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Introductions
▪ Jeanine Nault

▫ naultj@si.edu  
▪ Lotus Norton-Wisla

▫ lotus.norton-wisla@wsu.edu
▪ Sustainable Heritage Network

▫ www.sustainableheritagenetwork.org
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AGENDA

▪ 9:15-9:30 Image Digitization Overview
▪ 9:30-10:30 Hands-on Scanning
▪ 10:30-11:30 Technical Specifications
▪ 11:30-12:00 Additional Scanning
▪ 12-1 Lunch
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AGENDA

▪ 1:00-2:30 Metadata and Editing Images
▪ 2:30-3:15 Project Planning and Activity 

Discussion
▪ 3:15-3:30 Break
▪ 3:30-4:00 File Management
▪ 4:00-4:30 Digital Preservation - Storage
▪ 4:30-5:00 Questions, Surveys, and Discussion
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Image Digitization 
Overview
Beginning Steps



HOW TO START DIGITIZING? 

▪ In house
▪ Collaboration
▪ Outsourcing
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SCANNERS

▪ Lots of options! Consider: 
▫ Results
▫ Resources available
▫ Format of materials
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$100-200
Lightweight, fewer 
options.

$1500-1700
Additional features, 
higher quality.

$2000-3000
All needed features, 
attachments, very high 
quality.
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Copy stand
Flexible, learning curve.

Large format
Oversize materials, 
expensive.

Slide scanner (example)
Special formats, not 
flexible.
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Hands-on 
Scanning
Activity



NEEDS FOR SCANNING

▪ Equipment: 
▫ Scanner
▫ Computer

▪ Software:
▫ Scanning software
▫ Editing software

▪ Storage18



HANDLING WHILE SCANNING

▪ Assess the physical condition of 
collections/items to be scanned

▪ Wipe down scanner with lint-free cloth
▪ Hold by edges, carefully place and 

remove from scanner
▪ Metadata
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ACTIVITY GOALS: SCANNING

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

Photo Color TIFF 600 DPI
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Technical Specifications 
and Scanning
Creating Quality Images



QUESTIONS TO CONSIDER

▪ What is being digitized?
▪ Where are the files going?
▪ Where will they be stored?
▪ Who will create them? 
▪ What guidelines will be followed?
▪ What are the technical specifications? 
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QUALITY IN IMAGE DIGITIZATION

▪ Standards
▪ Versioning
▪ File Types, File Size
▪ Resolution, Bit Depth, Color 

Profile
▪ Using Color Targets
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STANDARDS FOR IMAGES
▪ Why follow standards? 
▪ Standards - always changing/developing 
▪ Where can I find them? 
▪ FADGI

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

▪ Library of Congress Sustainable Formats
▫ http://www.digitalpreservation.gov/formats/intro/intro.shtml

▪ American Library Association
▫ http://www.ala.org/alcts/resources/preserv/minimum-digitization

-capture-recommendations 
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FILE FORMATS

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

DNG (RAW), JPEG 2000, PDF, PNG, GIF 
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FILE TYPES AND SIZES

▪ Recommended file types
▫ TIFF, JPEG

▪ File size
▫ Based on resolution and bit depth
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FILE COPIES: Master and Access

▪ Preservation Master
▪ Access Copy
▪ Web-ready derivative
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MATERIAL TYPES
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RESOLUTION

▪ Resolution: The number of pixels in each 
dimension that can be displayed - the 
density of pixels in the image. 

▪ PPI: pixels per inch (DPI = dots per inch) 
(300 ppi, 400 ppi, 600 ppi)

Preservation master: 400 - 600 ppi 
depending on format of the original
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Resolution Recommendations for 
Reflective Materials:

400 ppi
▪ Bound material (general, rare, 

special collections)
▪ Documents and Manuscripts
▪ Newspapers
▪ Oversize materials (maps, posters)

600 ppi
▪ Prints and Photographs

FINDING AN ITEM’S BEST RESOLUTION

Resolution Recommendations for 
Transmissive Materials:

2000 ppi
▪ Transparencies or negatives 

larger than 4”x5”
4000 ppi

▪ Transparencies: 35mm to 4”x5”
Negatives: 35mm to 4”x5”
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Reflective

35

Transmissive



INSERT EPSON SCREENSHOT



MAXIMIZING RESOLUTION
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BIT DEPTH

▪ Bit depth: the color information stored in an 
image. (The higher the bit depth, the more 
colors an image can store.) 
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▪ 2 bit: 2^1 = 4 values
▪ 8 bit: 2^8= 256 colors
▪ 24 bit: 2^24 = 16,000,000+ colors 
▪ 48 bit: 2^48 = 3,000,000,000 colors



INSERT EPSON SCREENSHOT







COLOR PROFILE AND TONE

Color Profile: How colors combine over 
channels  - each type of mode has a 
different number of channels. 

Adobe RGB (1998) or Adobe sRGB 

Tone: Range of values in an image from 
lightest to darkest. Each pixel has a value 
of 0 - 255.
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USING COLOR TARGETS
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TONAL RANGE
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Description and 
Metadata
Types and Tools



METADATA ACTIVITY

Goals: 
▪ Fill out metadata 

sheet
▪ Answer discussion 

questions
▪ Learn about each 

other's institutions 
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WHAT IS METADATA?

▪ WHO - created it, who its about 
(biographical info)

▪ WHAT - events and subjects
▪ WHEN - date (s), other context 
▪ WHERE - location / s
▪ HOW - what software, what 

technical specifications?
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TYPES OF METADATA

▪ Descriptive
▪ Structural
▪ Administrative
▪ Technical
▪ Preservation
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LEVELS OF METADATA

▪ collection level
▪ folder level
▪ item level
▪ good, better, best: depends on 

project
50



51

Documents Databases, etc.Spreadsheets











Image Editing
After Digitization



REASONS FOR EDITING SOFTWARE

▪ Edit images after scanning
▪ Convert between common file 

formats
▪ Examine images for QC
▪ If possible, find one piece of 

software that meets all your needs
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EDITING AND MANAGEMENT SOFTWARE

▪ Adobe Photoshop 
▪ Adobe Lightroom
▪ Adobe Bridge
▪ GIMP
▪ IrfanView
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photoshop



gimp



lightroom



COMMON EDITING STEPS

▪ Rotating
▪ Exporting different 

types of files
▪ Changing resolution
▪ Cropping
▪ Automated batch 

actions
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MORE COMMON EDITING STEPS

▪ Correcting errors
▪ Color correcting 
▪ Adding text
▪ Branding

▫ Watermarks
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Examples: Watermark, adding text
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Project Planning
Starting your own 
digitization projects



SHOULD WE DIGITIZE?

▪ Scope and timeline
▪ Outcomes and benefits
▪ Permissions and copyright
▪ Legal, cultural concerns
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CAN WE DIGITIZE?

▪ Equipment and software
▪ Physical Space
▪ Staff
▪ Digital storage needs
▪ Metadata
▪ Providing access
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ASSESSMENT - FACTORS

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

68



POLICIES AND DOCUMENTATION

▪ Digitization Purpose Statement
▪ Digitization Selection Criteria
▪ Digitization Policy
▪ Digitization Manual
▪ Digitization Project Workflows
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PROJECT MANAGEMENT TIPS

▪ Clear timeline
▪ Digitization Logs or Tracking 

Sheets
▪ Clear folder structure and file 

naming system
▪ Staff training
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PROJECT PLANNING AND WORKFLOW

▪ What are the goals of the 
project?

▪ What does a basic workflow 
look like?
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PROJECT TRACKING
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WHY PROVIDE ACCESS?

▪ Mission driven
▪ Reach newer, bigger audiences
▪ Expectation of your community
▪ Feasibility 
▪ Relevance
▪ Reduce handling, increase access to 

fragile collections
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HOW TO PROVIDE ACCESS

▪ Who are your users?
▪ How will they access collections?
▪ How will you provide access?
▪ Open access, freely available? Or fee for 

service?
▪ Rights and Restrictions
▪ Copyright issues
▪ Staff, budget, time
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Project Planning Discussion

In small groups:
▪ Share one success or strength of a project. 
▪ Share one challenge or fear. 

All together
▪ Share one of each with the group.
▪ Note similarities or differences. 
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File Management
Keeping Organized



FOLDER STRUCTURE

▪ Master files
▪ Access copies
▪ Publication 

copies
Etc.
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FILE NAMING

78



FILE NAMING EXAMPLES

▪ Prefix and suffix additions
▪ Examples of filename variations:

▫ “V” = verso, backside of image
▫ “x01” = numbering assigned during digitization
▫ “ntbk” = manuscript is or contains bound 

notebook
▫ “front_cover,” “back_cover,” “title_page”
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Digital Preservation: 
Storage
Saving your Work



DIGITAL FILES

▪ Donated, created
▫ Digitized, copies
▫ Recorded, captured

▪ Born digital records
▪ Work  with donors/others to accept best 

possible quality files
▪ Still require processing, management
▪ Inventory what you have

Storage of digital files 
82



DIGITAL PRESERVATION

▪ Long term storage and 
preservation of your digital files

▪ Runs through all of your digital 
projects
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DOCUMENT DIGITAL PRESERVATION

▪ Create a Digital Preservation Plan
▪ Can’t just “set it and forget it”
▪ Update, research, monitor
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TEAM EFFORT

▪ Find others to bring into the 
conversation

▪ Fit your needs into what already exists
▪ Maintain communication
▪ Balance responsibilities 
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DIGITAL STORAGE

▪ Storage space for content
▪ Integrate with IT
▪ What does your IT department 

already have set up?
▪ Consider types of storage
▪ Multiple layers
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“
The 3-2-1 Rule



3 Copies

1 Different Geographic 
Location

2 Types of Storage

90



▪ Preservation quality files
▪ Choose files for long term 

preservation
▪ Not in active use
▪ Access/derivative copies 

usually not a priority91

3 Copies 1 2

3



VERSIONS OF FILES

▪ Preservation master copies
▪ Access copies

▫ Created from preservation masters
▫ Smaller
▫ Lower quality

▪ Other derivatives
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▪ At least two 
different types 
of storage 
media

▪ Manageable 
▪ Fault tolerant93

2 Types of Storage



▪ Different “disaster 
zone”

▪ Protect against 
natural disasters

▪ Option: cloud storage
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1 Different Geographic Location



TYPES OF STORAGE MEDIA

▪ hard disk drives

▪ flash drives 

▪ RAID hard drive 

▪ cloud/hosted storage
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▪ CDs or DVDs

▪ SSD (solid state drives)

▪ LTO Tape

▪ Network Attached 
Storage













DIGITAL PRESERVATION: First Steps

▪ Have at least one backup copy of 
important files

▪ Create and update an inventory of 
digital files

▪ Start talking with IT, or others
▫ Storage for digital files
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DIGITAL PRESERVATION: Second 
Steps

▪ Transfer data off of outdated media
▪ Decide which file types you will use for 

various formats
▪ Define security of files
▪ Estimate future storage needs
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THREE NEXT STEPS

1. Discuss with people in your 
organization (or make time to plan by 
yourself)

2. Take stock of what you already know
3. List things that you want to find out 

about Digital Storage and Preservation
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STORAGE QUESTIONS

▪ What does IT already have in place? 
▪ How often content is backed up?
▪ What types of storage devices are 

used, and how often storage devices 
are migrated?

▪ What risks are present in your region?
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Additional Resources
Continue to Research



Other Resources

▪ Sustainable Heritage Network
▪ Preservation Self Assessment 

Program
▪ FADGI
▪ Library of Congress
▪ Indigitization
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THANKS!
Questions?
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Contact us:
▪ Jeanine Nault

naultj@si.edu 

▪ Lotus Norton-Wisla
▫ lotus.norton-wisla@wsu.edu

▪ Sustainable Heritage Network
▫ www.sustainableheritagenetwork.org
▫ support@sustainableheritagenetwork.org
▫108
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