California Local History Digital
Resources Project
2011-2012

Metadata Specifications

Prepared by the California Digital Library and Califa Library Group
September 6, 2011

The Local History Digital Resources Project is supported by the US Institute of Museum and Library Services under the provisions of
the Library Services and Technology Act, administered in California by the State Librarian

http://califa.org/lhdrp.php



Context

Not a cataloger? Don’t worry — we’re not doing
MARC

Recommended mindset: “good enough” is perfect

Please “Read the Full Manual”: LHDRP Handbook,
Appendix D

Need help? Contact us if you run into any snags!
Slides will be posted on the project website



Context

m Metadata-related workshops:
OCLC <http://training.oclc.org/training>
Infopeople <http://www.infopeople.org/workshop>

California Library Association (CLA), Society of California

Archivists (SCA), American Library Association (ALA),
Society of American Archivists (SAA)

AMIGOS <http://www.amigos.org/learning/catalog/>

NEDCC
<http://www .nedcc.org/education/training.calendar.php>



Simple vs. Compound Digital Objects



Simple vs. Compound Digital Objects

m Metadata record + digital file(s) = “digital object”

m  With CONTENTdm, you can model your digital
objects two ways: as either simple or compound

Single metadata record to single digital

file (and 2 derivatives)
e Photograph
* Single page document

------

One or more metadata records to multiple
digital files (and 2 derivatives)
* Scrapbook

* Multi-page book

. .




Simple Object:
Image
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camjl_126

Identifier [R] camijl_126
Title [R] [Mission Community Hospital and Medical Center photograph].
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Identifier [R]

Title [R]

Creator [R]

Date Created [R]
Subject (Topic) [R (2)]

Type [R]

Form/Genre [R (1]]
Physical Description [R]
Institution [R]
Collection Identifier [R]
Country of Creation [R]
Copyright Status [R]
Copyright Statement [R]

Subject (Name) [MA]

Subject (Place) [MA]
Language [MA]

Item/ Call Number [MA]
Description [P]

camijl_126
[Mission Community Hospital and Medical Center photograph].
Unknown

[circa 1371 or 19727]

Planned communities--Califernia--Mission Viejo

Photographs--California--Mission Viejo

Hospitals--Califernia--Mission Viejo

Buildings--California--Mission Viejo

Architecture--California--Mission Viejo

Signs (Motices)--California--Mission Viejo

Automobiles

Parking lots--California--Mission Viejo

image

Photographic prints

1 photograph : bBw ; 21 x 26 cm.

Mission Viejo Library

http://ark.cdlib.org/ark:/ 13030/ kt2x0nc3xg

us

unknown

Copyright status is unknown. Some materials in these collections may be protected by the U.5. Copyright Law (Title 17, U.5.C.). In addition, tF
reproduction of some materials may be restricted by terms of gift or purchase agreements, donor restrictions, privacy and publicity rights, licer
and trademarks. Transmission or reproduction of materials protected by copyright beyond that allowed by fair use requires the written permiss
the copyright owners., Works not in the public domain cannot be commercially exploited without permission of the copyright owner. Responsibil
any use rests exclusively with the user.

Mission Viejo Company

Mission Hospital (Mission Viejo, Calif.)

Mission Viejo (Calif.])

eng

M.V. - Hospitals - Mission Viejo Hospital

BElack and white photograph of cars pulling out of the parking lot of Mission Community Hospital. The sign at the hospitals entrance reads, "Mi
Community Hospital, Medical Center." Behind the cars exiting the parking lot is the parking lot filled with cars and then the cne-story hospital
building. From the photograph, one can see only the pillars supporting the extended overhang of the Spanish-tiled roof and not the actual fro
the hospital building.

add to favorites : reference url back to results : previous
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| search
Title:
[Miszion Community Hospital and Medical Center photograph].
Creator:
LInknown
Subject:
Flanned communities—California—Mission Viejo
FPhotographs—California—Mission Viejo -
Hospitals—California—Mission Viejo
Buildings—California—Mission Viejo printable version
ﬁfﬁhit@ﬁtur.ﬁ—cmifﬂrﬁiﬁ—fﬂiﬁﬁiﬁﬁ jfiejﬁ. . _ image with
Signs (Motices)—California—-Mission Viejo image only details
Automobiles
Parking lots—California—~Mission Viejo B2 Share/ Save =

Mission Viejo Company

Mission Hospital (Mission Viejo, Calif.)

Description:

Black and white photograph of cars pulling out of the parking lot of Mission Community
Hospital. The sign at the hospitals entrance reads, "Mission Community Hospital,
Medical Center.” Behind the cars exiting the parking lot is the parking lot filled with cars
and then the one-story hospital building. From the photograph, one can see only the
pillars supporting the extended overhang of the Spanish-tiled roof and not the actual front
of the hospital building.

Publisher:

Mission Viejo Library

Date:

[circa 1971 or 19727]

Type:

image

Identifier:

camjl_126

M.V. - Hospitals - Mission Viejo Hospital

Language:

anm




Simple Object:
PDF Text
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Identifier

Title

Creator

Date Published
Description

Type

Physical Description
Institution
Collection Guide
Project Note
Country of Creation
Copyright Status
Copyright Statement
Copyright Hidr
Copyright Hldr Info
Form/Genre
Transcription

cdltest_001
Access this item.

cdltest_001

Calisphere flier

California Digital Library

ca. 2005

Description of the COL's Calisphere service

1=5a

1 page document

California Digital Library

http:/ /v cac.cdlib.org/findaid/ark:/ 12030/ 0000000000

LHDRP

s

copyrighted

Copyrighted, UC Regents

JiZ Regents

http://fvaw.cdlib.org/contact/

Brochures

Powered by the California Digital Library, University of California Images courtesy of: The Bancroft Library,
of Special Collections, Charles E. ¥Young Research Library, UCLA (image &, bottam right) Calisphere The U
gateway to a world of digitized primary sources More than 170, 000 photographs, documents, works of art
reveal the diverse history and culture of Califernia and its role in national and world history. Themed Colle
organized into historical eras and aligned with Califernia Content Standards. Geld Rush Era (1848-18683)1 T
waeowi.calisphere.universityofcalifernia.edu Closing of the Frontier (1870-1300) Emerging Industrial Order (1
Classroom Use Photographs Documents Maps Political cartoons Mewspaper clippings Advertising Works of
(1939-19435) Social Reform (1930-197 0s)Poweraed by the California Digital Library, University of California
Featured Collection: Japanese American Relocation Digital Archives (JARDA] People Places Daily Life Persc
aral histaries, government and personal documents, diaries and scrapbooks, and contextual essays tell th
American incarceration during Weorld War II. Images courtesy of: Top: Department of Special Collections, |
Bottom L-R: Department of Special Collections, Charles E. Young Research Library, UCLA; Department of !
Research Library, UCZLA: The Bancroft Library, UC Berkeley: Special Collections and Archives, UC Irvine Lib
California Ethnic and Multicultural Archives, University of California, Santa Barbara: Phoebe Apperson Hear
Fegents of the University of California-photographed by Alfred Kroeber, 13-38335 Images courtesy of: Top
- e e . 1 ) - 1 ' - '

- =l - ) -1 - R -1 -
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cdlitest_001

Access this item.

Identifier = ;
(€ http: ficdn. calisphere org/data/ 26722/ 3t /BKION3ESS. .. L
Title : :

Creator = e & G [T s
Date Published
Description

Type

Physical Descriptio
Institution
Collection Guide
Project Note
Country of Creatioc
Copyright Status
Copyright Stateme
Copyright Hldr
Copyright Hldr Info
Form/Genre
Transcription

a
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Proceedings

Fifth Convention

San Francisco, August 17-21, 1964

CALIFORNIA LABOR FEDERATION, AFL-CIO

Thes, L. Pifts, Secreiory-Treavarer
5 MARKET STREET, SAN FRANCISCO

pr—
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Back |
Title: Download PDF (77,120,616 bytes)
Froceedings, Fifth Convention, San Francisco, August 17-21, 1964, California Labor
Federation, AFL-CIO Proceedings
Creator/Contributor: /

California Labor Federation, AFL-CIC, Authar e Emrtion
Date: Sam Framsisco, August TR, 1964
August 17-21, 1964 '

Subject:

Labor moverment—California airos Lase AT APt
Labor unions—California mimeea—
California Labor Federation, AFL-CIO -

Note:

California Labor Federation, AFL-CIO : ’
Physical Description: Mare like this

494 pages

Copyright Note:

Copyright status unknown. Some materials in these collections may be protected by the
1.3, Copyright Law (Title 17, U.X.C.). In addition, the reproduction of some materials may
be restricted by terms of University of California gift or purchase agreements, donor
restrictions, privacy and publicity rights, licensing and trademarks. Transmission or
reproduction of materials protected by copyright beyond that allowed by fair use requires
the written permission of copyright owners. Works notin the public domain cannot be
commercially exploited without permission of the copyright owner. Responsibility for any
use rests exclusively with the user.

Copyright Owner Mote: All requests to reproduce, publish, quote from, or otherwize use
collection materials must be submitted in writing to the Head Librarian, The Institute for
Research on Labor and Employment (IRLE) Library, 2521 Channing Way, #5555,
University of California, Berkeley 94720-5555. Consentis given on behalf of The IRLE
Library as the owner ofthe physical items and does not constitute permission from the
copyright owner. Such permission must be obtained from the copyright owner. See:
hitp:ifwww irle. berkeley. edullibrary/digitalcollections/permissions.html

Related ltem:

Metacollection: Proceedings
Collection:
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Title:

Froceedings, Fifth Convention, San Francisco, August 17-21, 1964, California Labor
Federation, AFL-CIO

Creator/Contributor:

(Zal] (& http:gicdn.calisphere org/data/?8722/3t/bKION3ESS. ..
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Proceedings

Fifth Convention

San Francisco, August 17-21, 1964

CALIFORNIA LABOR FEDERATION, AFL-CIO

Thes, L. Pifts, Secreiory-Treavarer
5 MARKET STREET, SAN FRANCISCO
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copyright owner. Such permission must be obtained from the copyright owner. See:
hitp:ifwww irle. berkeley. edullibrary/digitalcollections/permissions.html

Related ltem:

Metacollection: Proceedings

Collection:
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Images



home : browse : advanced search : preferences | my favorites : about : help

califa

I T -
», |':E1'1|'|J- i Collections

menu off add document to favorites : add page to favorites : reference url back to results : previous

View: | document description ¥ | ® 2 [sa1m 4 » a v |[f T9r i £

previocus page : next page

camijl_0ar7

«| 097_PAGEDT ‘H

a| 097_PAGEDZ
= Q97_PAGEDZ2

(el AlA Ay pun dnaely o ‘18 e ol BLAD | =a0ns g el gdsk B ssaban s ket
ey Tee o pans swmidn s gy fs gl LA s et bl P e 1L CIREET MAPA
P duiigtity ey s R ERT T S b i W " L e . s N U,
miogs by dbu ey e S et ot wbey ey Seormr Ly e M M Ol Pl P e INFCRMATICN GILIDE
b s lreprrs e e ey, bl e ey T S S——— T — Rt — — ol [ P ———
- e L L e el -




home : browse : advanced search : preferences | my favorites : about : help

califa

: reference url back to results : previous

add document to favorites : add page to favorites :
arg 2

menu off

"|.||'|'ew=||:h:|-|:un-|er1t descripticn V|m {-IZ{ El |5|4_|:|=5.f|1 | 4 b a w | D

previocus page : next page ¢
|

camijl_097

= 087_PAGED1
s 097 _PAGEDZ g

=] 087_PAGED3

EASLETTTESEW piihvin Sndilin M v n tulst T P TR, T LCITY el | b gl pusag | Sy B SSRGS OF M WD SO P s O b
L ke T L s s T P N nam g el P " i e by W :""":l '"Iv"
e - R

. iy b, grpmaled e g S
2 . we e
1t vers maiosm po ks Phyiny W wl el
L L

i Mo bt al e T b ldes Bl syws

o Rt B

srrg WE s s dps g b tmeme ges gy b
senbm St P bt of TRy

alp i s P |

mnrdy e Y m ey
ey s e ey v o e e




home : browse : advanced search : preferences | my favorites : about : help

califa

[ .]I:iEI:I‘-:i'nr Collections

back to results : previous

add document to favorites : add page to favorites : reference url

menu off

View: | document description ¥ | & [io0.0% 4« » ~~|QY AP H 2
previous page : next page .

camijl_097

= 097_PAGED

» 097_PAGEDZ
a| 097_FAGEDS h




home : browse : advanced search : preferences : my favorites : about :

califa

|r]|:I:E1'1I:IJ.-i' ||I L .'Jl.llt'-! tions
menu off add document to favorites : add page to favorites : reference wrl back to results : previous
View: | document description Identifier [R] camjl_097
. Title [K] Mission Viejo street map and information guide.
previous page : next page o .
Creator [R] Mission Viejo Company
camijl_097 Date Published [R] [196-7]
Subject (Topic) [R (2)] Planned communities--California--Mission Viejo

Maps--California--Mis

+ 087 PAGED o Vispe

. N Streets--California--Mission Viejo
o 087_PAGEDZ Advertisements--California--Mission Viejo
= 097_PAGEDZ Children & adults--California--Mission Viejo

Childran flying kites
Meighborhoods--Califernia--Mission Viejo
Architecture--California--Mission Viejo

Type [R] image

Form/Genre [R (1]] Maps

Physical Description [R] 2 maps on 1 sheet ; 55 = 43 cm. folded to 22 x 14 cm.
Institution [R] Mission Viejo Library

Collection Identifier [R] http://ark.cdlib.org/ark:/ 123030/ kt2x0nc3xg
Country of Creation [R] us
Copyright Status [R] public domain

Copyright Statement [R] Materizl in the public domain. Mo restrictions on use.

Subject (Name) [MA] Mission Viejo Company
Mission Viejo Country Club

Subject (Place) [MA] Mission Viejo (Calif.]
Mission Viejo (Calif.)--Maps

Marguerite Park (Mission Viejo, Calif.]
La Paz Plaza (Mission Viejo, Calif.)

Language [MA] eng
Item/Call Number [MA] M. V. - Maps
Description [P] Street and informaticon guide for early Mission Viejo. One side of document shows a rough map of Missio

Viejo, giving the location of all the streets as well as sites of churches, schools, fire stations, recreational
facilities, golf course, shopping facilities, parks, and locations of the model homes for various housing
developments. A location key is included for each street. The guide also includes seven photographs fro
arcund the community and a general map of Mission Viejo's location in relation to local freevay systems
The seven photographs depict: a Mission Viejo sign at one of the community entrances, La Paz Shoppim
Plaza, five children sitting and standing on some steps, La Paz Road with Saddleback Peak of the Santa
Ana Mountains in the background, a street of houses, Marguerite Park with people flying kites and the
Mission Viejo Golf Club. Descriptions of shopping facilities, schools, housing developments, and local
recreation opticns are also included.

Title (Alternative) [P] Street map and infoermation guide.
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P Mission Viejo street map and .
. . . Title:
information guide.
Mission Viejo street map and information guide.
_ e Creator:
ﬂ! ; a ﬁ‘ﬁ! Mission Viejo Company
: 3 Subject:

Planned communities—California—-Mission Viejo
Maps—-California—-Mission Viejo

Streets—California—-Mission Viejo
£ Share/ Save = Advertisements—California—Mission Viejo
Children & adults—California~Mission Viejo
Children flying kites
Meighborhoods—California—-Mission Viejo
Architecture—California—-Mission Viejo
Mission Viejo Company
Mission Viejo Country Club
Description:
Street and information guide for early Mission Yiejo. One side of document shows a
rough map of Mission Viejo, giving the location of all the streets as well as sites of
churches, schools, fire stations, recreational facilities, golf course, shopping facilities,
parks, and locations of the model homes forvarious housing developments. Alocation
keyis included for each street. The guide also includes seven photographs from around
the community and a general map of Mission Viejo's location in relation to local freeway
systems. The seven photographs depict a Mission Viejo sign at one of the community
entrances, La Paz Shopping Plaza, five children sitting and standing on some steps, La
Paz Road with Saddleback Peak of the Santa Ana Mountains in the background, a street
of houses, Marguerite Park with people flying kites and the Mission Viejo Golf Club.
Descriptions of shopping facilities, schools, housing developments, and local
recreation options are also included.
Publisher:
Mission Viejo Library
Date:
[196-7]
Type:

Click image to zoom
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printable version image only image with details

Title:

097_PAGED1

From:

Mission Viejo street map and information guide.

Collection:

Mission Viejo Heritage Committee Planned Community Collection
Contributing Institution:

Mission Viejo City Library

Home | Themed Caollections | California Cultures | JARDA | Terms of Use | Site Map
Caligphere is a 2ervice of the UC Librariez, powered by the California Digital Library.
Cnanvrinht @ 2007 The Renesnts nf The lIniversite nf Califnrnia
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Title:

097_PAGEDZ

From:

Mission Viejo street map and information guide.
Collection:

Mission Viejo Heritage Committee Planned Community Caollection
Contributing Institution:

Mission Viejo City Library

Home | Themed Collections | California Cultures | JARDA | Terms of Use | Site Map
Calizphere iz a =ervice of the UC Librariez, powered by the California Digital Library.
Copyright @ 2007 The Regents of The University of California.
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Dublin Core

CONTENTdm supports Dublin Core metadata
What it is:
Data field/structure standard

m 15 simple elements (Title, Creator, Date, Description,
etc.); multiple qualifiers

m Can be used to describe anything (very generic)

m Focus on discovery metadata. Not great for rights or
technical metadata

Encoding format (Dublin Core RDF/XML)
What it isn’t:
Cataloging guidelines

Recommend that you use a content standard (AACR?2,
DACS, etc.) if possible — otherwise, be consistent in your
cataloging

25



Summary Refinement and Scheme Table

This summary of the element refinements and schemes is provided for the convenience of users. Terms in this summary may have the status of
"recommended" or "conforming." The reference definitions and status indications may be found in DEMI Terms. Click on the term to go directly to
the reference definition for that term.

DCMES Element Element Refinement(s) Element Encoding Scheme(s)

Title Alternative -
Creator - -
Subject - LCSH
MeSH
DDC
LCC
upc
Description Table ©f Contents -
Abstract
Publisher - -
Contributor - -
Date Created DCMI Period
Valid W3IC-DTFE
Available
Issued
Modified
Date Accepted Date Copyrighted
Date Submitted
Type - DCMI Type Vocabulary
Format - IMT
Extent -
Medium -
Identifier - URI

Bibliographic Citation




I' CONTENTdm Administration

admin home

Current collection: | LHDRP Collection Template

Metadata fields

See LHDRP Handbook,
Appendix E

Wiew and configure collection and administrative fields.

Collection field properties
View, add, edit and delete fields. Enable full text searching and controlled vocabulary. Afte.
index the collection to update changes.

Field name DC map Data type Large Search Hide Required Vocab add field
1 Identifier Identifier Text Mo Yes Mo Yes Mo edit | delete
2 Title Title Text Mo Yes No Mo No edit | delete
3 Creator Creator Text Mo Yes Mo Mo Mo edit | delete
4 Date Created Date-Created Text Mo Yes Mo Mo Mo edit | delete
5  Date Published Date-Issued Text No Yes No Mo No edit | delete
6 Description Description Text Yes Yes Mo Mo Mo edit | delete
7 Type Type Text Mo Yes Mo Mo Yes edit | delete
8 Physical Description Format Text Mo Yes Mo Mo Mo edit | delete
9  Institution Fublisher Text Mo Yes Mo Mo Mo edit | delete
10 Collection Guide gflatiun-ls Fart oyt Mo Yes Mo Mo Mo edit | delete
11 Project Note None Text No Yes No  No Yes edit | delete
12 Country of Creation MNone Text Mo Yes Mo Mo Mo edit | delete
13 Copyright Status Rights Text No Yes No Mo Yes edit | delete
14 Copyright Statement Rights Text Yes Yes Mo Mo Mo edit | delete
15 Convrinht Hidr Rinht= Tewt NA Ves N Nn NA [move tn w0l adit | dalate




Workflow



Workflow

Start recording metadata now in the Metadata Worksheet

29



) L s i I Ihdrp_handbook appendix fl1]xls [Read-Only] [Compatibility Mode] - Microsoft Excel - =
\

| Home : Insert Page Layout Formulas Data Review View Add-Ins Acrobat '@:‘ - B
ij * Arial vl ~ |,||.'1 | = §§||§£| |[§_i] General - = & ﬂ gé S=Insert ~ Iz - ﬂ lﬁ

- . e = % Delete - || [§]
« 5|07 ufE]o- A e wE | s B Formatting ~ 4 Table - Styles - || (S1Fomat = || 2= Fiter~ seiect~
ioard & Font P Alignment P Mumber ] Styles Cells Editing

A2 - (- fx | abc_123
A | B 95 D ' E

Identifier Title Creator " Date Created 'Date Publish
abc_123 Photograph of Amanda Preuss on cross- Unknown 1911 January 14

country road trip

See LHDRP Handbook,
Appendix F

abc_101 .Photographic postcard of P. Simoni & Sons  McMenamins Foto Co. 1915
General Merchandise store and gas station

abc_103 Map of Sacramento : principal automobile California State Automobile 1964
routes through City of Sacramento, [ca. 1922] / Association
copyrighted by the California State Automobile
Association

» M| |HDRP Metadats Worksheet | Sample - Simple Objects . Sample - Compound Object - %Ml [
" e TR T T e ey —




= lhdrp_handbook_appendix_f - Windows Internet Explorer,

@;f - |ﬁ, htkps google,cam Vl % | *1 || X "-"l

File Edit Wiew Favorites Tools  Help

. op Favorites | 55 @ AIM Express

€ Ihdrp_handbook_appendix_f ﬁ * &

Mail Calendar Documents Photos Reader Web more ~ adrian.turner@ucop.e«

GOUSI€ docs lhdrp_handbook_appendix_f & Private to only me Saved & Sl

File Edit View Inset Format Data Tools Help

= w0 A Flv gh 5 % 123« 10ptv B Ak A~ M- [~

m
4
4l
1
4
-‘

Formula: |dentifier || show all for

. A B C D E
|ldentifier | Title Creator Date Created Date Published Desc
|

1
2
3
4
g
6
T
8

Google docs

9
10
11
12
13
14
15
16
17
18
19

< |
LHDRP Metadata Worksheet|~] Sample - Simple Objects  Sample - Compound Object a |dentifier



Workflow

Start recording metadata now in the Metadata Worksheet

Once you’ve received your initial images from Luna, begin
loading the images (and Metadata Worksheet) into
CONTENTdm client

Continue cataloging through 2012

In ca. May 2012, the CDL runs an export from CONTENTdm
(“CONTENTdm Standard XML flavor)

CDL transforms the export into Metadata and Encoding
Transmission Standard (METS) files (using freebie tool at
http://sourceforge.net/projects/seventrain)

CDL loads the final digital objects into access/preservation
repositories; publishes in OAC and Calisphere

Continue using CONTENTdm (via Califa’s service) and/or
run an export incorporate into your local system

32



What You’ll Need to Get Started



What You’ll Need to Get Started

LHDRP Handbook, Appendix D: CONTENTdm
data entry guidelines (gory details!)

LHDRP Handbook, Appendix F: Metadata
Worksheet (use now)

CONTENTdm client (use later)

34



Appendix E. CONTENTdm Field Requirements: Data Entry Guidelines

The following tahle 1z keved to particular fields in vour CONTENTdm Acouisition Station Media
EditoryProject Spreadsheet. It prowdes the following types of specifications for particular types of data that
should be entered in those fields:

o A description of the field, and ouidelines for data entry. The following abbresiations are used when
referring to content standards:
o AACRZ Amglo-American Cateloging Rudes, 2nd ed. revised
<http e aacr 2 orgfaccess himl =
o DACE Describing Arclives: A Chntent Stamdand
<http Swwrw archivists orgf/cataloopub Detatl aspPobject]D=1279 =
o GM: Craphic Materials: Rulps for Deseribing Original fems and Historical Colleckions
<http S loc. oowrriprint'omd GralatWEE pdf and
hittp Siwramar ttemarc. comdcrs/orph0199 htrm>
o CCO: Cakaloging Cultural Objects: A Guide to Deseribing Culbiral Works and Their
Images <httpwwrw wraweh. org/coowebindes himl>
» Status: Indicates whether the data must be provided, or does not need to be provided in some cases.
The following nomenclature 15 used:
o Required: dlways provide this date. Do not leave this field blank
o Mandatory if applicable: Frowide this data only if vou mamtam this information or if it 12
avatlable. Otherwize leave the field blank
o Preferred: Itis not absolutely necessary to provide this data, but we prefer that vou provide
it i order to facilitate access to your objects.
* Repeatable?; Indicates whether or not vou may provide multiple, additional data values m the same
field or not. Use semicolons to separate multiple data walues m fields designated as "Repeatable".
* Examples: Dataentry examples.

Mote that these data entry gudelines assume that you are familiar with vsing youwr CONTENTdm Acquisition
Station to create metadata. For general mstructions, refer to your CONTENTdm training matenials. For
specific instructions on use of controlled wocabulary fields in vour Acquisition Station (e g, admmistering
the controlled wocabulary, adding headings, etc)), refer to Exercises 3 "Import Files" (see section pertaming
"Add Metadata") and 5, "Administermg the controlled vocabulary” m your CONTENTdm traming materials.

Identifier

The unique root identifier for the digital object, supplied m yvour Scarssing Srventory Racking Shp (which
ywou will generate for each shipment of ohjects to Northern Micrographics; see Section 4.2.3). The following
three elements comprize the identifier:
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Appendix E. CONTENTdm Field Requirements: Data Entry Guidelines

The following tahle 1z keved to particular fields in vour CONTENTdm Acouisition Station Media
EditoryProject Spreadsheet. It prowdes the following types of specifications for particular types of data that
should be entered in those fields:

o A description of the field, and ouidelines for data entry. The following abbresiations are used when
referring to content standards:
o AACRZ Amglo-American Cateloging Rudes, 2nd ed. revised
<http e aacr 2 orgfaccess himl =
DACE Deseribing Arclives: A Chntent Stamdand
<http Swwrw archivists orgf/cataloopub Detatl aspPobject]D=1279 =
G Graphic Materials: Rules for Describing Oviginal fems and Historical Collections
hitp Jfwrerer loc, oowinn protf ol Grab atWPE pdf and
Sfurarwy ttsmarc. comders/orph0199 htm=
O Catloging Culbiral Objects: A Guide o Describing Culiinad Works amd Their
er <httnwww. vraweb org/coowebitndex html>

+ 5t ates whether the data must be provided, or does not need to be provided m some cases.
Th nomenclature 15 used:
ed: Ahways provide this date. Do not leave ths field blank
ory if applicable: Prowide this data only if vou maintam this mformation or of 1 15
Otherwize leave the field blank
: It1s not absolutely necessary to prowide thiz data, but we prefer that you provide
facilitate access to your objects.
* R tes whether or not vou may provide multiple, additional data values m the same
fir irnlons tn senarate ronaltinle data walies 10 fields designated as "Repeatahle".

 Indicates which content or

o your CONTENTdm Acquisition
value standard to use for data |Tin raining materiats. For
1011 S_tat1l::|n {e.g, a_dmjmstem_lg
values NN i i el
* Also provides a redux

version of cataloging rules

Erventory Facking Shp (which
ee Section 4.2.3). The following

three elements comprize the identifier:

Close Full Screen



Appendix E. CONTENTdm Field Requirements: Data Entry Guidelines

The following tahle 1z keved to particular fields in vour CONTENTdm Acouisition Station Media
EditoryProject Spreadsheet. It prowdes the following types of specifications for particular types of data that
should be entered in those fields:

o A description of the field, and ouidelines for data entry. The following abbresiations are used when
referring to content standards:
o AACRZ Amglo-American Cateloging Rudes, 2nd ed. revised
<http e aacr 2 orgfaccess himl =
o DACE Describing Arclives: A Chntent Stamdand
<http Swwrw archivists orgf/cataloopub Detatl aspPobject]D=1279 =
o GM: Craphic Materials: Rulps for Deseribing Original fems and Historical Colleckions
<http S loc. oowrriprint'omd GralatWEE pdf and
hittp Siwramar ttemarc. comdcrs/orph0199 htrm>
o CCO: Cakaloging Cultural Objects: A Guide to Deseribing Culbiral Works and Their
Images <httpwwrw wraweh. org/coowebindes himl>
» Status: Indicates whether the data must be provided, or does not need to be provided in some cases.
The following nomenclature 15 used:
o Required: dlways provide this date. Do not leave this field blank
Mandatory if applicable: Prowide this data only if vou maintam this mformation or of i 15
avatlable. Otherwize leave the field blank
Preferred: Itiz not absolutely necessary to provide this data, but we prefer that vou provide
i order to facilitate access to your objects.
2. Indicates whether or not you may provide multiple, additional data values m the same
Use seticolons to separate multiple data values m fields designated as "Repeatable".
ata entry examples.

Mote

e PRI

gmdehnes assutme that you are famjhar Wlth using your CONTENTdm Acquisition

MTENTdm traming materials. For

Indicates if data values are ption Saton e ) hnsiserne
required (10 total — 5 of your CONTENTdn training raterials

which are “constant”),
man d ato ry’ or p refe Fre d ning brventarylFacking Slip (which

hics; see Section 4.2.3). The following
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Appendix E. CONTENTdm Field Requirements: Data Entry Guidelines

The following tahle 1z keved to particular fields in vour CONTENTdm Acouisition Station Media
EditoryProject Spreadsheet. It prowdes the following types of specifications for particular types of data that
should be entered in those fields:

s A desc hrewiations are used when
referrin

° Indicates if multiple data
° values can be included In .

Historica! Collections

] = -
a given field
o el Warks and Their
_veh orgiccowehfindex hirnl >
* Status: Indica € data must be provided, or does not need to be provided m some cases.
The followin & 15 used:
o Re V5 provide #iis date Do not leave this field blanl

if applicable: Provide this data only if vou mamtam this mformation or if it 12

e. Otherwise leave the field blank.

ferred: Itis not absolutely necessary to prowide this data, but we prefer that you provide

it i order to facilitate access to your objects.

* Repeatable?; Indicates whether or not vou may provide multiple, additional data values m the same
field or not. Use semicolons to separate multiple data walues m fields designated as "Repeatable".

* Examples: Dataentry examples.

Mote that these data entry gudelines assume that you are familiar with vsing youwr CONTENTdm Acquisition
Station to create metadata. For general mstructions, refer to your CONTENTdm training matenials. For
specific instructions on use of controlled wocabulary fields in vour Acquisition Station (e g, admmistering
the controlled wocabulary, adding headings, etc)), refer to Exercises 3 "Import Files" (see section pertaming
"Add Metadata") and 5, "Administermg the controlled vocabulary” m your CONTENTdm traming materials.

Identifier

The unique root identifier for the digital object, supplied m yvour Scarssing Srventory Racking Shp (which
ywou will generate for each shipment of ohjects to Northern Micrographics; see Section 4.2.3). The following
three elements comprize the identifier:
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Title

A succmct wdentifving name for the resource,

o Transcribhe the formal title of the rezource or supply a title, if necessary. Refer to one of the following
content standards, if pozsihle, for guidance on data entry:
o AACRZ Chapter 1.1
o DACE Chapter 2.3
o GO, Chapter 1.0 <http werw ttemnare. com'crsforph001 1 htm=
o CCO, Chapter 1.2.2 <httpffwranw vraweh. org/CCOweh/B-Chapl -Ohject® 20 M aming-
28Feh0s pdf-
o If your institution does not currently utilize a content standard, then follow these general guidelines:
o Ifthe resource has a formal title, transcribe it exactly as it appears.
o Ifyouneed to supply a title:

»  For a sinple digital object, all titles should typically contain at least the following two
elements: a nate (e.g., name of the indrridual or the organization pritarily responsible
for the creation of the onginal resource);, and a characterization of the nature of the
resource (e.g., a formfgenre term such az "photograph”, "diary”, etc.). Cptionally,
mclide as a third element a charactenzation of the primary topic represented in or by the
rESOULCE.

*  For compound digital objects where you are describing components at more than one
level, for example, a scrapbook and ndividual photo graphs within that scrapbooks the
supplied title for the compound object as a whole (the scrapbook) should follow the rules
for a simple digital object. For example, "Mary Jane Sruth high school scraphook”.

*  For mdividual components (the photographs) within the compound object,
supply a succinct label only to facilitate wewangmavigation of the object (for
example, "page 1", "page 2", etc.; or "photo 1", "photo 2", etc.).

Status: Required
Fepeatable?: Mo
Examples:

Formal titles
» Two dancers on astage/ Frasher Foto [Note: tramscribad according to AACR2]
* The Roclky Mountains, emigrants crossing the plains [graphic] £ F F. Palmer, del [Mote: frapscribed

..................................

aecording to AACRZ ]

Supplied titles
s [Phoerox] / Ben Shahm [Note: supplied acconding to AACRZ]

» Jane Doe photograph of Orange Theater [Mote: sippliad aocording to DACE]
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Recommendations
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Recommendations

Don’t include line breaks, list formatting, text formatting (bold,
underline, italics, subscripts, etc.)

Not well-supported in Dublin Core encodings

Your metadata may be re-used in different contexts, and
won’t always look the same

Replace special characters (smart quotes, diacritics, non-Latin
characters, symbols, super- and subscripts, fraction signs)

Use simple text equivalents

San José = San Jose
“Smart quotes” = "Simple quotes*

Or use UTF-8 or UTF-16 character references (see LHDRP
Handbook, Appendix E)
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Recommendations

Streamline cataloging: capture information early and often
(e.g., record copyright status when selecting objects) — use
the Metadata Worksheet!

Good descriptive metadata records can be lean — “good
enough” Is OK!

Treat aggregations of similar stuff (files, related
slides/photos, etc.) as compound objects

Benchmarks: average time creating metadata, per object —
last year’s responses: <1 hour (75%), >1-5 hours (25%)

Document your local practice to ensure some encoding
consistency

Think about re-use outside of your institution’s context
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Additional Resources

Baca, Murtha, ed. Introduction to Metadata
<http://www.getty.edu/research/conducting_research/standards/intrometa

data/>

Dublin Core Metadata Initiative. Using Dublin Core
<http://dublincore.org/documents/usageguide/>

OCLC. Best Practices for CONTENTdm and other OAI-PMH Compliant
Repositories <http://www.oclc.org/gateway/support/best_practices.pdf >
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