Requests submitted
through Form, Email,
Phone, In-person

Start Process

Digitization Manager
receives request

digitized?

This includes

powerpoint,
publication

usage such as
web, or print

Already —No

Yes

Determine project need

and purpose

Project Digitization - Not A/V

Identify the project \1

Dependent on usage and donor

restrictions.

If there are restrictions, it will
impact access within DC

4

[

deadline

Evaluate rights

1

Factor to consider:

once.

« To reduce potential damage by handling or light, scans of
original art and/or fragile materials should only be done

« Will others be likely to want to see/use/discover this item?

« Providing a more affordable service for patrons. Faster
and less costly for items that are already digitized.

« Improve discoverability of our collections

[
N

(Determine Hi-Res vs.

Hi-Res
Workflow
Determine the location
of digitized files (K-
L drive/DC)
\ 4
Y
Digital file(s) delivered to Research items location
requestor

(Box/Third party Transfer
Service, or J-drive)

End PI'OCESD(;
A

Create a Lo-Res copy

to deliver to requeste

r

Add Lo-Res derivative
of image to PP record
(Include D#s)

Notify project requester
that the project is
completed

Numbered if
necessary

\

Lo-Res needs

Consult with P&D or Exhibits team

sent to Conservation)

(if original art, unique to BICLM, or another
substitute cannot be found, more likely

N

Retrieve items

\
N

Evaluate condition

Need spreadsheet
template from MI

Files used to be ingested in D#
order; Ml processes may be
ingesting them out of order

requestor

Digital file(s) delivered to

(Box/Third party Transfer
Service, or J-drive)

\

Metadata

preadsheets
completed and placed on K-
drive for ingest by Metadata

onservation is
necessary?

GAP:

With the halt in
Copyright processing
the ingest of assets
into Digital Collections
has come to a stop.

]

Initiatives into DC

If preserved, files are placed
on K-drive for ingest by
Metadata Initiatives into DC

h
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Store image in
PastPerfect

e ™ e
Delete files from J-drive [«
N J N
( 4
Delete files after
requester confirms <

receipt

A\

File(s) delivered to
requestor via email

~
Store on J-drive
(No D# assigned) es
J
N - -
Public Services Manager
or students scan items on No
the MFD or using Adobe
) PDF

—

Reasons for projects:

Teaching

Student-driven (practicums, class projects, etc.)
Digital Exhibition

Physical Exhibition

Social Media

Curator talks

Blog

Press/Marketing

Donor-driven

Grant-driven

Item to be loaned

Thumbnails for PastPerfect original art and artifact
database

Representative images for Finding Aid
Preservation-driven (fragile, at-risk materials)
Other projects

May include unframing,
unbinding, fastener removal

\

Yes

>

Iltems are sent to
Conservation for
treatment

GAP:

No insight into
whether items

on K-drive will

be ingested into
Digital Collections

I‘ Store on J-drive P
L (Assign D#) J‘

Digital files were stored on
J-drive but should be stored

on K-drive

Physical Preparation

Determine placement
on priority queue

GAP:

No longer permitted
to ingest digital assets
into Digital Collections

PastPerfect

Project?

>

GAP:

Items on H/J-drive
don't have a path
to preservation

Hi-Res
Digitization Manager or
students scan the item on
L the BetterLight
Lo-Res

BICLM staff or studentJ
photograph items J

A





    

