
About the “K” Archives

Staffed part-time + students only

Collection includes at least 25,000 images

In early stages of digital initiatives

Presenter
Presentation Notes
My name is Heidi Butler, and I’ve been the archivist at Kalamazoo College since September 2007. I work part time, so between managing my two student employees, collection processing, reference, committee work and other tasks, fitting in a digitization project has been a challenge. But, it’s one I’m enthusiastic about. We have over 25,000 images, mostly in print format. Inventories for the photos, as well as all other collections, are still in paper format only—IF we have them. Moving to an Institutional Repository has added a wonderful new level of accessibility for us.



Archives Materials for DSpace

Photographs

Historical documents

New materials that would 
be archived in traditional 
format anyway

Presenter
Presentation Notes
Our IR serves a number of purposes for the college as a whole. What’s the Archives segment? Primarily, it’s a home for digitized versions of college history materials. Photographs are our most requested items, but we also plan to include the full backfile of our student newspaper, yearbooks, alumni directories, and other publications, as well as selected personal papers. I always keep an eye out for “born digital” items I would save in traditional format anyway, such as talks and programs, event schedules, biographical materials, etc. Lately we are adding commencement and baccalaureate addresses and honorary degree citations, many of which we’ve gathered in electronic form. A major recent score was the final prepress version of the new college history book that was published earlier this year.



Choosing Materials

Recurring demands

“Index” information

Existing descriptive info

Ease of digitizing materials

Uniqueness

Interesting discoveries
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When you have more than 25,000 photographs, and more than 2,500 linear feet of papers, obviously not all of it is suitable, so how do you decide?I use detailed reference statistics to keep track of what gets asked for and the resources we consult. For example, people frequently come in to research a particular alumnus or faculty member, so anything with a name index is at the top of my list. Timelines are also very handy. I base decisions on the quality of existing descriptive information, since time for research is limited. I consider how easily a particular format lends itself to digitization within the parameters of our resources, and I consider the relative “uniqueness” of the item. Finally, since like many Archives less than half of our collections are processed, I watch for unusual and interesting items when organizing and researching.



Why DSpace?

Cost, technical aspects of other systems

All in one approach

Features: RSS, automatic thumbnail and text 
extraction, OAISTER

Reduce access to originals
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So, with all the other options out there, like ContentDM, Archivist’s Toolkit, and even our own library catalog, why did we go with DSpace? Simply put, since we had already bought in, it didn’t represent additional costs for software licensing or hosting, or new Open Source demands for our Information Services staff. We were going to use it for other things anyway. With the limitations we face on time and resources, I really like working with a system my peers down the hall also use, instead of yet another specialized Archives tool that I have to figure out and manage by myself.Some features of DSpace I like are the ability to subscribe so you get updated when a collection is added to; the auto generation of thumbnails; and being a part of OAISTER without any additional effort on our part. And the best thing for me, no matter what system we chose, is potentially being able to reduce the handling of our originals. It’s easier said than done, but we’re trying. I believe in the NC ECHO “Scan Once Methodology” that you may have hear about—a link to that is at the end of my presentation.



Adding an item to DSpace

1. Preliminary prep of digital file (bitstream)
Digitizing process?

File naming convention?

Watermarking or other identification within file?

Backup plans?

2. Choose community/collection

Presenter
Presentation Notes
Now I’m going to walk through the process of adding a photograph to DSpace. There are a few preliminary steps.Once a physical item is chosen, the best way of digitizing or converting to a different file type has to be figured out. Kathryn is our expert in this area. Some questions I also ask:Is there a file naming system already in place that we can correlate with digital files?Are we going to embed a watermark or otherwise add ownership to the item or its metadata?What are our plans for the backup of the digital file?We don’t always have answers for these yet, but we’re getting there.Then we choose the destination community or collection in DSpace, and get started.



Example: Archives Photo

Archives file no. 
C16.03.12

Hoben Hall, 1938

Photographer: 
Richard Averill 
Smith

Have TIFF and JPEG

TIFF

JPEG
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My example today is a 1938 photograph of Hoben Hall dormitory. It is a well-composed professional photograph, we know the photographer, it has already been assigned a number in our photo cataloging system, and we have scanned a TIFF file. The TIFF was then processed into a JPEG with an added line of text on the border, Kalamazoo College Archives. We will make the JPEG public, but will limit the TIFF to college use only. The TIFF and the JPEG will each become bitstreams within a single item, or record.
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I log in, and choose “Start a New Submission.” Under that, you can see the collections I have access to as an Administrator. Eventually we need to figure out a way to rename them so it’s more obvious what they are.
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Next, I have to choose the destination for my item. Since this is consortial, we have always had access to everybody’s materials as administrators, so we have to be careful with our choices. This should be changing shortly. One way we’ve made choosing easier for ourselves is to include the words Kalamazoo College at the beginning of every collection name.



Adding an item (cont.)

What type of item will it be in DSpace?

These choices lead to different types of descriptive 
forms

We check the second option for almost everything

Presenter
Presentation Notes
What kind of item are we working with? The interpretations are still pretty fuzzy here. What we choose leads to different types of descriptive forms in the process. We almost always check number 2, “The item has been published or publicly distributed before,” even if technically it hasn’t, because of how we are interpreting Dublin Core date fields.We are using Date.Issued for the original date of creation. Otherwise, DSpace automatically puts the uploaded date into that field and we’d have to go back and change it later. So, in the case of our 1938 photo, the issue date would be 1938. I’m also choosing the third option, “This item consists of more than one file,” since my item will include both the TIFF and the JPEG versions.
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This is the first of two descriptive forms. Not all fields are required, and anything you fill in here will correlate to a Dublin Core field. If you’re a novice with Dublin Core, you can still hash out an appropriate description. The more you can do according to standards, though, the better your metadata harvesting will be.You can see this form has a Date of Issue box, which would not have appeared had we not chosen Option 2 on the previous screen.Things like the Author field are repeatable, and you can break them down into the more specific, qualified Dublin Core fields like Author.Illustrator or Author.Editor; those things you can do in the full item editing mode later.
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This screen allows for more free-text descriptive elements. We have found that keywords are not essential, because searching in the system covers the abstract, LCSH headings, and many other areas. We always want a clear abstract to describe the content of every item, even those with restricted access. Examples of Sponsor would be a funding source, or the Board of Trustees if they commission a report. The Description field is used more for physical description, such as the number of pages.Following this screen, you upload the actual files.



We will restrict TIFF files to campus use 
only but JPEGs will be public.

Presenter
Presentation Notes
Here you can see I have uploaded my two files—a TIFF and a JPEG. NITLE has configured our DSpace system to generate thumbnails in an overnight process. It does not make a thumbnail from TIFFs. We know it will for JPEGs, but they must be RGB or grayscale, not CMYK. We have not tested this feature with other image file types.The image file we choose as the primary bitstream should be one with a thumbnail associated with it, as that will be the thumbnail displayed in search results.



Steps After Uploading

“Verify” screen to check all previous info and 
uploaded files

Option to choose Creative Commons license

Final option: our Kalamazoo College license 
agreement

Submission complete! Now go fix it.
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After uploading files, there are a few more steps before the item goes live. You are asked to verify all of the descriptive information and the bitstreams, with options to edit if needed. You can apply a Creative Commons license, which we typically do not. We also have an in-house End User License Agreement that we apply to all materials. From this point, the item either goes live, or goes into a queue for final edits and approval by an administrator. This is nice especially if you are using student help. As our collections and communities expand, we have a lot of settings that have to be tweaked case by case. I find that almost immediately after something goes live, I’m back in there making changes. Stacy also often goes in and improves my cataloging, which is why I subscribe to my collections, so I get notified when she does that!
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This is the full metadata record for my 1938 Hoben Hall photo. Obviously the record was not created by a professional cataloger, but the basics are there. You can see in the bottom box links to the actual bitstreams, including the thumbnail that was generated overnight by the system. You’d be asked to log in if you attempt to open one you aren’t authorized to use. And for all files there is currently no inline viewing option, so everything must be downloaded by the user. The same is true for PDFs, sound files, and everything else.
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This is the editing screen, from the top. The table includes every Dublin Core field that NITLE DSpace considers essential, and at the bottom, others can be added, including any you wish to repeat, such as in the case of multiple authors. We also have the ability to create our own fields, and anyone in the consortium can access them.From this screen, you can control access via “Item’s Authorizations”—it is where I will go to restrict the TIFF bitstream to campus users only.



Batch Uploading

Can be done--by NITLE staff

Complete a spreadsheet with DC fields, collection 
destination

Send in images
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Suppose you have 1,000 photos you want to add. Batch uploading can be done, but since NITLE runs the back end of DSpace, they have to do it for us. NITLE has given us an Excel spreadsheet to complete, with all Dublin Core fields, which we can repeat as needed. We submit the completed spreadsheet along with the image or other data files. We just completed a batch project that involved the creation of about 35 records, but each record contained anywhere from one to 55 TIFF files and their corresponding JPEGs. The collection was for our Office of Communications, so we needed to restrict access to the TIFFs to their staff only, and only the thumbnails are viewable.Creating the spreadsheet was pretty crazy, because it involved something like 250 fields, but since we’re familiar with Dublin Core by now and a lot of it was repetition, it all went well. NITLE was able to restrict access to the TIFF files for us, so we did not have to edit permissions on files individually. Since batch uploading with NITLE is rarely used by consortium members so far, they do not have a fee structure, although occasionally there is an additional cost if coding work is required.We’ve also just learned that there may be an easier way to batch upload using XML, so we will be exploring that with collections in the future.



Anniversary Project

Anniversary funds + lack of staff time = let’s 
outsource!

WMU Digitization Center is next door
Project planning

Scanning for 200 images

Training session

Great learning opportunity

Presenter
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For most of 2008, I was involved with projects for Kalamazoo College’s 175th Anniversary. I put in a proposal for project money to the Anniversary committee, and the resulting funds allowed us to work with the Western Michigan University Digitization Center on a collection of digital images. I wanted to craft the project so that the end result would not just be 200 online pictures, but also an investment in new skills for us, and a closer working relationship with our neighbors.In addition to the scanning, the Center helped us with project planning, and several of our staff participated in a half-day cataloging workshop that was tailored to our needs. The library’s cataloging staff has provided valuable guidance on metadata as well. Everyone says the cataloging work is the largest part of these projects, and I have to agree. About 150 of the images are partially or fully described, in the same batch uploading spreadsheet from NITLE, and we hope to have the rest of them done and uploaded sometime this summer. I feel that my goal of obtaining new skills has definitely been reached.



Our Collections

URL to Watch:

http://reason.kzoo.edu/dspace/

Community:
Kalamazoo College Archives

Collection:
Kalamazoo College 175th

Anniversary Photograph 
Collection

Presenter
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The link here is the home page for our repository. It’s a good place to watch for the 175th Anniversary Photograph Collection later this summer.



http://www.ncecho.org/dig/digguidelines.shtml

“Scan Once Methodology”: Section 4.2

Footnote: NC ECHO

Presenter
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A footnote: Here is the link to the NC ECHO manual I mentioned earlier. I recommend the section on the Scan Once Methodology, especially when trying to sell your idea as a preservation practice.
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