
IMAGE REQUEST FORM

 

 

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

  



 

 

This is the first page where we just collect basic information about the request: who asked for it, 
ǿƘŜƴ ƛǘ ƛǎ ŘǳŜΣ ǿƘŀǘ ƛǘ ƛǎΣ ŜǘŎΦ L Ŏŀƴ ŀƭǎƻ ǎŜŜ ŀǘ ǘƘŜ ǘƻǇΣ Ƨƻōǎ ǘƘŀǘ L ǎǘŀǊǘŜŘ ōŜŦƻǊŜ ōǳǘ ŘƛŘƴΩǘ 
complete and I can delete or resume them. 
 
 

  



 

 

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.). 
¢ƘŜ άǊŜƳŜƳōŜǊέ ŎƘŜŎƪōƻȄŜǎ ƪŜŜǇ ǘƘŜ ǾŀƭǳŜ ŜƴǘŜǊŜŘ ƛƴ ǘƘŀǘ ŦƛŜƭŘ ŦƻǊ ǘƘŜ ƴŜȄǘ ƛǘŜƳ ǘƘŀǘ ȅƻǳ ŀŘŘ 
(so if you have three items to add to the form with different titles and descriptors, but the same 
ŎǊŜŀǘƻǊΣ ȅƻǳ Ƙƛǘ άǊŜƳŜƳōŜǊέ ƻƴ ǘƘŜ ŎǊŜŀǘƻǊ ŦƛŜƭŘ ŀnd it will pre-populate for the next item. 
 
 
 

  



 

 

This is the form if the request comes from archives or another area of the library. The only 
ŘƛŦŦŜǊŜƴŎŜ ƛǎ ǘƘŀǘ ǘƘŜ άƛŘŜƴǘƛŦƛŜǊέ όƻǊ άǇƘȅǎƛŎŀƭ ƭƻŎŀǘƛƻƴέύ ƛǎƴΩǘ ŦƻǊƳŀǘǘŜŘΦ 
 
After this screen is finished, they hit άŀŘŘ ƛǘŜƳέ ǘƻ ŀŘŘ ƛǘ ǘƻ ǘƘŜ ǊŜǉǳŜǎǘΦ  
 
 
 

  



 

 

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

  



 

 

Then there is one last final confirmation screen. 
 
 

  



 

 

After the request is made, we created an online tool for tracking the digitization job. Here you 
ǎŜŜ ǘƘŜ ƻǾŜǊǾƛŜǿ ƭƛǎǘ ƻŦ ƧƻōǎΣ ǿƘƛŎƘ ƛǎ ŀǾŀƛƭŀōƭŜ ǘƻ ŀƴȅƻƴŜ ǿƘƻ Ŏŀƴ ŀǳǘƘŜƴǘƛŎŀǘŜ ŀǎ ǘƘŜ άŀŎǘƛǾŜέ 
tab. The different colors stand for different levels of progress, so a white job has been approved 
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 
ƻŦŦƭƛƴŜ ǎǘƻǊŀƎŜΦ ²Ŝ ƳŀŘŜ ǘƘƛǎ ŀǾŀƛƭŀōƭŜ ǘƻ ŀƴȅƻƴŜ ƻƴ ǎǘŀŦŦ όŀƭǘƘƻǳƎƘ ǘƘŜȅ ŎŀƴΩǘ ƴŜŎŜǎǎŀǊƛƭȅ ǎŜƭŜŎǘ 
and edit a job) so that they can see where we are with their request. 
 
 

  



 

 

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 
ǘƘŜ ƻōƧŜŎǘǎ ǿƛǘƘƛƴ ǘƘŜ Ƨƻō όǘƘŜ ƎǊŜŜƴ ŀǊǊƻǿǎύΣ άŎƭƻƴƛƴƎέ ǘƘŜ ŘŜǎŎǊƛǇǘƛǾŜ ƛƴŦƻǊƳŀǘƛƻƴ ƛƴǘƻ ŀ ƴŜǿ 
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 
ǊŜǇƻǎƛǘƻǊȅ όƛƴ ŀ ǎŜƴǎŜΣ ŀ άǇƭŀŎŜέ ǿƛƭƭ ōŜ ŎǊŜŀǘŜŘ ŦƻǊ ǘƘŜ ƻōƧŜŎǘ ƛƴ ǘƘŜ ǊŜǇƻǎƛǘƻǊȅύΦ ¢ƘŜƴ ƛǘŜƳ ǿƛƭƭ 
be scanned and technical metadata created as before. 
 
 

  



 

 

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... 
 
 

  



 

 

9ŀŎƘ ǎŜŎǘƛƻƴ ƻŦ ǘƘŜ a9¢{ ǊŜŎƻǊŘ Ŏŀƴ ōŜ ŜŘƛǘŜŘ ōȅ ŎƭƛŎƪƛƴƎ ǘƘŜ άŜŘƛǘέ ōǳǘǘƻƴ ƻƴ ǘƘŜ ǇǊŜǾƛƻǳǎ 
ǎŎǊŜŜƴΦ ¢ƘŜ ƳŀƧƻǊƛǘȅ ƻŦ ǘƘŜ ah5{ ǊŜŎƻǊŘ ƎŜǘǎ ǳǇŘŀǘŜŘ ƻƴ ǘƘƛǎ ŦƻǊƳΧ 
 
 

  



 

 

The subjects get entered into this separate form. The process begins at the bottom where the 
ŜƴǘƛǊŜ [/{I ǎǘǊƛƴƎ ƛǎ ŜƴǘŜǊŜŘΦ ¢ƘŜ ƴŜȄǘ ǎǘŜǇ ƛǎ ǘƻ ǎŜƭŜŎǘ ǘƘŀǘ ǎǘǊƛƴƎ ŀƴŘ ŀǎǎƛƎƴ άǘȅǇŜǎέ ǘƻ ŜŀŎƘ 
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. 
 
 

  



 

 

The cataloger can also assign collection relationships or relationships between objects as well as 
ǇƘȅǎƛŎŀƭ ƭƻŎŀǘƛƻƴǎ όōȅ ŀŘƳƛƴƛǎǘǊŀǘƛǾŜ ǳƴƛǘ ǎǳŎƘ ŀǎ άǊŀǊŜ ōƻƻƪǎέ ƻǊ άƳǳǎƛŎ ƭƛōǊŀǊȅέύ ƛƴ ǘƘŜ 
άǊŜƭŀǘŜŘǎέ ƳŜƴǳΦ 
 
 

  



 

 

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 formΧ 

  



 

 

This is the project request form, which is much simpler (the bottom half is on the next slide). 
.ŀǎƛŎŀƭƭȅΣ L ŀǎƪ ƛŦ ŀƴȅƻƴŜ Ƙŀǎ ŀ Ƨƻō ǘƘŀǘ ƛǎƴΩǘ ǘƛƳŜ-crucial and involves more than 50 or so scans 
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 I 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 
the depaǊǘƳŜƴǘ ǘǊƛŜǎ ǘƻ ǎŎƘŜŘǳƭŜ ǘƘŜƳΦ ²Ŝ ǘǊȅ ƴƻǘ ǘƻ άŘŜŎƭƛƴŜέ ŀƴȅ ǳƴƭŜǎǎ ǘƘŜȅ ŀǊŜ ǊŜŀƭƭȅ 
impossible or stupid. 
 
 

  



 

 

 

  



 

 

!ǎ ǘƘŜ ǇǊƻƧŜŎǘǎ ŎƻƳŜ ƛƴΣ ǘƘŜȅ ǉǳŜǳŜ ǳǇ ƛƴ ǘƘŜ άbŜǿέ ǎŜŎǘƛƻƴΦ hƴŎŜ ǇŜǊ ǎŜƳŜǎǘŜǊ ŀ ǘŜŀƳ 
ǊŜǇǊŜǎŜƴǘƛƴƎ ŀƭƭ ƻŦ ǘƘŜ ƭƛōǊŀǊȅΩǎ ǳƴƛǘǎ ǊŜǾƛŜǿǎ ǘƘŜ ǇǊƻǇƻǎŀƭǎ ŀƴŘ prioritizes them. As they are 
ōŜƛƴƎ ǿƻǊƪŜŘ ƻƴΣ ǘƘŜȅ ŀǊŜ ƳƻǾŜŘ ƛƴǘƻ ǘƘŜ άLƴ tǊƻƎǊŜǎǎέ ǉǳŜǳŜΦ !ƭƭ ƻŦ ǘƘŜ ƛǘŜƳǎ ǘƻ ōŜ ŘƛƎƛǘƛȊŜŘ 
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 
ǘƘŜ ά/ƻƳǇƭŜǘŜŘέ ǎŜŎǘƛƻƴΦ 
 
 

  



 

 

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

 


