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To Save space in your library 

To preserve information on older formats 

To make that information more accessible to 
more people 

To make your institution more discoverable 

 



Audience (affects the scope of collections, 
metadata schema, subject classification) 

Collections 

Technology and equipment 

Administrative support (budget, staffing) 





Images and Document need image-capture 
devices like scanners and digital cameras 

Analog Audio and video need media players 

Film needs certain types of projectors and 
digital video capture devices 



Book scanner 

Form-feed scanner/copier 

Regular photo scanner 

 



Digitizing of fragile papers and 
photographs must be done on a 
flatbed scanner—not form-fed. 

Larger Objects can be digitized 
with a digital camera and special 
tripod 



Reel-to-reel player 

Record player 

Cassette player 

CD players 

Cables 



Make sure equipment has an audio output 
somewhere.  

RCA Outputs 

Headphone output (Adapter?) 



VCR 

U-Matic player 

Professional Betacam player 

Other types or players? 

Analog to digital converter 

VHS to DVD combo 

 



Telecine machines run the film 
through a projector with an 
integrated video recorder to 
covert it into a video format 

Film transfer screens allow 
you to project the film on a 
screen which enables the 
image to be captured by a 
digital camcorder  





 

Adobe Acrobat for scanning and creating PDFs 

Photo manipulation software - PhotoShop 

Digital Photo asset management software - 
Adobe Bridge 

Scanning Software  - Silverfast 

Format conversion software (open source): 
FormatFactory (videos also); Spesoft Image 
Converter (still images); Audacity (audio); Sound 
Forge (audio) 

 





Optical Media – CDs and DVDs 
CDs-700 MB; DVDs-4.7 GB 

Keep in stable environment (20-50% RH; 40-73° 
F) 

Do not mark on them 

Handle by the outer edges or the center hole 

Keep out of direct sunlight and UV light 

Store vertically in separate cases or envelopes 

 



 

Servers 
Multiple drives to run multiple back-ups 

Expandable RAM 

Uninterruptable power supply (UPS) 

Climate controlled room (65-80° F) 

 

 



Servers with disc images 
of each optical disc 

Server with 
preservation copies of 
digitized files 

 



Digital Libraries: 
Open-source: DSpace, Omeka, KORA, Fedora, 
Greenstone 

Commercial: CONTENTdm, Luna 

Pros and cons  

Best practices: digital reformatting, procedures, 
specifications, metadata, workflow, digital 
curation 

Backup, disaster planning 





Scan documents to PDF. Run OCR text 
recognition and convert to PDF/A 

Scan as a TIFF file at 600 ppi at 100% size, 
4824 bit Color 

Image on Access Interface (website) should be 
72 dpi 

Preservation audio files should be WAV files and 
access versions of Audio files can be MP3 

Preservation video files can be AVI or QuickTime 
format and the compressed files can be MPEG. 
50 seconds of  uncompressed video = 1 GB storage. 

 





Size (px, in, cm/mm)/resolution (ppi)  



Time-saving solutions for mass-digitization projects 

Conversion (from 
TIFF to JPG 
Run various 
actions (macros) 
Batch resize 



Time-saving solutions for mass-digitization projects 

Bulk renaming 
Seriating 
Auto-dating 



Choosing the appropriate schema 
Dublin Core, VRA, JurMeta, CDWA (Getty) 

MARC 

Classification systems: 
Library of Congress, Dewey, MeSH 

Hicks, Schiller (law materials) 

Best practices: digital reformatting, procedures, 
specifications, metadata, workflow, digital 
curation, migration, backward compatibility 

Promoting your collections 





Metadata can be 
added to documents 
through Adobe 
Acrobat while in the 
scanning process 



Metadata can be added to images while in the 
scanning process. 



Caption, Keywords, Photographer or creator of 
Document, Object Name, Copyright Notice  



PhotoShop allows metadata to be added via the 
File File Info window 



Adobe Bridge 
allows metadata 
to be added to a 
group of digital 
objects, by 
allowing the 
user to “create” 
a metadata 
template 



That Metadata Template can be applied to a 
group of digital objects 



Once the Template is applied to 
all selected digital objects, they 
all contain the same metadata.  
Individual fields can be edited 
later to add data that is specific 
to that object. 

Templates can be used over and 
can be modified by “editing” 
the template in Adobe Bridge 



Excel worksheets 



Audio Metadata can be added in Audacity 





Database software like FileMaker Pro or 
Microsoft Access 

Record ID number matches the scanned item’s 
name 

Container field shows photo of object 

Record shows where digital version can be 
found 

Database can be published on the Web, or 
exported to a spreadsheet program like Excel 

 

 



Image and Audio database 
examples 





With a link to the digital 
collection online 

 

Blog on your institution’s 
website 



Publications like newsletters – print and 
electronic 



Virtual Exhibitions 



Virtual Museum (Toledo’s Attic) 



Social Media posts  

 



Social Media 



Source: Life Cycle Models for Digital Stewardship, Library of Congress 





Deed of Gift addresses copyright 

 
“In addition, the parties agree that: 

  

1. The Donor transfers ownership of his/her records or papers to 
the Repository, including all copyright and literary rights, which 
the Donor holds in them.” 

 

When a photographer of an image is identified, 
the photographer is either contacted or 
credited 

 
 



Previously published items that are integral to a 
collection fall into “fair use” guidelines 

HOWEVER 

Magazine and journal articles that are NOT from 
non-profit or scholarly associations should 
probably be left out of your digitizing project. 
Remember, these are available elsewhere! 



Contact information 

 
Mary Wallace 

(313)577-4864 

maryjwallace@wayne.edu 

Arjun Sabharwal 
419-530-4497 

arjun.sabharwal@utoledo.edu  
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