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Kalamazoo College Archives Photograph Digitization Workflow 
December 2009 

 
This workflow begins with selection of the original physical photograph, takes you through all 
the steps involved with scanning and uploading to CACHE, and ends on the final step of 
refilling the print with added information about the location of the digital version. 
 
These instructions assume you are working with a physical photographic print. The 
instructions will need to be altered when working with slides or negatives, or with images that 
come to the Archives already in digital format. 

1. Select photograph. 
a. If the photograph is one of a group (example: A01.01.01a, A01.01.01b), make sure 

none of the others in the group have already been scanned. If it has, it will have 
been noted on the back side of the image. 

2. Scan image. Scanning can be done in the Archives, but the Center for New Media and 
Design has better, faster equipment and the newest imaging software. 

a. Baseline specifications for “master archival” scans are 600ppi, color setting for 
anything not true black and white (examples: scan sepia-tone photographs as 
color images; black and white print with grease pencil or crop tape in color 
should still be done as black and white). 

i. If the print is smaller than 8x10” it can be scanned at a higher resolution; 
larger than 8x10” could be reduced. 

b. Do NOT edit the master scan other than to crop edges as needed. 
3. Save “master archival” scan as a TIFF file. 

a. Images should be saved with IBM byte order. 
b. File name should accurately reflect the file name used on the Archives original 

photograph. 

File Naming Example: 

  (original) A01.01.01b  =  (digital) A01_01_01b.tif 

The underscores in place of periods are less likely to cause problems when 
transferring files, exporting, etc. 

4. Create JPEG derivative. This is the image file that will be publicly accessible. 
a. In Photoshop, images should be adjusted to 1000px on the longest side 

(depending on portrait or landscape format of original), and 72ppi. 
b. Add 30px of white space to either the bottom (portrait) or right (landscape) and 

the text “Kalamazoo College Archives” (black 18pt Times New Roman, aligned 
near the right (portrait) or center/right (landscape), within the white space. 
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Note: You can use actions in Photoshop to automate the conversion of a TIFF to a 
JPEG with the added border and text. The action on the Archivist’s computer is 
called “Dspace.atn” and is filed in \\Kfiles\S-
Department\is\Library\Archives\CACHE\Photoshop Actions. This action file 
includes processes for both portrait and landscape photographs. To use it, make 
sure it is loaded, open the TIFF file, and click on either “72 dpi 1000 portrait” or 
“72 dpi 1000 landscape” and the play button to run the action. You will still need 
to save the changed file as a JPEG using the steps in #5 below. 

5. Save the file as a JPEG. 
a. Choose Save As, and give the file a name exactly like the TIFF. The only thing 

different will be the file extension. 

File Naming Example: 

  (TIFF) A01_01_01b.tif  =  (JPEG) A01_01_01b.jpg 

The underscores in place of periods are less likely to cause problems when 
transferring files, exporting, etc. 

b. When asked, the quality can be set at Medium. 
6. Establish a backup for the digital files. 

a. Currently, backups for digitized photographs are in \\Kfiles\S-
department\is\Library\Archives\CACHE\Scanned Images\ 

b. Some files have been backed up on CD/DVD as well. 
c. Ideally the Archives should have a dedicated, static location for all backup files, 

such as an external drive or a server. 
7. Create catalog record (metadata) in CACHE and upload image files. (These instructions 

are for individual images. Batch projects will require involvement by NITLE.) 
a. Make sure any relevant historical information has been researched (check 

yearbooks, Gazette or Index articles, Ward Morgan or Schiavone Studio 
inventories if relevant, other images in same photo subject file, etc.) 

b. All digital files should be initially placed in the following CACHE location: 

DSpace Home > Kalamazoo College > Kalamazoo College Archives > 
Kalamazoo College Photographs 

Separate thematic collections can be set up and mapped from the main 
photographs collection later. See Kalamazoo College’s general DSpace 
instructions for more on how to do this. ( DSpace Home > Kalamazoo College > 
Kalamazoo College Digital Archive Documents > DSpace Procedures Manual ) 

8. Set up initial catalog record for digital image in CACHE. (These details can be edited 
and added to later.) 
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a. Navigate in CACHE to the main Kalamazoo College Photographs collection 
page. 

b. Click Submit a New Item to this Collection. 
c. Choose “The item has been published…” in most cases. This makes entering date 

and other information simpler. Also choose “The item has more than one title…” 
if this is the case. For many photographs no title has been assigned. If it could be 
given more than one, you should do so, within reason. 

d. Author: Enter photographer’s name if known, studio name, or “Unknown.” 
More than one can be entered if necessary. 

e. Title: In most cases including “Kalamazoo College” somewhere is essential, 
because of the fact that we share this DSpace repository with 25 other colleges. 

f. Series/Report No.: skip. 
g. Identifiers: Use Other, then the original Archives file number (Example 

A01.01.01b – use the version with periods). This field can also be duplicated if 
you have an image that is stamped or marked with a photographer’s negative 
number or a file number from the Office of College Communications. Do not use 
for obsolete Archives/Library call numbers. If you are adding numbers other 
than the Archives file number, be sure to add a line of text toward the end of the 
Abstract field that explains this number and its source. 

h. Type: This should default to Image. 
i. Language: N/A 

(From here you will click Next to move on to the next screen.) 
j. Keywords: Kalamazoo College is not using them. LCSH and other terms can be 

added to an item record in later steps. 
k. Abstract: This field is for the full-text description of the image. 
l. Sponsor: Can be Kalamazoo College (in the case of a photographer contracted by 

the College) Kalamazoo Gazette; or blank. 
m. Description: This is for a brief description of the physical item as we have been 

interpreting it. Use text “B&W”, “Sepia”, “Color”, etc. 
(From here you will click Next again to move on to the next screen.) 

n. Upload File: 
i. Upload TIFF file. 

ii. In File Description, enter “High resolution TIFF” 
iii. Upload JPEG file. 
iv. In File Description, enter “Need TIFF? Contact archives@kzoo.edu” 
v. Mark JPEG as primary file. 

(Next) 

o. Verify all descriptive information and uploaded files. Go back and correct if 
necessary. 
(Next) 
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p. Do not select a Creative Commons License. 
(Next) 

q. Check “I grant the license” at bottom of screen (This is a Kalamazoo College-
wide default license text; it applies mostly to things like senior theses and faculty 
materials.) 

r. The submission is complete. 
9. YOU ARE NOT DONE YET. Most importantly, the access permissions for the TIFF file 

must be set. This is not an automatic feature of CACHE. 
a. Navigating back to the item record after submission is complete is convoluted as 

of 12/2009. The easiest way is: 
i. Click on Edit Collection in lefthand menu. 

ii. Don’t change anything. Click Return at bottom of screen. 
iii. The item you just added should be at the top of the list of Recent 

Submissions. 
b. Click on the item title to go to its record. 
c. Click Edit this item on lefthand menu. 
d. In the box, choose Edit Authorizations. 
e. To the right of the item in the table that looks like “Bitstream A01_01_01b.tif” (for 

TIFF file) click Add a new Bitstream policy. 
f. Click Read and select Administrator from the menu. Then Save. 
g. On the Policy table, check the box next to the bitstream for the TIFF that has 

Anonymous next to it. Click Delete Selected, then Delete. 
10. If you have other changes to the metadata you can do them at this point. Most changes, 

such as adding LCSH or any additional metadata fields, are done from this editing 
screen. 

11. Final step: 
a. On the back of the physical photograph you have digitized and uploaded to 

CACHE, record the digital file and location information. Example: 

 
In CACHE 12/2009 
A01_01_01b.tif 
A01_01_01b.jpg 
http://hdl.handle.net/10090/00000 
 

 
b. You can find the URL in the item record after you finish cataloging and 

uploading. Either the “handle” URL or the actual DSpace URL point to the same 
location. 

c. File the original photograph in the Archives file drawer. 
d. DONE!!! 


