IMAGE REQUEST FORM

The following slides document the life-cycle of requesting, creating, and publishing a digital
object in Joyner Library Digital Collections.



— Incomplete Requests

Sig GUESUENS test Celete Resume

— Request Details

T
|‘) Please enter information about the request, not the items, then dick the buttan at the bottorn of the page to continue, ‘

Your Marme*

15 this request for a Staff Pick?
Flno  Oves

Description® 2 Ciescription Example

Two irmages from Grimes papers for a
paton to use in publication,
Please provide any overview information about this request,

Quality,/F t :.) Guality/Format Example
ualityfrorma

The patron needs these for a book to

be printed at 3" x 10" size,

Describe any specific file formats or resolutions that are needed. :) offline Notes Exarnple

Date Needed* a/312009 (] Please mail a CD to 1313 Mockingbird
The default is set for two weeks, click the calendar icon after the Ln Murnrnie, Ky 28415,

input box if you need the itern sooner or it can wait langer,

Offline Notes

Next: Add ltems >

Enter any information that you would like emailed to Digital
Caollections staff and not displayed to the public.

This is the first page where we just collect basic information about the request: who asked for it,
GKSY Al Aad RdzSE gKIFaG Ad Aazx SGoOoo L OFy I|faz
complete and | can delete or resume them.



IMCOMPLETE PEMDING

— Item Details

7
*2 Add, rernove, andfor edit the requested items, then click review request at the bottomn of the page to continue,

Manuscript Item Other Item

Identifier* Collection Box Folder Item

O remember

Trouble with the identifier? Try these tins

Item Title* O remember 32 Remember checkboxes

Check thesze boxes if you are going to

Date O remamber

. A . add arother e with the same
Diate of creation or publication, if

identifier, title, date, or creator,
known,

Creatar remember

Description <] Description Example

Cr and Mrz, Leo Jenkins with two elected
state officialz and three wornen stading
in front of the ECU president's horme an
Can this item be displayed anline? Fifth Street in Greenville,

Flves Ouo

Collection(s) Choose as many collections as are appropriate for EACH ITEM.

Mot sure which collection to choose? Read the collection descriotions

Oremember callections
Aftican American History [ Education [] | Maval and Maritime History [] a5 Add |t2IT\
Age of Explaration [] Fine and Perfarming Arks [] Folitics and Government []

Agriculture [] Health and Medicne [] Regional/Mationsl events []
Architecture [] | Manufacturing and Business [] Slavery []
Early Arnerican History [] Military History [] Social and Family Life []
ECL Hiztary [] Municipal Works [] Transportation [[]

This is page two where they give us some basic descriptive information which we use to

populate the metadata record until the item is cataloged. This is the page for an item from the

manuscript collection, which has identifiers based on the location (collection, box, folder, etc.).
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(so if you have three items to add to the form with different titles and descriptors, but the same
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— Item Details

7
& Add, remmove, and/or edit the requested iterns, then dick review request at the bottam of the page to continue,

lves

Collectionis)

[ remember callections

African Arnerican History []
fge of Exploration D
Agriculture []

Architecture [

Early Arnerican History D

ECU History []

Manuscript Item

Can this item be displayed onling?

Omo

Education []

Fine and Performing Arts D
Health and Madicine []
Manufacturing and Business []
Military History D

Municipal works []

ArchivesfOther Item

FPhysical Location® remember
Ttern Title* [ remember
Date Oremember
Date of creation or publication, if
knawn,
Creator Oremember
Description

Choose as many collections as are appropriate for EACH ITEM.

Mot sure which collection to choose? Read the collection descriptions

Maval and Maritirne History []
Politics and Gowernment [[]
Regional/Mational events []
Slavery []

Social and Farnily Life []

Transportation I:‘

»:')) Rernernber checkbaoxes

Check these boxzes if you are going to
add srether ftem with the same

identifier, title, date, or creatar,

> L
*:) Description Example

Dr and Mrs, Leo Jenkins with two elected
state officials and three wornen stading
in front of the ECU president's horme on
Fifth Street in Greenville,

+ Add ltem

This is the form if the request comes from archives or another area of the library. The only
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PEMDIMNG

— Item Queue

identifier date description
111.1.1.1 test Edit Celete

< Add More Items Review & Finish >

After an item has been added, you can see it and choose to edit, delete, or add another.



MEW REQUEST | PEMDING | ACTIVE | S MPLETE

— Review Request

7
|‘~) Review the request data, once satisfied click the submit request button at the bottor of the page to continue,

Marne: Gretchen

Description: test

Cuality:

Date: 8/17/2009 5:20:06 &AM
Motes:

< Edit Request Data

Itern Queu

111.1.1.1 test Edit Delete

< Add More ltems Submit Request >

Then there is one last final confirmation screen.



PENDIMG

— Active Requests

I:‘ Activated

I:‘ Digitizing Done

I:‘ In Encore

I:‘ Masters Moved and MDS Verified

ET—
492 sauterD
491 scotr
489  sauterD
488 sauterp
487 GuEGUENG

07/06
070z
06/26

0E/26
0E/26

Jump to job:

staff pick Select
Logbook of HMS Desperate from the William Howard Hooker collection Select
Plat Map from F. Rhem and Sons Company Records Select
2 images of ship from Marietta Manufacturing Cornpany Records Select
Edit some images in the Ott-Lundin Family Papers, At least one image on the CDs in the collection (1051 Select

folders & and F) shows numbers on the tail of sorne rmilitary planes. It has recently come to our attention that

these numbers must be blurred...no one outside of the military should be able to make out those nurbers, In

addition to the image on the CDs there are copies saved to the Special Collections image folder, We will need

to identify which images need ta be blurred (Lynette can prabably provide sorme more info as she spatted at

lzast ane), edit them and delete the originals, We may have to burn an entirely new S0 for the collection.

486 I0HNSOMBR 0625 staff pick Select
485 scoTTr 06/ 25 Johnston Blakeley Creighton Papers Select
484 scotr 0E/24 staff pick Select
483 GurLLk 06/24 staff pick Selact
482 leggel 06/ 23 3 images for East magazine Select
481 pARRICELLAD Chancellor's conference room project Select
478  legoal 0611 irmages for Tuttle Selact
4?6 REECEM 08/30 Images for Archives diversity exhibit, Approxirmately 150 iterns including publication material, correspondence, Select
meeting minutes, and newspaper articlas.
475 Reccem 08/01 Irmages to complete alice person digital collection. Some are already digitized and will be provided by D, Selec
Hursh.
459 LeaaEL 0s/1z 4 irnages to be printed out select
457 ELMOREM  05/11 I have borrowed 24 postcards of ECTTS, ECTC, ECC and ECU buildings that I want to have scanned for the Select
University Archives.
439  LesaEL 04/20 2 irmages of Torn Mallison for the Music Library Eschibit Select
412 GUILLK 03716 Request from patron, Rita Farmer Select
412 reecem 03716 Request from patron, Rita Farmer, Select
407 EEEcEM 03/06 daily reflector vid Jact

After the request is made, we created an online tool for tracking the digitization job. Here you
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tab. The different colors stand for different levels of progress, so a white job has been approved
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to begin work on, a green job has been scanned, a pink one has had technical metadata added
and in live in the system, and orange status indicates that the masters have been moved to
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— View Request

Print

Jaoh: 457 Status { enter initials first):--=

Marne: Martha Elrnore (ELMOREM) D

Tterns: 24 l:‘

Fequested: 427 /z009 l:‘

Heeded: 5/11z00% |:| Masters Moved and MD 5 Yerified
CQualityfFarmat: l:‘

Cescription: I have borrowed 34 postcards of ECTTS, ECTC, ECC and ECU buildings that I

wantta have scanned for the University Archives,

Celiverad: set as delivered

Feturned: SfZ1F2009 2:24:00 PM - view signature

Production Motes: Edit Generate PIDs for selected items
[sTN] activated : Checked by MIMullens

Motes: The postcards belong to Judy Lewis of Winterville. Mozt do not have

correspondence on thern and I don'thave any information related to the ones

that do have correspondence an them,

1387 University Archives  Teachers Training School Posteard of design wiew (not 3 true representation) of ECTTS, LClone Delete
Greenville, N.C.
D 1288 Univarsity Archives  General Wiew of Eastern [sic] Caralina Posteard of ECTTS, Greenwille, N.C. Edit Clane [Delete A Y
Teachers Training Schoal, Greenville,
M.C.
D 1359 University Archives  Entrance to East Carolina Teachers FPostezard of main entrance to ECTC, Greenville, N.C., from dit Clone Delete A ‘(
College, Greenmwille, N.C. Fifth 5t at [Original, also called Old] Austin Building
(Administrative Building) which has been demaolished.
I:l 1360 University Archives  hiddle Entrance, East Carolina Teachers Posteard of middle entrance off Fifth Streetto ECTC, dit Clone [Delete A Y
College, Greenmville, N.C. Greanville, N.C.
I:l 1361 University Archives  Fountain, East Caroling Teachers College, Posteard wiew of Wright fountain on Wiright Circle on ECTC dit Clone [Delete A v
Greenville, N.C. campus, Greanville, H.C.

This is the expanded information screen about a particular job. This job in particular has several
objects to digitize, which you now see listed under the basic information at the top. For each we
received a title and a description from the request form.

On this screen we have several workflow tools available to set the status of this job, reordering

GKS 202S00a gAUKAY GKS 220 60GKS ANBSY INNBgao

object when we find that there are actually two items sent down when the request form only
mentioned one. We also have the ability to create PIDs for the items in the repository, which is
the first step to adding them.

As soon as the job is initiated, someone will come to this screen, make sure the proper number

of objects are there, and then the pids (i.e. persistent identifers) will be created in the
NBLRZ2aAG2NE oAy | aSyaSz | aLX I OS¢ gAaff o685
be scanned and technical metadata created as before.



== back

VIEW TMAGES -VIEW METS -VIEW IN ENCORE

Header - edit

Created: 4/9/2009 3:41:43 PM
Modified: 4/13/2009 2:15:36 PM
Cataloged: False
Job: 448

MODS - edit

Identifier: 805.1.f
Title: Orville wright Glider Flights - Cyanotype #1
Abstract: Orville Wright, most likely with his brother Laren and British aviator Alex Ogilvie, take the 1911
glider out for its initial trials at Kill Devil Hills near Kitty Hawle, NG, in October 1511,

Subjects - edit

subjects could not be retrieved

Spatials - edit

spatials could not be retrieved

MIX - edit

# of mix records: 1

Related - edit

Transportation
005
Other to

AMD - edit

no amd objects retrieved

After the item is completely digitized and technical metadata is added, a stub METS record is
created and published online. The item then enters the queue for full descriptive metadata
which is added through this online tool...
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=--hack

VIEW IMAGES

oBasic fields

Edit basic fields
title Orville Wright Glider Flights - Cyanotype #1
localldentifier805.1.f
startDate 1911
endDate
Orville wiright, most likely with his brother Loren and British aviator Alex Ogilvie, take the 1911 glider out for

abstract L N X . . .
its initial trials at kill Devil Hills near kKitty Hawl, NC, in October 1911,

Edit language, type and form

language:| MOT SET [V] add language code: Add
typei—— add type:
Stillmage  [v] o e Add
form | NOT SET ¥ add form Add
aat terms
form autharity:| aat [V]

OEdit creator, contributor, publisher

[V] creator [V]

add rale link: | Choose an existing value...

new name

new role
oEdit notes
ralue note

This itern has been made available for use in research, teaching, and private study, Researchers are
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=--baclk

946: (Job ) VIEW IMAGES

positionvalue subjectTypevalue

1 Hunting lodges topicEdit
2 Morth Carolina geographicEdit
i Camp Bryan geographicEdit

Seperate fields using TWO DASHES (--) OR A PERIOD AND TWO SPACES {. ) OR A DASH AND TWO0 SPACES {- )
Ex. Postcards--North Carolina OR Green, Paul, 1894-1981. Lost colony DR Whitman, William, 1900- Giant
SOrcerer

CLICK HERE TD SEE EXISTING SUBJECTS

Add Subject

2007 Joyner Library, East Carolina University
Drigital Collections * Contact Us

F 7 —— SUBJECTS------—-—-—- Iz

[

Delete False Sutton, Fred 1. name {personal) Select

Delete False Ruth, Babe, 15895-12458 name {personal} Select
topic--geographic—-

Delete False Hunting lodges--North Carolina--Camp Bryan o Y B el Select
geographic

. topic--geographic--

Delete False Hunters--Morth Carolina--Camp Bryan . Select

geographic

The subjects get entered into this separate form. The process begins at the bottom where the
SYyGiANB [/{1 &0GNAYy3 A& SyiGdSNBRo® ¢KS ySEI
subfield, as is seen in this finished record. This ensures the proper indexing for the faceted
refinement of search results and the subject cloud. A similar form and process is used for the

spatial coverage elements assigning geographic types to each subfield.
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=--back

Set Collection(s):

identifierrernove

9735 Social and Family Life sfl remove
204585pecial Collections Staff Pick Collectionstaffpick rernove

Choose a collection... [vl Add Collection

Thernatic collection definitions

staff pick data: Lundin, Lynette--64--8/24/2007 12:00:00 &M remove staff pick data

Set Physical Location:
Choose the physical location... [V]

if part of the manuscript collection, you only need choose the collection number below
Set manuscript collection: | 0706 [V]

for items in the catalog enter the bib number

Duplicate [V] is pid Add Belation

has TE1? OTrue @False

2007 loyner Library, East Carolina University
Digital Collections = Contact Us

The cataloger can also assign collection relationships or relationships between objects as well as
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& Untitled Page - Mozilla Firefox

A hitp:fdigital. lin.ecu.edu/adming/export, aspxpid'

O L &ex
METS Export Page -

Index, Sawe, and Close window

<?¥ml version="1.0" encoding="utf-572> a
948" TYPE="image mwets="htep://wuw. loo. gov/ HETS/ "
L="z007-08- :00:00
'"CREATOR" TYPE="INDIVIDUALL">

<metsinamerReece, Michael</mets:nsme:></mets:agents
<mers:agent ROLE="CREATOR" TYPE="ORGANIZATION":>
tname>T.¥. Joyner Library</me

<mets:agent ROLE="OTHER" TYPE="INDIVIDUAL"™ OTHERROLE="CATALOGER">

<metsiname>Tills, Luella</mets:name></mets:agent:></mets:imetsHdr:

<wets:dmdisec ID="DMDOOOL":>

<mets:mdlirap MDTYPE="MODS">

®3i="http
LASTMODDATE="2005-05-18T0z2 : 118" RECORD:

<mods twodss

<mods:titleInfo>
<mods:title»Fred Sutton with Babe Ruth and others at Camp Bryan.</mods:title>-

<mods:abstract i attorney and politician Fred I. Sutton with famous bhaseb:
<mods:identifier type="local”>706.2.g.145</mods: identifier>
<mods:identifier type="doi"»946</mods:identifiers>
<mods:identifier type="job"»44</mods:identifiers>

riginInfox

<mods d encoding="wicdtf"™ point="start"” ke "yes">1915</"mods:_
<mods:datelssued encoding="wicdtf™ point end">1939</m0d3.datelssue_pp
<mods:datelzssued encoding="w3icdtf™>1215-1939</mods:datelssued></mods: originin:
<mods: language>
<mods: languageTerm authority="iso639-2h" t.ype="c:nde">eng</mnd5:1angusgeTErr_r_v>«:,
collection="yes">still image</mods

<mods: form authoritcy: ”éat,">phUthraphs</des:fDrm>
<mods: extent> 146mn ¥ &9/ mods  extent></mods: physicalbescriprions
<mods:subject authority cSh's-
<mods:name type="persona
<mods: nawePart>3utton, Fred I.</mods:nsmePart:</mods:name></mods:subject>
<wods:subject authoricy="lesh's
<mods:name type="personal':
<mods »Ruth, Bake, 1895-1945</mods
<mods:sub] ority="fast">
<mods:hierarchicalGeographics

Done 5

</ mods t nate </ mods : sub je

Finally, once all changes have been made, the cataloger can re-index and save the METS record
to make all changes live in the repository.



PROJECT REQUEST FORM

The other way digitization happens is through larger project requests. Instead of suggesting each
individual item through the previous request form, a librarian suggest a large group, even an entire

collection through the following formX



Project Request Form

This form is for requesting larger volume digitization projects. If your project requires less than 50 scans or has an immediate deadline,
please fill out the Imaging Reguest Form instead. Please describe your project using the form below. Requests may be made at any tirme, and
will aenerally be reviewed once per semester.

Name * Department

Email * Phone Number

1. Additional Contacts
Provide any additional contacts for this project. Include Mame, Email, and Departrment.

2. Project Description

Describe the end product you envision (ca. 250 words). For example, should these items simply be added to the Digital Collections
repository with a metadata record? Should a digital collection be created for them? Will you provide any contextual material for a collection
“home" page such as essays about the callection or the subject?

3. Material Description

Please provide a brief description {ca. 250 waords) of the material involved, including the collection(s) that the projectwill draw upon, the
approxirmate number of iterns, the format(s) of the rmaterial, and any preservation concerns or heed for conservation of the materials prior
to digitization

4. Justification

Please describe (ca. 250 words) why you think this project would be suited to digitization. Your reasoning might include the increased
access provided by digitization, the particular audience for the digital project, enhancerments to preservation of the original through digital
access, of other reasans.

This is the project request form, which is much simpler (the bottom half is on the next slide).
FaAOrftftes L Fail AT -drugiadaddiBolvés mare than 5@k o scansK |- U
or some other kind of work (writing a proposal for outsourcing, converting an exhibit to a
collection, etc.) they fill out this form. Then once a semester | review them with a committee of
representatives from Special Collections, Public Services, Collection Development, Tech Services
and us and we rate them on their timeliness, research impact, teaching impact, affect on library
operations, and how they would impact digital collections. From that we rank them and then
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impossible or stupid.






di

gital collections @ joyner library

MNew

id submimed narmne department ernail phone i

25 8/5/2005 3:30:30 PM Maury York Special Collections vorkmi@ecw. edu 328-0252 Select Reviewed
24 Bi5/2008 2:57:74 PM Maury Work Special Collections vorkm@ecu edu 328-0252 Select Reviewed
25 Bf5/20050 11:56:30 AM Mlaury ork EZpecial Collections vorkrm@ecuw. edu 32B-0252 Select Eeviewed
21 B/2872008 4:10:77 PM tartha Elmore Special Caollections elmorem@ecuy. edu 328-0274 Lelect Reviewed
15 7162006 10:26: 50 AM Hunt McKinnan Interior Design mckinnoma 328.4237 Select Reviewed
18 67262000 71:56:42 AM Mlaury vork Special Collections vorkm@ecu. edu 328-0272 Select Reviewed
17 62272000 3:36:40 FM Ealph Scott Special Callections scottri@ecu. edu 252-328-0265 Select Reviewed

In Progress

id submitted narne department email phone
2072972008 5:28:534 AM Ilaury ork Special Collections vorkm@ecu.edu 328-0252 Select Complete
T44/2472005 2:54:77 PM Kacy Guill University Archives guillk@ecu.edu 328-48a1 Select Complete
1242472000 12:38:42 AM  John Lawrence Marth caralina Collection  lawrencej@ecu. edu 328-4088 Select Complete
1142572000 2:42:20 PM Jon Dembo Special Collections demboj@ecu.edu Select Complete
S 326020058 1:47:07 PM Jonathan Dembo Special Caollections Jjdembo@geeksnet.com 2522151209 Select Complete
8 32672008 1:25:40 PM Jonathan Dembao Special Caollections demboj@ecu.edu 252-328-2661 Lelect Complete
Completed

id submitted narne department email phone

16 6182000 8:40: 50 AM Ralph Scott Special Callections scottri@ecu edu 252-328-0265
156/171/2000 1:34:.45 PM Falph Scott Special Collections Books Maps scottri@ecu.edu 252-328-0265 Select
13 47242000 2:38:50 PM Kacy Guill University Archives guillk@ecu.edu 252-328-4861 Select
1047222006 53610 PM Eohert James  User Services jamesr@ecu edu 328-6114 Select
7 3f25/2000 4:55:12 PM Dravid Hursh Music Librany hurshd@ecu.edu 328-1239 Select

& Z007 East Carolina University
East Fifth Street | Creenwille, MO
252-328-2897 | Contact Us

7
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are them translated into the job request form show in the previous section so that the

digitization of each item can be tracked. Finally, when projects are completed, they move into
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Name: Maury Yark

Submitted: 57572009 3:30:30 PM
Department: Special Caollections
Email: vorkm®@ecu. edu

Phone: 3258-0252

Additional Contacts:

Project Description:

Scan letterpress haoks of William B Rodman [l and link images to finding aid far the William E. Eodman Papers. Mo additional
contextual information is needed.

Material Description:

36 letterpress books containing copies of letters sent by William E. REodman 1, 1854-1904. They are contained in boxes 329.80
through 325.118. There are two missing volumes: val. 17 and 18 in boxes 97 and 98 The copies are mirror images on thin tissue
paper and vary in legibility. Some are copies of handwritten letters; others are of typewritten letters. The pages will have to be backed
with white paper as scanning is done. The valumes and paper are in good condition, but the images are slowly fading.
Justification:

The letters contain valuable information about paolitics, agriculture, and other topics during the late nineteenth and early twentieth
centuries and complement the incoming correspondence in the collection. Ihasmuch as the images are fading, it is impartant to use
digital technology now to save this infarmation.

Curriculum Alignment:

These letters would be valuable especially to students in American and MNaorth Caralina history courses.

Status:

Cwwned by repositary.

Timeline:

2009-2010 academic year

Metadara/fCaraloging:

Full encoded finding aid and brief catalog recard in Symphaony available.

Funding :

harme [ nt ernail
Special Collections

2508f5f/2009 3-30:30 PM Maury York vorkm@ecu_edu 328-0252 SelectReviewed
24 Sf5/2009 2:57:14 PM Maury York Special Caollections vorkm@ecu. edu 328-0252 Select Reviewed
23 932009 11:56:30 AM Iaury York Special Collections vorkm@ecuy. edu 32B8-0252 Lelect Reviewed
21 8282008 4:70:11 PM Martha Elrmore  Special Callections elmorem@ecu edu  328-0274 Select Reviewed
19 FH16/2000 T0:26:50 AM Hunt McKinnon  Interior Design mckinnom 32B8.4237 Select Reviewed
19 ETEIANG 11 S5 AT At L ) il Collecs ooty a o locs Do o

Here is an example of what | see after the form is filled out.



