\?tmeﬂt r"equest
T : form to visit the
collect and preserve h'lstorlcal and contemporary ; SrchivessPleass request
anthropological materials that document the world's an appointment at least
cultures and the history of anthropology. Their 2 business days m] "
i advance and complete a
collections re;?resgnt_ the four fields of anthropqlogy Separate appointment
- ethnology, linguistics, archaeology, and physical request form for each
anthropology - and include fieldnotes, journals, visitor in your group.
manuscrupts,_corres_pondencg, photographs, maps, The NAA and HSFA will
sound recordings, film and video created by not be scheduling
Anthropology Home Smithsonian anthropologists and other preeminent

NAA & HSFA Home scholars, B B
- NAA Home

- HSFA Home

- HSFA History

- Online Exhibits

September 1
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NAA MS 2797, “Menominee linguistic notes and texts
collected by Truman Michelson, 1910 *“
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ale) 1 BOL_2013_MS_Digi_Requests.xlsx
GHEH®E 80P e B8 % B & oo

A Home Layout Tables | Charts SmartArt Formulas Data Review

Edit Font Alignment Number Format Cells Themes

L&_jFiII v Calibri (Body) (12 |v|| A~ A- = | |abcy ] Wrap Text ¥ - |Number - Normal 2 Normal | ‘Bad Ch B = == Iy “'3
>l B ESd ===l

Formatting Insert  Delete  Format

aste JGH" B I Q D' S - A h Merge v 0/9 b] %‘g ;;“.8 Conditional Neutra ( | E xplanatory -

148 110 0 (- & 92
A  — P -
Language Title (Siris Record)

G K
ysic (Observations made during preliminary review (box #) izatio Digitization
Description status
(size etc.)

Menominee NAA M5 2797 |Texts Michelson, |13 pages  |SELECTED FOR DIGITIZATION Handwritten notes that appear to be of texts. Several dozen pages complete

Truman are in Menominee. Some pages are in English but it is not clear
NOTE: the paper is very brittle, sa for the [whether these are translations of the Menominee texts. The
purposes of conservation it would be ideal [Menominee texts seems to be paginated in an odd way (or are out of
to scan all pages. If this is not possible, [order). The Menominee pages indude some grammatical and lexical
then follow these instructions: data as well. Perhaps we could digitize some texts.

Please scan pp. 1-28. Also scan pp. 1-6  |Conservation: paper is very brittle and breaks to the touch.
and 7-12.
Recommendation to BoL participants: Please review the digital
surrogates against the physical manuscript and agains MS 2824 to
determine whether the English texts in these records are the
translations of the Menominee texts.

Linguistic material 1877 B4 pages | Please scan until page 1-33, 91-102, 129- | Substantial sentencial data, some vocabulary. complete
NAA MS 646-b Gatschet, 131 for BoL. However, for conservation
Albert S, purposes, I recommend the entire I have selected this manuscript because our holdings of Konkow are
(Albert manuscript be scanned. modest, yet Chico Maidu is often considered to be the same language
Samuel), as Konkow (Golla 2011:138).

1832-1907
collector Conservation: the ink seems to be fading or at least it is very light.
Scanning may be r for conservation purpo:

NAA MS 646-c_|Supplementary Maidu vocabulary | ANONYMOU |3 pages Please scan all 3 pages Konkan dialect. Limited data 26-Mar complete
and sentences s

Hupa vocabulary December 1888- | Curtin, 107 pages | P1e25€ sean: 26-Mar complete
January 1889 Jeremiah |* 9 p 82-83; 88-96; 109-125; 132-133.

NAA MS 1442

41 pages
Gibbs, autograph | Please scan entire notebook marked Shelf
George document

signed
Harrington, complete
John please scan first 11 page {marked) of 123+

Peabody 1

1884-1961
Typescript of MS "Ethnobotany and |Harrington,
Ethnozoology of the Karuk Indians |John

of California” (former BAE Peabody
MS#4553) 1884-1961
Harrington,
John
Peabody

| 1884-1961
Fernardefio 563-1 Linguistic and Ethnographic Field |Harrington, Please scan all 12 handwritten letter- The first slip on the data slip pack is somewhat damaged. complete
Notes John size pages and the first 10 typewritten
T scanning / Conservation Only | + J

Ready Sum= 92

Weitspek (Pohlik Klamath) and
NAA MS 954  |Hopah dictionaries and ethnographic
notes 1852

complete

Karok Medicine Formulas

please scan marked pages (10 pages) in complete

130-3 and marked pages (11 pages) in
130-2

Mockingbird and Robin story, Box 122,
Folder 4, 11 pages separated by paper 28-Mar complete
slip.

Karok Karok Stories and Myths
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Breath of life 2013 - variations on a
theme

NAA MS 1549, “Wandot/Wyandot/ vocabulary January 8, February 7, March 15, 1881"
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« Extremely large, not fully
processed collection

In the middle of another
digitization project of the
collection

Approach differently than
other materials

— Not digitizing full
folders or boxes for
preservation purposes
(access only)

John P. Harrington collection Box 483, Folder 1
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NAA MS 3718, “Fourth of July, 1890 *
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NAA MS 1442
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Above image from: NAA MS 1301 (T) and NAA MS 1041 (B)
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| Docs the material have sufficient intrinsic
| value to ensure interest in a digital product?

yes
Ad

i Will digitization significantly enhance access? ‘

| Increase use by an identifiable constituency? |

yes
A4

—i What goals might be met by digitizing?

|

[ Preservation (creation of faithful

| reproductions to replace deteniorating
materials or o reduce handling of fragile
and/or valuable materials)

- Improved intellectual control (e.g., creation
| of an electronic finding aid linked to digital
images, creation of digitized tables of

records)

+ Added functionality (e.g., ability to
distribute widely, to search and manipulate
| text, to study disparate materials in context)

|+ Cost savings (e.g., creation of virtual
collections with costs and responsibilities
shared by multiple institutions)

N0 7-/\suypl_$

‘—ncvf--:: swp?_)

| contents and indexes linked to bibliographic |

SChapesan, DHazen, FHorrell, IMemill-Oldham, 1297
Offarvard University Libeary

SELECTION FOR DIGITIZING:
A Decision-Making Matrix

" | Does a product exist that meets identified L yes—ol s0p ™)
needs? y L3P,

no
v

ST Are nights and permissions for electronic | no—el m0n)
distribution secured or securable? 5o

yes
A

Does current technology yield image quality
adequate to meet stated goals (e.g., accurate
OCR, creation of high quality copies)?

no
v

Does technology allow for adeq
capture from a photo intermediate?

digital

yes
hd

Are the costs of scanning and post-scan
processing supportable? Does the institution
have the necessary expertise and resources to
plan and implement the project? Is there
sufficient organizational and technical
infrastructure to create, manage, and deliver
digital products?

+ Consider the type of scanning (bitonal,
grayscale, color) and the resolution and
compression required.

+ Consider quality control: how thorough
must it be?

« Consid loging and ion of
metadata: what is needed to manage
collections and support access?

+ Consider what products must be denved
from master files and metadata to meet
project goals (e.g., screen displays,
searchable text, paper prints, disks, archival
tapes).

+ Consider whether, to what extent, on what
media, and where data will be archived.

I

no

t

Can the project be redefined to narrow scope
or recast objectives? Can infrastructure needs —
be addressed?

J

I
+

——
( stop )

Proceed to plan, implement, and evaluate
project

Hzen, Dan, Horrell, Jeffery, and Merrill-Oldham. (1998) “Selection for Digitizing: A Decision-Making Matrix,” Selecting Research

Collections for Digitization — Full Report.
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Image Creation:
Recommendations and Realities

Marquee

(&
Eﬁ !z:

5215 x 3784 pixels 112,92 MB
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Questions to Consider

nat is being digitizede
nere are these files goinge
nere will they e storede
no will create theme

nat guidelines are being followed?
Or created?

What are the technical specifications?
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. Federal Agencies

Digitization Guidelines Initiative
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(Even more!) things to consider

« Staff and Time « Hardware and
— Expertise and Testing Software

» Imaging environment — Scanner v. Camera
— Space — Platform (Mac v. PC)

— Lights — Imaging Software

» Proprietary with
equipment

« Adobe products

* Image Science
Associates

— Monitor

BOTTOM LINE: $3$33$333$3$333555$
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Scanner v. Camera
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Technical Specifications

* Bit depth
« Tone/Endpoints
« Color mode/profile

 Resolution
e File formats
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Technical Specifications - Bit Depth

« Bit depth: the color information stored
INn an image; the higher the bit depth,
the more colors an image can store. A
1 bit iImage only shows two colors —
black and white
— 8 bit: 2A8= 256 colors
— 16 bit: 2A16= 65,536 colors
— 24 bit: 2724 = 16,000,000+ colors
— 48 bit: 2A48 = 3,000,000,000 colors
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Bit Depth - Recommendations

. Capfure imagesin a e

high bit depth (16 bit
or higher) then

convert to a lower bit

depth as needed
Higher bit depth
Images will Increase
accuracy of
representing the
original BUT will
create larger files

‘ Crayscale
Adjustments Duotone
ndexed Color
Auto Tone _O%L -, RGB Color
Auto Contrast X {8L CMYK Color
Auto Color {+ 3B Lab Color

Multichannel
Image Size... Nl

Canvas Size... X¥#C 8 Bits/Channel

!rn?ge Rotation » 16 Bits/Channel
Crop 32 Bits/Channel

Trim...

Duplicate...
Apply Image...
Calculations...

Analysis
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Technical Specifications - Tone

Properties Info S —

« Each pixel in an
mn Levels

image file is assigned
a value between O Picie: | IR
and 255, with 0 being s
a “true” blackest

black, and 255 being
a “true” whitest
white.

Values below 9 (too . e—
black) or above 247

(too white) lose all

deftall H < o @

255
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Tone - Recommendations

Color Patch/Area

KODAK Color Control Patches

Neutralized White
Point

White

Neutralized Mid Point*

Gray Background

Neutralized Black
Point

Single Color Black

Aimpoint

RGB Levels

237-237-237

102-102-102

23-23-23

% Black

7%

60%

91%

Acceptable
Range for
Aimpoint

RGB Level

233 to 241

98 to 106

1910 27

% 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 peint (BP) using the
following formula: MP = WP — 0.63(WP - BP)
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Technical Specifications — Color Mode

« "Grayscale image files consist of a single channel,
commonly either 8-bits (256 levels) or 16-bits (65,536
levels) per pixel with the tonal values ranging from black
to white. Color images consist of three or more grayscale
channels that represent color and brightness
information. Common color modes include RGB (red,
green, blue), CMYK (cyan, magentaq, yellow, black), and
LAB (lightness, red-green, blue-yellow). The channels in
color files may be either 8- bits (256 levels) or 16-bits
(65,536 levels). Display and output devices
mathematically combine the numeric values from the
multiple channels to form full color pixels, ranging from
black to white and to full colors.”
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Color Mode - Recommendations

Working RGEB - sRGB IEC61966-2.1
v Working CMYK - U.S. Web Coated (SWOP) v2
Working Gray - Dot Gain 20%

Lab Color

Custom RGB...
Custom CMYK...

« Adobe RGB 1998 (or e

Othe

Adobe sRGB,

ColorMatch RGB

alternatively) is the e

Coated FOGRA27 (ISO 12647-2:2004)
Coated FOGRA39 (ISO 12647-2:2004)

re( :O r r I r r ] e n d e d Coated GRACoL 2006 (ISO 12647-2:2004)
Japan Color 2001 Coated

A Japan Color 2001 Uncoated
Japan Color 2002 Newspaper
color profile for
Japan Web Coated (Ad)
- U.S. Sheetfed Coated v2
U.S. Sheetfed Uncoated v2
master files o Do
U.S. Web Uncoated v2
Uncoated FOGRA29 (ISO 12647-2:2004)
US Newsprint (SNAP 2007)
Web Coated FOGRA28 (ISO 12647-2:2004)

Web Coated SWOP 2006 Grade 3 Paper
Web Coated SWOP 2006 Grade 5 Paper

Dot Gain 10%
Dot Gain 15%
Dot Gain 20%
Dot Gain 25%
Dot Gain 30%
Gray Gamma 1.8
Cray Gamma 2.2

CIERGB
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Technical Specifications - Resolution

Resolution: the number of pixels in each
dimension that can be displayed

DPI: dofts per inch (more appropriate for
prinfing)

PPI: pixels per inch (more accurately
describes images)

"Resolution Threshold™: the point where
No matter how many more pixels added
per inch, No more iInformation from
original is gainead
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Resolution - Recommendations

“All digital images created from reflective analog textual materials should have a
minimum of 4,000 pixels along their longest dimension, and a minimum resolution of 400
dpi. Text on the reverse side of an object may be scanned at 200 dpi. All reflective
photographic materials are at a minimum of 5,000

pixels on their longest dimension.

All digital images created from fransmissive analog materials should have a minimum of
6,000 pixels along their longest dimension, and a minimum of 600 dpi.

For example, an 8 x 10-inch photograph should be scanned at 500 dpi; a 5-inch
photograph at 1000 dpi, etc. However, photographic items should never be scanned at
less than 500 dpi — even if the longest dimension of the object is greater than 10 inches.
When measuring the longest dimension of an image, round down to the nearest half
inch. When calculating resolution, round up to the closest multiple of 25.

Calculations should reflect the dimensions of actual item to be scanned, not its matting
or support.”
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Resolution - Recommendations
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TIFF

“De facto” raster image format used for master files

Simply encoded raster-based format

Accommodates internal technical metadata in
header/extensible and customizable header tags

Supports Adobe s XMP (Extensible Metadata Platform)
Accommodates large number of color spaces and profiles
Supports device independent color space (CIE L*a*h)
Uncompressed; lossless compression (Supports multiple
compression types for 1-bit files). JPEG compression not
recommended in TIFF file

High-bit compatible

Can support layers, alpha channels

Accommodates large file sizes

Anticipate greater preservation support in repository settings;
preferred raster image format for preservation

Widely supported and used

Long track record (format is over 10 years old)

Potential loss of Adobe support of TIFF in favor of PDF?
Not suitable as access file—no native support in current web
browsers

Reco ended

Preferred format for production
master file

JFIFIJPEG

Lossy compression, but most software allows for adjustable
level of compression

Presence of compression artifacts

Smaller files

High-bit compatible

Longer decompression time

Supports only a limited set of internal technical metadata
Supports a limited number of color spaces

Not suitable format for editing image files—saving,
processing, and resaving results in degradation of image
quality after about 3 saves

Access derivative file use only—
not recommended for text or line
drawings

JPEG 2000

Increasingly considered as a viable format for master image
files, but not yet widely adopted

More complex model for encoding data (content is not saved
as raster data)

Supports multiple resolutions

Extended version supports color profiles

Extended version supports layers

Includes additional compression algorithms to JPEG
(wavelet, lossless)

Rapidly gaining acceptance as a
format for production master file—
however, not currently widely
implemented (or TIFF files are
also being saved alongside

JPEG 2000 files as master

formats (?))

e Keepe A Reqgio
6-29, 20 & e

PDF

Intended to be a highly structured page description language
that can contain embedded objects, such as raster images,
in their respective formats.

Works better as a container for multiple logical objects that
make up a coherent whole or composite document

More complex format due to embedded/externally linked
objects i

Implements Adobe s XMP specification for embedding
metadata in XML

Can use different compression on different parts of the file;
supports multiple compression schemes

Supports a limited number of color spaces

Not recommended for production
master files

PDF/A

PNG

Simple raster format

High-bit compatible

Lossless compression

Supports alpha channels

Not widely adopted by imaging community

Native support available in later web browsers as access file

Possible format for production
master file—not currently widely
implemented

GIF

Lossy (high color) and lossless compression
Limited color paletie

8-bit maximum, color images are dithered
Short decompression time

Access derivative file use only—
recommend for text records

[ASCII]

For image files converted to text
Potential loss to look and feel of document/formatting

N/A

[XML]

For image files converted to text

Hierarchical structure

Good for encoding digital library-like objects or records
Allows for fast and efficient end-user searching for text
retrieval

Easily exchanged across platforms/systems

N/A



File Format - Recommendations

File Format

Technical Considerations

“De facto” raster image format used for master files

Simply encoded raster-based format

Accommodates internal technical metadata in
header/extensible and customizable header tags

Supports Adobe s XMP (Extensible Metadata Platform)
Accommodates large number of color spaces and profiles
Supports device independent color space (CIE L*a*h)
Uncompressed; lossless compression (Supports multiple
compression types for 1-bit files). JPEG compression not
recommended in TIFF file

High-bit compatible

Can support layers, alpha channels

Accommodates large file sizes

Anticipate greater preservation support in repository settings;
preferred raster image format for preservation

Widely supported and used

Long track record (format is over 10 years old)

Potential loss of Adobe support of TIFF in favor of PDF?
Not suitable as access file—no native support in current web
browsers

Recommended Use

Preferred format for production
master file
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Basic Scanning Workflow

1. Setup Scanning Workstation
2. Select Scanner Settings

3. Setup Scanner for Use

4. Scan

5. Save

Extra: Batch Scanning

Convening Great Lakes Culture Keepers: A Regional Institute for Tribal Librarians, Archivists, and Museum Curators
April 26-29, 2015 at the Mille Lacs Indian Museum and Trading Post




¥

1. Setup Scanning Workstation

« Turn on computer * You will need:
and scanner — Aruler

Remove any loose — Staging area for

articles of clothing original objects

or jewelry — Gloves and/or clean

hands
Wash hands or wear — Neutral background

gloves (no lofions, T
Nno hand sanitizers)
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2. Select Scanner Settings

- '“1 Mode:

LI — e Transmissive

Settings

Name: Current Setting

L G (hegatives) v.
Reflective

Auto Exposure Type: | Photo

e (ohotographs, text)

Resolution: 600 [+] dpi

Document Size:

e | NeNel[V)ilelg

w | 7.00 H |5.00 in.

Color Profile

@off Oon ,
R Tonal Range

o | Turn off adjustments!

‘ [ Preview ‘ ‘
|| Thumbnail . -

‘_ ‘ Conf;gu?ﬁon... \ \ Close 7
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3. Setting up Scanner for Use

«  Wipe down scanner glass with lint free cloth

« Place color bar target in appropriate place (center top, for
instance)

— Utilizing a target is crucial for maintaining image quality and to serve
as reference point if the integrity of images is every questioned

KODAK Color Control Patches
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3. Setting up Scanner for Use

Measure the object you wish 1o scan. All digital images created from
reflective analog textual materials should have a minimum of 4,000
pixels along their longest dimension, When measuring the longest
dimension of an image, round down to the nearest half-inch. When
calculating resolution, round up to the closest multiple of 25.
Calculations should reflect the dimensions of actual item to be scanned,
not its matting or support.
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4. Scan

« Once you have determined the correct resolution, place the
object on the glass, (for photographic material, face down)
about an inch below, In the center of, the color bar. Place the
background board over the scanner glass and carefully close
the scanner lid.
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4. Scan

Check your endpoints
(white and black) fo make
sure you are within the
correct range.

If your endpoints are within
the range, select the area
to scan — you do not need
to scan the entire scanner
bed, just the object and the
color bar target. Create @
box with the dotted line
around the color bar target
and the object, with about
/4 iInch border of grey
background around the
edge.

KODAK Color Control Patches
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5. Save

« ASSign appropriate -
flename and save =

() Pictures

i m O g e S i n TO -l- h e (+) Other: box_54_add_r ’ Choose... ‘
File Name (Prefix + 3-digit number)

appropriate folder . - o
|OCO Tio n Image Format

Type:  (TFF(*uf)  :| | Options.. |

Details: Byte Order: Windows
Compression: None
Embed ICC Profile: ON

| | Overwrite any files with the same name
[?] Show this dialog box before next scan
@] Open image folder after scanning

@] Show Add Page dialog after scanning.

| Hep |
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Extra - Batch Scanning

« |f multiple objects need to
be scanned, and more than
one fit on the scanner at the
same time, they can usually &
be batched scanned. T

When determining e e
resolution, set your '
resolution to align with the
SMALLEST OBJECT ON THE
GLASS, so that all objects
reach the required pixel
dimensions.

Arrange the objects on the
glass far enough apart so
you will be able to get a 4
Inch border around each.
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¥*

* Extra - Batch Scanning

* |[n the preview
window, crop ALL
Images so there is a
dotfted border

around eacnh.

When batch
scanning, you do
not need to Include
the color bar target
INn the scans.
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Bonus: Abridged Camera Workflow

Turn on Nikon camera (slide control on the camera ).
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Bonus: Abridged Camera Workflow

Turn on both Profoto lighting fixtures (black switches on the
base near power cord)
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Bonus: Abridged Camera Workflow

Launch Capture One software
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NEXT CAPTURE LOCATION

Store Files workFlow_test_Source

Space Left 2158 captures (202.12 GB)

NEXT CAPTURE NAMING

Format Name Camera Counter

Name workFlow_test >

Sample workFlow_test_»0000.1IQ

Naming Format

Presets Name and Camera Counter

Format Name Camera Counter ]

Type text and drag token into the field above to fit your needs. You can freely mix text and
tokens.

Tokens (@EEY 1 Digit Counter L _Folder Name _JL Camera Serial _J

Camera Counter

[ 1SO ] Focal Length Shutter Speed

Current Date (MMM dd yyyy) Current Time (h-mm a) Current Year (yy)
Current Month (MM) Current Day of Week (EEE) Current Day of Month

Save User Preset... Cancel oK

Bonus: Abridged Camera Workflow

Setup camera counter and filenaming in Capture One
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Bonus: Abridged Camera Workflow

Rotate the ‘Focus Ring’ on the Nikon's lens to focus. Note
that the image will be very pixelated even when it is focused.

Once image is focused, hit command+K or Capture key
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Bonus: Abridged Camera Workflow

Using the Grayscale on the Device/Object Target, make sure
your whites are between 242 and 248 or whatever is
appropriate for you subject matter.
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Profile Capture One Session_16
¥ Color Cast

¥ Enable Uniform Light

Uniform Light

BASE CHARACTERISTICS
ICC Profile Nikon D800 Generic
Curve Film Standard

Engine Capture One 7

NEXT CAPTURE ADJUSTMENTS

ICC Profile Copy from Last

All Other Copy from Last
Styles

Auto Alignment

WHITE BALANCE

Mode Custom
Kelvin

Tint —_—

N = ¥

Create LCC

4.5

Create Lens Cast Calibration

Set Base Characteristics

Assign Capture Adjustments

Set White Balance
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SHARPENING

Amount
Radius

Threshold

NOISE REDUCTION

Luminance
Color

Single Pixel =

Bonus: Abridged Camera

Workflow
Settings in Details Tab

NOISE REDUCTION ADVANCED
Details

Fine Grain

MOIRE

Amount

Pattern
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Bonus: Abridged Camera Workflow

Place a series of RGB read outs by clicking various RGB
patches on the Device Level and/or Object Level Targets
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Image Creation - Conclusions

« Considerations:
— Time

s S.I. O ﬁ‘. KODAK Color Control Patches

— Hardware and ---=--l-.

Don’'t forget to use a target!

Software
— Imaging Environment
— Bit depth
— Tone
— Color Mode
— Resolution
— File Formats
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More is More: The Role and
Responsibility of Metadato

¥

Ratings
No Rating
Keywords
No Keywords
Orientation

Landscape
Portrait

Aspect Ratio
3:4

4860 x 6201
28.82 MB 725 ppi

Gray Gamma 2.2 B&W

T13339.tif
28.82 MB
4860 x 6201 @ 725 ppi
TIFF image
Gray Gamma 2.2

File Properties
Filename
Document Type
Application
Date Created
Date File Modified
File Size
Dimensions
Dimensions (in inches)
Resolution
Bit Depth
Color Mode
Color Profile

T13339.tif

TIFF image

Adobe Ph...acintosh
1/7/09, 2:50:30 PM
1/7/09, 2:50:32 PM
28.82 MB

4860 x 6201

6.7" x 8.6"

725 ppi

8

B&W

Gray Gamma 2.2

IPTC Core
Creator
Creator: Job Title

Creator: Address

Creator: City
Creator: State/Province
Creator: Postal Code

Nationa...rchives

Smithsonian
Institution
Museum Support
Center

4210 Silver Hill
LGED

Suitland

MD

20746
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What is metadata?

 Literally “data  Metadata is more
about data” common in daily
Descriptive online life than you

information about might think:

collections — Photo tagging

value-added (Facebook,

) . Instagram)
information used fo = #Hashiags (Twitter,

arrange, descrioe, Instagram,
track, and enhance Facebook)
access to — Blog tags
collections
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What are the different types of metadata?

(Source: Source: Baca, Murtha, editor. Gill, Tony, Gilliand, Anne J., Whalen, Maureen, and Woodley, Mary S. (2008). “Setting the Stage,” Intfroduction to Metadata
Online Edition, Version 3.0, http://www.getty.edu/research/publications/electronic_publications/infrometadata/index.html

R T

Administrative  Metadata used in managing and - Acquisition information
administering collections and - Rights and Reproduction tracking
information resources - Documentation of legal access requirements
- Location information
- Selection criteria for digitization

Descriptive Metadata used to identify and - Cataloging Records
describe collections and related - Finding Aids
information resources - Differentiations between versions
- Specialized indexes
- Curatorial information
- Hyperlinked relationships between resources
- Annotations by creators and users

Preservation Metadata related to the preservation - Documentation of physical condition of resources
management of collections and - Documentation of actions taken to preserve
information resources physical and digital versions of resources

- Documentation of any changes occurring during
digitization or preservation

Technical Metadata related to how a system - Hardware and software documentation
functions or metadata behaves - Technical digitization information
- Tracking of system response times
- Authentication and security data

Metadata related to the level and - Circulation records
type of use of collections and - Physical and digital exhibition records
information resources - Use and user tracking
- Content reuse and multiversioning information
- Search logs
- Rights metadata




Where Is metadata?

« Different levels of
metadata exist in
different places

Embedded info files
Filing cabinets! -~ SRS EESE T EEEE

it Dute nat Cmation Date
Inocdsd By. admn, DAV Ims2ded By adma, DAV
212

P, Mamngisn Pap Kamrgian Paran Doscrplan: Jokn B Mamngisn Papsn
ot Mol 5. Kowa, 197,195 o eht8. MY . Ko 19071990 toma ) colin . Ko
AL mas forme:

% e Impadad 0L 2 Impates
('Y C C e SS I O n e C Or S TC Ceator Natora' Asthrossices ¢ © Cratar Natonsl Anvsssigen
onas Arives
TC Heatine w
o - IC w P bamagion Pay
0371359 (vome eatert M - 1957.1958 (sere

« Catalog Cards

O e C I O S I3 L) Rewt 320w 4707 + P
atng 10 cane g
. TeEAL Reei 13505 A wa. 00751 e e 070 Ree: 13
$030, Hetsnaarca e Comparnivs -
e B AR oo 3 Vesmiiay iodcies lere BAE s 3
02051 1 Real 14 mv 107 2 030 oovaar
Fame. e (nidos e A Campanin Camaamine Grameas (nsic A  Grpmenar (releion i
1 et 16,0 . 403080} Rew 15, 03014 ot ey .. 03 n L) Rew! 16, 50310
< Notas ¢ 0 <N fome Cinagains Metes (mcivzos om0 ey (nudes e o b
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former fower 102 m- ¢ 1020, Macotnwous Notes (nciodes formet Vacote (mcuden birme
. $03951) Rowl 15 4 . 6099511 e £ e 630958 104105 DAL 7 0303 5 107 o
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When is metadata?

Collections staff has
been working with
metadata since the
beginning — ferm not
commonly utilized until
collections started
being digitized
Metadata should be
collected and applied
to files as soon as
possible — lag time
between image
creation and metadata
enhancement could
result in inconsistencies
and missing information

Build metadata into
digitization workflow

name Dressed Skin with Native Drawing no. srec. 1

PEOPLE
Locaury Upper Missouri

corLecror War Dept. U.S.

ACQUIRED
PLACED SIZE

AT Dec .y 1866
6v an

12130 Indians of the M‘&soum

A large Drefsed Skin ornamented with

5-61626732-0 color drawings by natives. US. War Depart."
s

15506k (detqil) Hidokea s

ng-1589a

')? lsxﬁo

REMARKS

-,5gal TR LA R Wi
= BV ENY 5D \978

over:

Saves SEE HISTORY CARD FOR ADDITIONAL DATA
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Who Is metadata®@

« Standards bodies
— JEITA
— IPI@
— PLUS
Photographer trade
associations
- SAA
—  ASMP
-  ARB
-~ EP
—  NPPA

Cultural Heritage and
Government Institutions
—  AAT (Getty)

— LOC

—  FADGI

« When workmg with metadata,

some “who's

to think about:

Who is supplying the metadatae
» Curators
 Donors

» Collections staff (archivists,
librarians)

» Photographers/Imaging
Technicians
Who is applying the metadata at
its various levelse
+ Catalogrecords
« Database entries
« Embedded files
Who is using the metadata?
Nfelii
Researchers
Exhibitions
Publications
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Why metadata?
Accessibility
Discoverability

Collections
Management

Usabllity

Nlelgiielgle
Restrictions

Standard
Policies and
Procedures

Convening Great Lakes Culture Keepers: A Regional Institute for Tribal Librarians, Archivists, and Museum Curators ,

1164b.tif
METADATA" KEYWORDS
fl—- == 4363 x 2692

33.84 MB 375 ppi
Ref_iQSmart RGB

BRIRIE 104IUD K010 HYAON

File Properties
Filename 1164b.tif
t Type TIFF image
Application Adobe Photoshop CS3 Macintosh
Date Created 4/13/06, 1:24:22 PM
Date File Modified 4/14/15, 10:48:12 AM
File Size 33.84 MB
Dimensions 4363 x 2692
Dimensions (in inches) 11.6"x 7.2"
Resolution 375 ppi
Bit Depth 8
Color Mode RGB
Color Profile Ref_iQSmart
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0.0.8 75-33.tif

Description | IPTC_ | RawData | [PTCExtension | CameraData | GPSData | VideoData | AudioData | MobileSWF | Categories | Origin

Document Title:
Author: National Anthropological Archives
Author Title:

Description:

Rating
Description Writer:
Keywords:
@ Semicolons or commas can be used to separate multiple values
Copyright Status: | Unknown v
Copyright Notice: The Smithsonian Institution continues to research information on its collections. Contact Smithsonian for current status.
Copyright Info URL: Go To URL...

Created: 6/13/2000 - 10:33 AM Application: Adobe Photoshop CS6 (Macintosh)

Modified: 10/30/2013 - 10:45 AM Format: image/tiff

| Preferences | Lclean_metadata_NAA Y | Cancel ‘

How metadata?

IPTC: International Press Telecommunications
Councill

Dublin Core
Descriptive and Technical
Embedded
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Adobe Photoshop CS6
_~ 0.0.60 40_az_montezuma_330.jpg
Description IPTC IPTC Extension Camera Data GPS Data Video Data

ayer Mask/8) *
Color Swatches

Document Title: NAA Photo Lot 40 D - =
Author: National Anthropological Archives ‘ e
[ - EL]
Author Title: B ry 127
Description:  Division of Archaeology Miscellaneous Photographs 1870s-1930s R ————
Adjustments  Styles
Add an adjustment

Rating: # A W W & 0w B8 P10V
Description Writer: = ﬂ ﬂ % 6 @

Keywords: 'Photo Lot 40; archaeology; Tlingit; burials; Cherokee; Aleuts; Arctic peoples; Photographic prints;
) =
Negatives; Photomechanical prints; Tintypes; Drawings; Clippings; Notes; Letters s B x =
Layers Channels Paths

@ Semicolons or commas can be used to separate multiple values
Copyright Status: | Unknown v |
Copyright Notice: The Smithsonian Institution continues to research information on its collections. Contact

Smithsonian for current status.

Copyright Info URL: Go To URL...

Created: 8/26/2014 - 1:06 PM Application: Adobe Photoshop CS6 (Macintosh)

Modified: 10/21/2014 - 7:46 PM Format: image/jpeg

Pe red B)
Xmp | preferences | |import. [+] | cancel |[ox ]

How metadata?

Basic Guidelines for Minimal Descriptive Embedded
Metadata in Digital Images

by EMDaWG (Embedded Metadata Working Group -
Smithsonian Institution)

April 2010
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¥*

" How metadata? Requirements

Required: Core Set of Embedded Metadata

Element Name

Definition

Sample Data Value

Character Limit*

Document Title

File number, Accession Number,
Catalog Number, Negative Number,
Unique Identifier root level etc.

LB016021-a

08596201

gn_03644
landes_photo_arizona_16
digital filename
23456.000 “catalog number

123457.000;1234568.000 *muitiple

objects in one image

P00001 *catalog number
NOOOO1 *catalog number
TO0001 *catalog number
20100121_01a_csf_ps_001.tif *file

name. represents coverage of event at NMAI

SFF2009_Strauss_6-24_0004.dng

*IPTC fields have character limits
depending on the application utilizing
the standard and not all data may be
displayed. (Add char limit info into the
tables) With some applications data
may be truncated at a given character
limit.

Copyright Notice

Copyright Notice

This image was obtained from the
Smithsonian Institution. Unless
otherwise noted, this image or its
contents may be protected by
international copyright laws.

*This statement is a default statement and
you may use a more specific statement;
check with OGC for a specific statement.

Approved and suggested by OGC.

Source

Name and Abbreviation of S| owning
unit, Smithsonian Institution

NMAI-Natl. Museum of the American
Indian, Smithsonian Institution

NAA- Natl. Anthropological Archives,
Smithsonian Institution

Creator

(*Note: Unit makes decision-
document within unit how they
reached this decision).

In the DAMS the IPTC Creator field is
mapped to the Asset Creator field,
which is the creator of the digital
object.

Creator of digital object
or
Creator of original object

Edward F. Caldwell and Co.
Department of Anthropology
National Anthropological Archives
Photographer Name */f author is not
known then default to department name
(refrain from using acronyms)

Cynthia Frankenburg *if Creator=name
then Creators Title field is populated. Job
Title=Photographer

William Greene ‘if Creator=name then
Creators Title field is populated. Job

Title=Scanner

Woody Guthrie *Creator original object

*IPTC Creator Job Title field can be
used to define the role of the creator.
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How Metadatae Suggested

Element Name

Definition

Sample Value

Notes

Character Limit

Date

In the DAMS IPTC Date is mapped to Asset
Creation Date, which is the creation date of the
digital object.

Date of Object
or
Date of Creation of Digital

07/01/1967

Description field can be used if date
range or other date structure is being
used.

Description

Free narrative text

123457.000 (right); 123458.000 (left) *see
above under Title example. This field is used to
locate individual objects within an image that
contains multiple objects.

Cultural Resources Center 2007
Powwow Open House, CRC Open
House, CRC Exterior, Chief Joseph,
Nez Perce

Keywords

Free text field but should be used to
store a list of standard term(s) separated
by a common delimiter such as
semicolon.

Lighting Archive; Electrification; Lighting;
Lighting Fixtures; Architectural History;
History of Architecture

Object; Publication; Our Lives

* taken from defined look-up list in

database: Object=image of object in the

collection; Publication= quality suitable for
blication; Our Li\ imaged for Our

Lives exhibition.

Alice Fletcher; Francis La Flesche; 4558
Viento de Agua; plena; bomba

rugby; Wales; sports

This list can come from any existing
controlled vocabularies like your unit
CIS' Iconography lookup list, public
resources such as Library of Congress
Subject Headings, taxonomic checklists,
etc. The goal is to be consistent as this
is a field whose data is often used for
searching. Forinstance, if you use
singular form, stick with singular form,
don't alternate between singular and
plural. Don't alternate between
variations, like US, USA, or United
States. *(See below for links to
controlled vocabularies for
consideration.)

Credit/Provider

What you would like to accompany the
image in a publication. Ex:

Image Number, S| owning Unit,
Smithsonian Institution

Image Number, National
Anthropological Archives, Smithsonian
Institution

Papers of Ruth Landes, National
Anthropological Archives, Smithsonian
Insitution

Ken Rahaim, Smithsonian Institution

** Emest L. Spybuck (Absentee
Shawnee, 1883-1949), Procession
before War Dance, ca. 1910. Watercolor
on paperboard, 42.2 x 63.9 cm.
Oklahoma. Photo by David Heald.
2/5735

Job Identifier

Instructions or unit id for a job

MSC07-04608

Headline

Convening Great Lakes Culture Keepers: A Regional Institute for Tribal Librarians, Archivists, and Museum Curators ,

(Formally called Caption) A descriptive
title or a caption.

Dr. J.E. Tallmage

April 26-29, 2015 at the Mille Lacs Indian Museum and Trading Post




Locating metadata content

800 Fourth of July, 1890

#H  Open Text Media Manager Uplink — Hightail Microsoft E.. Web Access  SIRIS — Smit.._tion System  Collections S... Institution Apple ¥ Amazon News ¥ PRISM: Smith. .ian Intranet
Fourth of July, 1890

7702 | Search Images | About
Keyword | Browse | Finding Aids | Combined | Browse Images | Search History | All Catalogs

General K rd - Iy 7 o
eneral Keywor: naams 3718 Refine Search

> You are only searching: Archives, Manuscripts and Photographs

[ oo smosonan soeees [
Add to my list

Who eise has...
Creator: Pico, Juan Estevan Chumash

Pico, Juan Estevan Chumash
érm; Fourth of July, 1890
Chumash

Phy. Description: 20 pages

Click to view image set:

Indians of North America
Chumash Indians
Language and languages — Documentation

Additional forms: Micro Reel 7; also separate 35 mm negative strip.
Summary: Letter in Spanish lo HW. Henshaw, San Buenaventura, Calfornia, April 21, 1891, wrilten in parallel columns in the San Buenaventura (Venlureno

Chumash) language and in Spanish. Typed English Translation, 19 pages.
Language Note: Spanish and San Buenaventura in paraliel columns.
Cite as: Manuscript 3718, National Anthropological Archives, Smithsonian Institution
Publication: Published by Heizer, University of Caifornia Anthropology Records, 15:2, 1955, pages 187-193.
Culture: Chumash Venturefio

rth America — California
h Indians

Language and - D

y Loc: National Anthropological Archives, Smithsonian Museum Support Center, Suitiand, Maryland
a Local Number: NAA MS 3718
Co-Creator: Henshaw, Henry
Item Information

Call No.

Repository

National Anthropological Archives NAA MS 3718 Add Copy to MyList

Format: ® HTML () Plain text () Delimited

Subject: Fourth of July, 1890
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Creating a metadata template

Open a file from the folder you're working on, and
go to File>File Info in Photoshop. Using the
EMDAWG guidelines, the following fields are
populated:

Document Title: The number of the manuscript
(from the Local Number field in SIRIS).

Author: National Anthropological Archives
(EMDAWG - Creator)

Description: The fitle of the manuscript, also from
the SIRIS record.

Keywords: The creator of the manuscript; a co-
creator (if one exists); MS and its number; the
culture the manuscript pertains to; and the subject-
topical phrases. These all come from the SIRIS
record

Copyright Status: UNKNOWN. It is extremely
important that the copyright status says UNKNOWN.
Copyright Noftice: “The Smithsonian continues to
research information on its collections. Contact
Smithsonian for current status.” This is the same for
all material.

In the IPTC tab, make sure the Source field is
populated. It should say, “NAA-Nail.
Anthropological Archives, Smithsonian Institution.”

{ xmp

AN 3718_a_Olv.tif

Description IPTC IPTC Extension Camera Data GPS Data Video Data

Document Title: NAA MS 3718
Author: National Anthropological Archives
Author Title:

Description: Fourth of July, 1890

Rating: ¢ W W W W
Description Writer:

Keywords: Juan Estevan Chumash Pico; Henry Wetherbee Henshaw; MS 3718; Chumash Venturefio; Chumash
Indians; Language and languages; Documentation

(i) Semicolons or commas can be used to separate multiple values

Copyright Status: | Unknown v

Copyright Notice: The Smithsonian continues to research information on its collections. Contact Smithsonian for
current status.

Copyright Info URL: Go To URL...

Created: 4/10/2013 - 1:44 PM Application: Adobe Photoshop CS6 (Macintosh)

Modified: 4/30/2013 - 3:08 PM Format: image/tiff

Preferences 3718 | v Cancel 1
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Exporting Metadata

Once you have created the
metadata template, you will want
to Save (or Export) it for later use.
In the metadata window, click
Export. A new Save window wiill
pop up, and it will automatically fill
in the flename of the file currently

open.

You may leave it as such, or make it
shorter and simpler, like just using
the number of the manuscript for
which the metadata applies.

Click save. You have created a
metadata template that can be
used on a collection of images as
needed.

Convening Great Lakes Culture Keepers: A Regional Institute for Tribal Librarians, Archivists, and Museum Curators ,

Smithsonian Insti

h information on

Import...
Export...

Show Templates Folder

2003-10

2149

24_spc

2566b

3718

cowtta dnian for
drucker

fileprint
harrington photos
hrdlicka

mabher slides

rbs

"
Preferences J 3718 |~ Cancel H OK

Export

Save As:  harrington_12 2_f4.xmp

Where: | [ ] Metadata Templates
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8.0 6 (] Harrington_mf2_r73 - Adobe Bridge
€> - % € Sl 5 B L ssomas rosre e~ | S =
Bl Computer > NAA-2013-06 > Ml Harrington_mf2 > [l Harrington_mf2_r71-80 ) {l Harrington_mf2_r73 ) EH~ | &~ Sort by Filename ~ A | G~ @

"FAVORITES | .DERS ["CONTENT |

- Computer

ﬂ naa_interns
ﬁ! Desktop
m Documents
m Pictures

PWETADATAY KEYWORDS
Harrington_mf2_r73_0001.tif Harrington_mf2_r73_0002.tif
TAETERY £CTiONS || ~=
~ Keywords
No Keywords 789
Orientation
Aspect Ratio
‘Camera Raw

PAPERS OF

JOHN PEABODY HARRINGTON

Harrington_mf2_r73_0003.tif Harrington_mf2_r73_0004.tif

P

(", 789 items (774 preview extractions)

4

E m b e d d i n g M e.l. q d q .l. q (. 789 items, 789 selected - 13.79 GB (160 preview extractions)

Metadata can be embedded more quickly embedded using Adobe Bridge

Open the files in Adobe Bridge. The files may take several minutes to load and go through
the preview extraction.

Once all the files have loaded, select all files (command + A) then go to Tools > "Replace
Metadata”
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Embedding Metadata

Select the corresponding metadata
template. Embedding will begin
automatically and may take a few
moments to complete. Once completed,
bridge will automatically save the
metadata.

On the lower right hand side, confirm that
the metadata has been embedded.
Confirm that metadata has been
embedded by opening the files in Adobe

Photoshop and checking the “File Info.”

CS6__File Edit_View Stacks Label [RUUIN Window _Help

€ ©

™ 789 items, 789 selected - 13.79 GB (Writing Metadata To "Harrington_mf2_r73_0404.tif")

METADATA"| KEYWORDS

Description

0448-0627
Rehearing of
Johnson's San
Francisco Vocabulary;
0628-0733
Rehearing of
Henshaw's Santa
Clara Vocabulary;
0733-0809
Rehearing of
Mengarini's Santa
Clara Vocabulary;
0901-0903
Rehearing of Duflot
de Mofras' Recording
of the Lord's Prayer
in Santa Clara; Reel
69: 0001-0116
Rehearing of
Comelias’ Santa Cruz
Vocabulary;
0117-0338
Rehearing of Pinart's
Santa Cruz
Vocabulary;
0338-0584
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Metadata - Conclusions

 Metadata is already
an integral part of
Collections
Management

Embedding and

Utilizing Metadata will ETADAT

increase accessibility,
usabillity,
discoverabillity,
organizatfion,
alleviate rights and
restrictions issues
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Quality Control and Post-
Processing

How much Is too much<¢ How
much is enough?
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What is Quality Control?

» Series of processes done after
digitization to ensure you are meeting
your predetermined standards and
benchmarks, while maintaining

accuracy, quality, and consistency.
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' Quality Control Checklist

Kenney, Anne R. and Oya Y. Reiger. “Establishing a Quality Control Program,” Chapter 4, pp.61-73. (2000).
Moving Theory into Practice: Digital Imaging for Libraries and Archives. Mountain View, CA: Research

Prerequisites for QC

Libraries Group.

Setting up your QC

Program Assessing Image Quality

e |[dentify products and
goals
* Agree on Standards

e Determine a Reference
Point

e Understand the
Limitations of Current
Knowledge, Practice and
Technology

e |[dentify Scope e Evaluate:
e Determine Methods *Resolution
* Evaluate System *Color and Tone
Performance e Overall appearance
» Codify Inspection
Procedures
e Control QC Environment
* Hardware configuration
*Image-display software
e Monitor setup
* Color quality control
* Color management
*Viewing conditions
*Human characteristics
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Photoshop - Actions

+ Post-processing NESERIERIRI o 17 o
ke conversion (] 6-bit dropdown arrow. Click “New Action.”
to 8-bit), rotation,
embedding metadata,
curve adjustments can
be performed In batch

actions in Photoshop.

Actions

v s Default Actions Button Mode

p Vignette (selection)

New Action...

[ m m S

p Frame Channel - 50 pixel
p Wood Frame - 50 pixel

p Cast Shadow (type)

p Water Reflection (type)

p Custom RGB to Grayscale
» Molten Lead

[

p Make Clip Path (selection)
p Sepia Toning (layer)
p Quadrant Colors

]

p Save as Photoshop PDF

His
v
v
v
v
v
v
v B
v
v
v
v
v
v

p Gradient Map
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Creating an Action

Naming the Action

. A new naming window will pop up. Create a
simple, explanatory name for the action, such
as “8 bit and CCW rotate.”

Click “record.” Photoshop will record all of the
steps you complete and save them as a single
action that can be applied to an entire folder
of images for faster, more efficient processing.

soccwoms |
Set: | Default Actions W ] € Cancel )
Function Key: | None |4 ] Shift
) -

Color: | (%! None =

Name: \8 bit CCW rotate

Command

Running the Action

« Go to File > Open and open the
first image in the folder you are
processing.

Go to Image>Mode->8 Bits/
Channel

: s Once you have
it JWLUFTN Layer Type Select Filter 30 _View Windof
Wode > BT converted the

neore image to 8 Bits/
Channel, you
may notice that
Photoshop will
reflect that in

L fbinie. the tab where
o ase- the filename of
Calculations... ¢ o ‘I'he imoge is
(RGB/8*
indicates this):

Adjustments

dexed Colo
Auto Tone 0#L  RGB Color
Auto Contrast (3L CMYK Color
Auto Color Rig:3:] Lab Color

Multichannel
Image Size... X8l

Canvas Size... X#C 8 Bits/Channel
Image:Rotation > v 16 Bits/Channel

&5 32 Bits/Channel
Trim...

Analysis

moae: wNormai 1ype: FTOXImity m:

x harrington_122_f4_g_01.tif @ 16.7% (RGB/8*)
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‘ Complefing an Action

Saving the Changes Stopping the Action

« Go to File 2 Save. Once the dropdown « After you have completed all the steps
menu has disappeared, go to File 2> for the action, you will have to stop
Close. If you get the following popup recording the action. Click the “stop
window, just click Ok. pbutton,” the small square at the bottom

of the Action menu.

Adobe Photoshop v Close

The document = B S
“harrington_122_f4_g_03.tif" will be

closed after saving has completed. et

__| Don't show again
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Running an Action

Playing the Action

Now that you have created the Action,
you can “play” it so the steps are
applied to the entire folder of images.
Go to File > Automate—> Baich

Automate
Scripts PDF Presentation...
Create Droplet...

Crop and Straighten Photos

Contact Sheet Il...

Lens Cdrrection...
Merge to HDR Pro...
Photomerge...

Setting the Action

A new window called “Batch” will pop
up. In the “Play” section select the
action you have just created. In the
“Source” section click on Choose;
locate the folder containing the files you
want to run the batch action on; select
it. In the Destination section (where the
files will end up), do the same as the
step before. The window should look like
this:
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Play

Set: | Default Actions s
Action: | 8 bit CCW rotate b$

Source: | Folder &5

( 2 { . 3 £ 5 .
( Choose... | G-RAID:BOL:harrington:122_f4:

LVJ Override Action “Open” Commands
"I Include All Subfolders

[ Suppress File Open Options Dialogs
@Suppress Color Profile Warnings

Destination: | Folder I

[ Choose... | G-RAID:BOL:harrington:122_f4:

VZ‘ Override Action “Save As” Commands
File Naming

Example: MyFile.gif

Document Name @ + |extension
B

Starting Serial #: |1

Compatibility: ™ Windows v/ Mac 05[] Unix

Errors: | Stop for Errors |5 ]

Save As...

Completing an Action

« Click “Ok.” The batching will automatically begin and run through
the files contained within the folder, which will fake anywhere from a
few seconds to a few minutes, depending on the amount and size of
the files.
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De-skew images as needed

Canvas Size... X#8C

Image Rotation 180°

Crop 90° CW ,

Trim... 90° CCW [ . — -

‘ Rotate Canvas

Duplicate... Flip Canvas Horizontal
Apply Image... Flip Canvas Vertical

Calculations... [ ——— [ Angle: 0.4

N\ .
4 v

/ 4
o) A FA

( o o
} . -
e B
\ . L2 (
S - o o

Analysis
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‘ Cropping Images
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' Cropping Images

Once you have

cropped the first image,

go to Image—->Image R ———
Size and note the pixel 4 N
dimensions. You will [ —— ,,, ]
want 1o make a note Of  Eieme—Grn

them so you can sef the Width: 7227 | (inches 1)
crop area to these Height 10407 | [inches 18]
oroportions so all the | | Recolutorslo0 | [Puciefoch 1
images in a given | B soves

1 @ Constrain Proportions

CO”eCTion Wi” be The ™ Resample Image:
same size. e —

o
Y
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' Cropping Images

Instead of cropping it “freehand” you will set the crop
area based on the pixel information from the previous
Image.

5 cnm c

When you go to crop the image, you will notice that the crop area is
constrained to the proportions you've set. Move the crop area around so
it fits snugly around the image, while still leaving some background. Once
you have cropped it to the correct size, hit enter. The image will be
cropped. Click File>Save and File>Close.
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Inspection of 10% of images at 100%
magnification

- y Spot Healing Brush Tool
f Healing Brush Tool

- -
‘N Content-Aware Move Tool

]
J
ﬁ Patch Tool J
]
+O Red Eye Tool J

_._’_&l d\’h_.;au._
B Doc: 1.73M/1.73M b
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' Digital Image conformance Evaluation (DICE).
File Tools Help

Start I Image Setup | Tonescale | Color I Resolution l Noise I Summary |

DICE

Digital Image Conformance Evaluation )
Version4.2.1

D

Choose Target Type Choose Test Profile

{ No_fail
Select Image

Select multiple images
in Automatic Mode

Start Image Analysis

Display Profile Info |

Advanced Profile Functions: Production Mode:

Create or Edit Profile | @ Manual Automatic
Manage Profles Automatic mode uses a
region specified in the

Setas Defaok profile to locate the

target in the test image

Advanced Quality Control

DICE (Digital Image Conformance Evaluation)
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File Tools Help

500DPL_4_21_15_fest_target tif
Start Image Setup ITtmeS::aie Color | Resolution | Woise | Summary

L

Use with "Shift" to Zoom Out Rk
Adjustment Tool | &M

PanTool | (]
Rectangle Selection Tool

Magnify Off

ROl Adjustments

| Horizontal Adjust
o Vertical Adjust

e S

o H 0 Color ROI Diameter
Ao SFR ROl Height

£ SFR ROI Width
i" 0 Angle Adjust

Crop
ST
Run M ‘ ! Reset
<
Use the "Adjustment Tool” or enter values to adjust Regions of Interest. Then 33324806 0.15X 32-bit RGB image 113 111,111 (0,0)
Select "Run” to analyze the image.

Advanced Quality Control

DICE (Digital Image Conformance Evaluation)
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Advanced Quality Control: GoldenTouch Auto-Cropping
Software

Parameters
arcadia\in _process\leach' leach addin] _trobr fand mat\source'
ar n1_trobr fand_mat\examples

Source Directory T:\arcadia\in_process\Ieach\Ieach_addlnl_lrobriand_me ¥ n e ; : » chleac Tardnar (e
| v . A ) ach_adatni_ And_matbai

" - gamma acded To name

Result Directory | T:\arcadia\in_process\Ieach\Ieach_addtnl_lrobriand_me JPG v g o X r1gin %
Create i LUT, gamma etc X
. riles : 0
led 16t depth input, processing and output: O - no, 1 - yes
]

£nab’

B o L] s : : y
Failure Directory | T.\arcadla in_processhleachleach_addtnl_trobriand_m: b1 bazch R I ¥ 26 e S
P »F\]( 2 T:\arcadia\in process’leach\leach addin]_trobr fand_mat'\bad\defaultparans, txt
CoRYe par
na

Calibration Mode - Calibration Object Type
' Perlmage 9"  Perbatch

G [o .
amma IV Match Green  Perlmage 18 :
; " No Target stctes 111
Gsit I " PerImage 4.5" e i
O arget Ty bject 5 9 inch, objects - cbject-level 18 inch, Objectd - object-level 4.5 inch, Device
O o
PP e ch targer 1n
pigne Target posit
Load Densities I I 16 Bit Input otton Tar g on &
™ -
G ek " 16 input / 8 output
Load Intensities %
" 16 input / 16 output

Target Position Crop Output T T
v Tep |v Remove Target SCKIDSCKIOUrY
[V Right " White Background

[V Crop Background Thieshold 200

- device-level, none = no cbject

Left v
[V Bottom

Load Params | Save Params | I
OK Start Batch I Cancel |
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Advanced Quality Control: GoldenTouch
Auto-Cropping Software
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Advanced Quality Control: GoldenTouch
Auto-Cropping Software
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' Quality Control Checklist

Kenney, Anne R. and Oya Y. Reiger. “Establishing a Quality Control Program,” Chapter 4, pp.61-73. (2000).
Moving Theory into Practice: Digital Imaging for Libraries and Archives. Mountain View, CA: Research

Prerequisites for QC

Libraries Group.

Setting up your QC

Program Assessing Image Quality

e |[dentify products and
goals
* Agree on Standards

e Determine a Reference
Point

e Understand the
Limitations of Current
Knowledge, Practice and
Technology

e |[dentify Scope e Evaluate:
e Determine Methods *Resolution
* Evaluate System *Color and Tone
Performance e Overall appearance
» Codify Inspection
Procedures
e Control QC Environment
* Hardware configuration
*Image-display software
e Monitor setup
* Color quality control
* Color management
*Viewing conditions
*Human characteristics
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DigitalAssetManagement 7 St()rage !

OPEN TEXT ?

Log in to Media Manager

_User name
| |

Fassword

OPENTEXT

Media Management™

O Remember me

Forgot your password?

V 7.21.55
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Strength of Storage

. WhOT S your HOT FOLDER IMPORT SUMMARY
STOI’CIge needSZ Total files to import : 1114

Number of files imported : 1114
Number of files not imported: 0

— Throughput Number of warnings : 0
« What are your

storage capabilitiese

_ St e

— Budget
« Whatis the level of IT

supporte

— Infrastructure
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STORAGE WARNING

TAL FILES NEED TO BE BACKED UP IN
TIPLE LOCATIONS

TAL FILES NEED TO BE MIGRATED
TAL FILES NEED SPACE TO LIVE

ulture Keepers: A Reg'ona/ Institute for Triba L ibrarians, Archivists, and Museum Cur.
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Storage Options

Good, Better [— Best

Cloud-based Storage « Trusted Digital
Network Attached Repositories

Storage (NAS) « Digital Asset

Locally managed Management Systems
servers — Desktop

Local external storage i croup
— RAID Hard Drives — Enferprise
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Backup /
Restore

Time
Machine

Windows
Backup

Local Storage

Requires constant maintenance and upgrading
Hard drives failll
Migration and offsite backup
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Cloud Storage

* |nstifutional
— DuraCloud
— Chronopolis | ,r\r\‘\,.,N

— Digital Preservation DU RAC LOUD

Network
Commercial

— Amazon np N

- Mozy THE DIGITAL PRESERVATION NETWORK
— Google Drive

— ICloud
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DSpace

* Free, open-source
software to build . DSpace

Open Source "turn-key" institutional repository application
Brought to you by: aschweer, benbosman, bluyten, bollini, and 19 others

L] L[]
open digital o .
Summary  Files Reviews Support Mailing Lists  External Link «
() (]
reposifories

¥ 952 Downloads
5] Last Update: 2015-03-16

W Tweet 3 g+ a ,?,'/ U ‘_‘ Q Browse All Files

Like

space-5.1-src-release. 2if

Description

Open Source Digital Asset Management system that enables services for access, provision, stewardship
and re-use of digital assets with a focus on educational and research materials

DSpace Web Site @'>

W Follow @dspacetweets

Categories License
Archiving, Digital preservation, Research BSD License
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Trusted Digital Repositories

“A trusted digital reposifory is one whose mission is fo
provide reliable, long-term access to managed digital
resources fo ifs designafed community, now and in the

fufure.” (Trusted Digital Repositories: Attributes and Responsibilities
An RLG-OCLC Report)

 Digital Preservation Codadlifion
« HathiTrust (libraries)

@ans)] HATHI
TRUST
Digital Library
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DAM useful

“Instituting digital asset management (DAM) in cultural
heritage Instifutions tends to be a major IT initiafive. What
is offen overlooked is that DAM in isolation merely
provides a resource intensive organizational fool for
digital assets within the institution. The more important
aspects of a DAM implementation are the workflow
processes and procedures that are integrated into the

application, the links the application makes infernally

and externally to other institutional systems, and
ultimately how the Implemem‘cmon changes and

enhances the institution’s business processes

surrounding the use of digital assets.”

— Howard Goldstein (Center for Digital Imaging, Inc.) and Rob Hendriks (The
Rijksmuseum, Amsterdam)
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DAMS workflow -1

B. Upload digital assets to the DAMS through the Hot Folder.

1. Sign into the Hot Folder [Go = Connect to Server]. You will see the following
folder structure:

MASTER

, 1.6

(] MASTER

(] METADATA
ready.txt
L SUB_SUBFILES

b —

Wl SUBFILES

2. You will drag files directly into the Hotfolders. Where you copy the files will
depend on what you have:
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DAMS workflow - 2

NEGATIVES:
XX_neg folder-> MASTER
XX_post folder-> SUBFILES
XX_crop folder-> SUB-SUBFILES
XX_jpg folder-> do not ingest
FILES WITH CROPS AND VERSOS
XX.tif file -> MASTER
XX_crops folder and/ or Versos -> SUBFILES

XX Verso Crops (if they have been
renamed) -> SUB-SUBFILES

FILES WITH CROPS AND VERSOS [Alternative,
usually Photo Lots]

XX tif file (recto) -> MASTER
XX tif file (verso) -> MASTER
XX crop (recto) -> SUBFILE
XX crop (verso) -> SUBFILE
FILES WITH CROPS AND NO VERSOS
XX tif file -> MASTER
XX_crops folder -> SUBFILES
FILES WITH VERSOS AND NO CROPS
XX tif file -> MASTER
XX Verso Crops -> SUBFILES
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DAMS workflow - 3

° C O n ﬁrm in g eS'I' akd f{!iﬁ?;l;;?;:;lgizlmpon - Report for Metadata Profile
« Track ingest

A Home ‘ Layout Tables | Charts | SmartArt | Formulas Data j Review

Edit Font Alignment Number Format
< Il/ Fill ~ ' |Verdana |v/10 |v| As|lA~ Wrap Text » | General Normal Bad
p) N ~ | & ~ & v 9% .0 | nE
paste  ( Clear ,B 1 U S I A Merge LS 70| 3 || Yoo B = Insert  Delete Format = Themes
Azlo a & T -

‘ when exporting, export PDFs for ¢

89+46+17+12+5+7 folder, but create image viewer of

134/ MS 4365-d 8/19/14 IN +2+147+6 PDFs text ENTIRE MS |

\ Link to 4800 [Drawings] folder ‘

135/ MS 4800 [23] 8/20/14 SV 36+1 PDF artwork > eventually |
| Link to 4800 [Drawings] folder

18+1 PDF artwork eventually ‘

Link to 4800 [Dr: gs] folder ‘

70+1 PDF artwork eventually |

Link to 4800 [Drawings] folder ‘

8/20/14 SV 9+1 PDF artwork > eventually |

8/27/14 IN 45+1 PDF Text |

8/27/14 IN 12+1 PDF Text |

8/27/14 IN 61+1 PDF Text |

8/27/14 IN 211+1 PDF Text

9/8/14 IN 108+1 PDF text

9/8/14 IN 8+1PDF text

9/8/14 IN 118+1 PDf text

9/8/14 IN 1+62+47+2 PDFs text

9/8/14 IN 98+1 PDF text

9/8/14 IN 69+1 PDF text

text
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DAMS workflow - 4

« Search and verity assets

OPENTEXT | MediaManagement” —Flle  Edit Tools

80 : mEm

Sidebar : Palette

Folders
» NMNH-O-Operations
» NMNH-PE-Public Engagement
¥ NMNH-R&C-Anthropology
» NMNH-R&C--Anth-Archaeology
¥ NMNH-R&C-Anth-Archives
» NMNH-R&C-Anth-Archives-HSFA
¥ NMNH-R&C-Anth-Archives-NAA
» NAA - General Purpose
¥ NAA-Artwork
»
» NAA-Artwork: Howard
» NAA-Artwork: Marquis
» NAA-Audio
» NAA-Audio-Harrington
» NAA-Audio
» NAA-BAE
» NAA-BAE Glass Negatives {Overall)

» NAA-BornDigital

Drag Folder Here

Help

| 2

: [ Set Folder: NAA-Artwork: Anonymous Plains

Walcome Nault, Jeanine | § (0) E® (0) 8 (3) | Logout

Advanced | Expert

7

BE (. D

Cal

Unique Assat Name: NMNH-08531400
Name: 08531400.4if

Date Imported: 011132012

Hot Folder tmport ID: Nault, Jeanins
S1 Holding Unit: NMNH-Nat! Museum Natural
Hiat

Othar Managing Unit:

Description:

Title:

Format Type: Imags

Image Origination Format:

Imported By: admin, DAM

_
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DAMS workflow - 5

« Apply DAMS level metadata

| y s = N o
OPENTEXT | Media Management” _Flle_ Edit  Tools Welcome Nault, Jeanine | § (0) E® (0) & (0) | Logout ||

Edit Properties : pl14_nm_129.tif

() All Fields (§) Preferred Fielkds 7

Type: Sl Core Image

~ Administrative

& Sl Holding Unit: NMINH-Nati Museur Natural Hist |

Sl Department: S| Department
NMNH-DoA-National Anthro Archives-33202X

Administrative Content Type: Administrative Content Type
- | sp 600

@ For Public Use:

Saveand Close || Close Without Saving || [ .5

* Apply DAMS security policies

{H f f ! ] N r ut onl th r 1 1 -DAMS u
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DAMS workflow - 6

 Create a Folder with Collection Name

and Number
s I

» NAA-BornDigital Folder Properties Security
» NAA-IDO Institute fur Deutsche Ostarbeit Name
» NAA-OPPS NEG [scan on demands] Type

» NAA-River Basin Surveys
Parent Wl Public Folders / @l Public Sets / Wl NMNH / Wl NMNH-Anthropology-Recovering Voices / Bl N Clear Browse
» NAA - General Purpose P ——

» NAA-Audio

» NAA-Artwork

» NAA-Photo Lot

» NAA-MS

» NAA-Video

» NAA-Papers

» NAA-Harrington

» NAA-Natural History Specimens (Harrington)
» NAA-BAE Glass Negatives (Overall)

» NAA-BAE

» NAA-USAMM
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Storage Conclusions

« Data needs 1o be backed up In
multiple locations, migrated, and takes

up space

» Decide which storage and/or digital
asset management system is right for
yOU

— infrastructure, support, staff, fime, money
and NEEDS
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'All About Access

PLAN YOUR VISIT EXHIBITIONS EVENTS COLLECTIONS EXPLORE + LEARN RESEARCH SUPPORT F|S CONNECT

Home > Collections > Open F|S

Open F|S

iz
= 4 :
‘/ 7/ //
7

/

7 AL S >
search + download + create I-_F-E

Welcome to Phase 1 of Open F|S, the complete digitized collections of the Freer and Sackler Galleries and the Freer Study Collection. With more than 40,000 works
being made available for high-resolution download—expanding regularly with our new acquisitions—you can explore the Smithsonian's museums of Asian art from
anywhere in the world, whenever you like. Images can be used for all non-commercial purposes, from desktop wallpapers to artistic gifts for family and friends. Send
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' Allowing Access

Why? How?
Mission driven « Who are your userse

Reach newer, bigger  How will they access
audiences collections?e

Expectation of public How will you provide
Feasibility access?
Relevance Open access, freely

Goodwill relationship with available? Or fee for

source communities sgrvicee y
Reduce handling * Rights and Restrictions

increase access fo fragile * Copyright issues
collections « Staff, budget, time
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Open Access

Gemry360 | Blog | ConnectwihUs | Shop

The Getty

WhoWoAm  Histry Govemance Opportunitios = Press Room | Contact Us

Len
DigitaVaticana

which the Getty holds the rights or that are in the public domain to be used
for any purpose. No permission is required.

The Getty makes available, without charge, all available digital images to AB\,

UTUS THE P THE MANUSCRIPTS SUPPORT LS PARINERS ~~ EVENTS

: Nasen 2o
;c‘ : ; e

" A TREASURE WORTH DEFENDING, A
=z HERITAGE WORTH DISSEMINATING

The digitization of the Vatican Library Manuscripts

VERBA VOLANT, SCRIPTA MANENT, DIGITA SUNT.

Converting 40 million pages into more than 45 quadrillion bytes
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Increasing Access

« Digital access to various collections
— Manuscript and Microfilm
— Photographs
— Sound Recordings
— Botanical specimens
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Increasing Access — Harrington web

e

Natural History Specimans by Specific Culture \ niium;.mnrmCln
N\ Siermu Miwok

Chumash Natural History Specimens Salinan Natural History Specimens
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¥*

Increasing Access - transcription.si.edu

¥ Smithsonian

SMITHSONIAN DIGITAL VOLUNTEERS: TRANSCRIPTION CENTER

K oo . Mo, afai. /7«««/()@(( w./k
ALL PROJECTS ‘c/lut tp /‘MI%« oid QJU(_() “&7“\
1/3 4“4:7 /L*9 / h il ik .
ot b chik VLol oo bity o
ONtirs ‘L L\_mg 4%‘%- < 1‘4 ) ;‘4
Wiv oo pe0 12K LZ/EA S 67_’”’ ;:c 4’
7 fie U«”M ceer. {”rz«r’ 2w gpe «led
14"44-1 k{YM 178 S N i
#\0 a% /m«eﬁ( }‘ . &Qg

JOIN US! BROWSE PROJECTS HOME > PROJECTS > NATIONAL
Select a category below to begin browsing v' EWING PAGE
. 2 projects.

Become a Smithsonian Digital Volunteer

and unlock our stories as you transcribe
our collections.

LOGICAL ARCHIVES > COPIES BY SWAN
LEARN HOW TO TRANSCRIBE

S BY HAIDA INDIANS OF MYTHOLO

Select a Category

feedback
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Increasing Access - Arcadia project

Archives, Manuscripts, Photographs Catalog
Sathsoran hsttuion Resessch Inrmation Syites: (SRS)

Freely available, downloadable PDFs of 20,000 pages of endangered
language manuscript material and 15,000 pages of associated text
related to sound recordings

Online mp3’s of 3500 sound recordings
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¥
How to create access - derivatives

l ZIM Edit Image Layer Type Select Filter 3D View Windo
New... L
Open... Adot
Browse in Bridge...
Browse in Mini Bridge...
Open as Smart Object... c.png @ 100% (RGB/B*)  x 40_az_montezum
Open Recent

Ktraighten View:  Rule of Thirds 3 # v Del

Close
Close All
Close and Go to Bridge...

Save As...
Check In..
Save for Web...

s Go to File > Automate >

= Fit Image

Import
Export

Automate Batch...
Scripts PDF Presentation...
Create Droplet...
File Info...
Crop and Straighten Photos
Print...
Print One Copy Contact Sheet II...

Conditional Mode Change...
Fit Image...

Lens Correction...

Merge to HDR Pro...
Photomerge...
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How to create access - derivatives

A window will pop up — enter the
follow dimensions into the

appropriate boxes - click OK e e
| Fitimage | |
— Pixel Dimensions: 7.47M [ —

Constrain Within ————— “ Width: 1699 pixels

Width: (2048 pixels -
Cancel

Height: |1536 pixels

Cancel |

Height: 1536 pixels

| Auto...
R Document Size:

[]Don’t Enlarge
Width: |23.597 ' | Inches

Height: ?21.333 | | Inches

Go to Image > Image Size. An Resolution: [72
Image Size window will pop up. =

v/ Constrain Proportions

[ | Resample Image:

\ Wﬁixeisﬂncﬁ

Bicubic Automatic

In the resolution field, enter 72. Make
sure pixels/inch is selected. Make
sure box for “Resample Image” is
unchecked. Click ok.
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How to create access - derivatives

JALCH 30 View Window Help M1 9

\7 Cancel |

Convert for Smart Filters

Filter Gallery... ErRe T SR s

Adaptive Wide Angle... AT S P Tt . > (™ Preview
Lens Correction... P a2 i . s

Liquify...

Oil Paint...

Vanishing Point...

Blur
Distort
Noise
Pixelate
Render
Sharpen
Stylize
Video
Other

Sharpen
Sharpen Edges
Sharpen More
Smart Sharpen...
Unsharp Mask...

VVYVYR AVVYVYYVYY

~
o

)

Digimarc Threshold: {0 | levels

Browse Filters Online... e D -

Go to Filter > Sharpen > In the Unsharp Mask
Unsharp Mask window enter the above in
each field. Click Ok.
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How to create access - derivatives

_J E— In the JPEG options window, make
- sure the options are:
(<[> (2= ] m | = v | [Eipgs +) .
P DJPQS ‘1?7HZJY‘.OHIEZJ!WT?\733041397V QUO“Ty: 8

FAVORITES
ples » [ lights 58_music_sht_x046.jpg

# Auplications “15-14.pdf | (@ tifs i;OG_QZ_xOl.Jug Bosellne S'I'Ondgrd

s lasliady § .-28-14.pdf 4800_gen_c...ris_x011.jpg

@ o;;u;l'ens 5 ¥ 4800_gen_c...rn_x107.j; . .
B ‘ sl Click Ok. Close window.

€) Downloads

B Movies
| JPEG Options

JJ Music
@) Pictures

SHARED URRE
viailc

Format: | JPEG i
Save: [_]As a Copy Notes r lmage OptionS -
Alpha Channels Spot Colors T - -
Layers _ Quality: |8 | High - :
Use Proof Setup: Working CMYK L @ PrQVlew
(M Embed Color Profile: Adobe RGB (1998)
small file large file
€ ~ ~ 432.9K

| New Folder |

Format Options

y (¢) Baseline (“Standard”)
Go to File > Save As. In the Save As N o
. Baseline Optimized

window, make sure the format is Obiacreniics
“ipg.” and the box for “Embed e
Color Profile” is checked. Click ik
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How to create access - derivatives

™
%‘ } Smithsonian Institution

You may want to create a Word
file of the designated PDF Cover
Sheets. There are both generic
cover sheets and project or
material specific cover sheets.

HP Laserjet 2100 TN

Standard

National Museum of Natural History

Department of Anthropology
National Anthropological Archives

NAA Ms 2707, folder 1
Arapaho ethnological and linguistic notes collected by
Truman Michelson, 1910
National Anthropological Archives, Smithsonian Institution

Please cite the material in the following format: ™
"NAA MS [Manuscript Number], National Anthropological Archives, Smithsonian Institution” { ’1 Smithsonian Institution
“ nal Museum of Natural History

Fore
“NAA MS 2108, National Anthropological Archive, Smithsonian Institution”

The Smithsonian continues to research information oa its collections. Contact
Smithsontan for currest ststes.

Prosse clverve fo kolwry rubes for fim sharrg, wheh are rimdded 0 b protect o

ay
sourve of and
e NAA Rrow whare material 15 deposted 50 hat we can gude Communty members 1o £

Cuessons® naady o0y
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How to create access - derivatives

Combining Files and Cover Sheet into Or you may choose File>Create
PDF file. PDF/or Combine>Merge/
Open Adobe Acrobat Professional. Combine Files into a Single PDF

fCH Edit View Document Comments Forms Tools Ad
D O O Open...
i Organizer
& Open Recent File
Create PDF Portfolio

Modify PDF Portfolio
Open a Recent File Select a Task F Create PDF

Adobe’ Acrobat XI Pro

[ From File...

Combine From Screen Capture
From Window Capture
From Selection Capture

3 From Scanner...

&, From Web Page...

) 4558_diary_darwing_sept-nov_188...

] nault_invoice_JND022_apr.pdf Collaborate
] SNMNH-MSC-E13042321030.pdf
ﬂ Installation Instructions.pdf

o f@ Combine Files into PDF
] Lozano_NAA_project_report.pdf Y

% Open...

4 From Blank Page {
Assemble PDF Portfolio... \

B % Merge Files into a Single PDF...

= Batch Create Multiple Files... \
Edit PDF Files %D & p

@ Use new tools to easily edit text and
graphics in PDF documents.
Learn How

(7 2011-08-03
(1] 2011-08-04
(] 2011-08-05
4 fallinterns (] 2011-08-09
Desktop {_: 4307

T SR e o rw g o LA

<4
e
A A A A A di A A A dia

A Start Menu may pop up. You may
choose “Combine Files into PDF"
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How to create access - derivatives

. Combine Files

@® single PDF () PDF Portfolio

Page Range Size Modified Warnings/Errors

7)1 1669_PDF_C...eet(front).pdf All Pages 87.08 KB 5/15...4 PM
R 1669 front_cover.tif q

[% 1669_01.tif All Pages 67.33 MB
[% 1669_02.tif All Pages 67.33 MB
[% 1669_03.tif All Pages 67.33 MB
[% 1669_04.tif All Pages 67.33 MB
Eﬂ 1669_05.tif All Pages 67.33 MB
[% 1669_06.tif All Pages 67.33 MB
[% 1669_07.tif All Pages 67.33 MB
[¥ 1669_08.tif All Pages 67.33 MB
E 1669_09.tif All Pages 67.33 MB
[% 1669_10.tif All Pages 67.33 MB
% 1669_11.tif All Pages 67.33 MB
E 1669_12.tif All Pages 67.33 MB
[% 1669_13.tif All Pages 67.33 MB
[% 1669_14.tif All Pages 67.33 MB
[% 1669_15.tif All Pages 67.33 MB
E} 1669_note.tif All Pages 25.27 MB
[% 1669_back_cover.tif All Pages 34.29 MB
75 1669_PDF_C...eet(back).pdf All Pages 61.09 KB

4 Move Up ”@ Move Down Che Pag File Size: ] B lJ

( Help ( Options ( Combine Files ) _Cancel )

i ——————— s ————
In the Combine Files window that opens select “Add Files” or drag files
and PDF cover sheets into the window. Make sure Single PDF is checked
and make sure the file size icon is on the middle setting. Add the
individual images to be combined, or a whole folder containing them all.
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How to create access - derivatives

QOO . Binder2.pdf
£l Create - ' BBee = ‘ SN W Customize ~
G/42‘®|-+|@ Tools  Sign | Comment

OO

Save As: | 1669.pdf

§":% Smithsonian InstitutioiW
@Y National Museum of Ni — =

DEVICES m [ 646-b
g : » ||| G 954
Department of Anthropology B NNt Ogencakiz al

LR 3 4 B B B &8 2

& [ 1041
National Anthropological Archives ? Bl

.| Daguerre : i 1827

’ (l2992-b
N N =)
__ KINGSTO GGZI8
SHARED
I/ EPSON WorkFor... 4
& epsonbc36fb

( save to Online Account... )
B —

(" New Folder )

Click Combine Files. Depending on the number of images, it may
take a few or several minutes to finish; you can watch the progress at
the bottom of the window. Once the PDF is created, it will appear in
a new window, starfing with the cover sheet. From here, go to
File>Save.
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How to create access - derivatives

Once the file has been
saved, go to
File>Properties. A
“Document Properties”
window will pop up

ml‘ih Edit View Document Comments Forms Tools Advanced Window Help
Open... PDE_Creation_and_Workflow.docx
Organizer

% 1 Open Recent File
3

Create PDF Portfolio
Y O Modify PDF Portfolio > per @) comboate » O secure + F sgn v (2] o « [y tinedia - P Comment -

* &1 Create PDF > g
4.

v n € &8 ¢ = = LE
4 Combine 1 17 k] 141%

. Collaborate >

~ SaveAs... CHS
Save as Certified Document...

_ Expot > :? Smithsonian Institution

‘ a1 National Museum of Natural History
Close BwW

Properties... Department of Anthropology
Page Setup... National Anthropological Archives
Print...

(If the metadata template has been
previously saved/exported, it will be
available in Acrobat.)

Custom  Advanced |

cal_0001.pdf
ton (1907-1959)

Subject:

Keywords: ens; Natural History Sample

Created: 10/31/12 9:44:32 AM
Modified: 2/5/13 11:36:06 AM
Application: Acrobat 9.0.0

Advanced

ucer:  Acrobat 9.0.0

Fast Web View:  Yes

atural History Specimens Associated Text Maf

Click "“Additional
Metadata”

Convening Great Lakes Culture Keepers: A Regional Institute for Tribal Librarians, Archivists, and Museum Curators ,
April 26-29, 2015 at the Mille Lacs Indian Museum and Trading Post




How to create access - derivatives

2011-33

2011-39
2012-14 ready.txt

. 948
Description Description 7 asch_19
Illustrator -4 bae -
Adobe Stock Photos Document Title: NAA_PDF_Cover_Sheet(front) beals_hicks_camp_haynes_map
i g awhor: allmerns 1 @bt
IPTC Content Author Title: efron_04
IPTC Status A, ekman
Camera Data 1 Desciptel garner_photo harrington'web
Camera Data 2 gibson_1
Categories gottschalk_letter
History Description Writer: | hansen egypt
DICOM Keywords: hans'en hamlet i
Advanced i . harr!ngton botanicals arrington. botan!
harrington sishots
harrington11
! Commas can be used to separate keywords harrington_botanical_text
harrington_neg
Copyright Status: [Unknown 18] harringtonphotographs harrington. botani
heizer process
Copyright Notice: hnai
holder
hrdlicka
Copyright Info URL: 11 hsfa932s
hsfa marshall cans
Go To URL... hsfa marshall frame grab
hsfa peabody
Created: 2/5/13 11:36:06 AM hsfa_film_collection
Modified: 2/5/13 11:36:06 AM isaac
Application: Acrobat 9.0.0 jackson

Format: application/pdf judd
karma hsfa

(——— kramer

: krantz
krieger
landes
lessa

arrington_digitiza

A File Info window will pop up (it will look similar to the one in
Photoshop). Click the arrow to the right of “Description.” A list of
metadata templates will appear. Choose the appropriate
template. The fields will populate. Click Ok. Save PDF before
closing.
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ANY QUESTIONS?!

THANK YOU!

naultj@si.edu
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