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FLORIDA INTERNATIONAL UNIVERSITY This Standard Operating Procedures Manual was developed for

L T B R A R T E S internal staff use at the Florida International University Libraries.

Y Y While we have done our best to accurately document the processes
] ] t and procedures used at FIU to ingest digital entities into the DigiTool
COLLECTIONS CENTER

Digital Asset Management system maintained by the Florida Center
for Library Automation (FCLA), we do not guarantee that this

manual is free of errors or is directly applicable to other institutions.
Furthermore we do not warrant that this manual contains definitive,
authoritative information about DigiTool. We refer users to the

FCLA site (http://www.fcla.edu/dlini/dlinipg.html) and the Ex Libris
Documentation Website (http://docs.exlibrisgroup.com/docportal/
logon.php) for official information about DigiTool and its features and
functions.

Any questions or comments about this Standard Operating Procedures Manual may be directed to us at
the following address:

Digital Collections Center
Florida International University Libraries
GL823, University Park, Miami, FL 33199
Phone: 305/348-6708 E-mail: dcc@fiu.edu
URL: http://digitalcollections.fiu.edu/

© 2009 Florida International University.
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FIU SOPs for Meditor & DigiTool 1

Ingest Workflow # 1: File stream with no relationships

This workflow is used to create a simple record with one file and no relationships. The second part of
the procedure shows how to create a Dubin Core record to add and edit metadata. The final two screen
shots show the record as it is seen online.

Click once on “Ingest” on the left grey sidebar.

Select “New Ingest Activity” on the top menu and it opens to “Enter Activity Parameters” (Step 1).

To start the creation of the record, enter a “Name”.

Under “Ingest Type”, select in the pull-down menu “File stream(s) that will be loaded with no relation-
ships”.

Under “Please Select Chain” select “Template Task Chain” and then “Empty Chain” in the pull-down
menu.

Click on “Next” to continue.

v DigiT ool Object Manager - Version 3.0 Unit: FIUOT [FIUOT) Connected to server: digitoolt.fcla. edu:6881 [3..) User: SOLIVELLA
DigTool Object Metadata (' View Services Help [?]
E2fl AR R S
tngust |

Folders lENerw Ingest Activity ) IngestFlows | Task Chain | Upload User: SOUVELLA  Admin Unit: [FILO1] florida international universty & ‘2
:f'nter Activity Parameters>
Please Select Chain:

Name * [Workflow # 1, test 1 ] @ Template Task Chain
ol * [Fibe stream(s) that vl be loaded with o relationshps | © New Task Chain

€ user Defined Task Chain

Scheduling @ A Soon As Possible
C scheduled Date: [ | 3 Please Select Chain
Time: Ix -I . Im .I(‘ am C pm |Eﬂ'¢tychan
Thumbnal Creation Only

Techrical Metadata Extraction Only
Assign To |SOLIVELM 'I Add Matadata Only

Attribute Assigrement Only
Full Text Extraction Only
Note =] Add History Event Only
T#f To Jp2000 Only
Remote Stream Linkage
;l Thumbnal Creation, Technical Metadata Extraction
Techoical Matadats Extraction, Add Matadsts

l Next > ” Cancel

© 2009 Florida International University.



2 FIU SOPs for Meditor & DigiTool

“Create a New Task Chain” (Step 2) will show up. Nothing needs to be done here, as the task chain
selected in Step 1 was an “Empty Chain”.

Click on “Next” to continue.

“2 DigiT ool Object Manager - Version 3.0 Unit: FIUOT (FIUODT) Connected to server: digitoolt.fcla.edu:6881 (3..) User: SOLIVELLA

DigTool Object Metadats |~ View Sevices Heb [?]

£ ARRE

Folders | [New ingestActivity | IngestFlows | TaskChain | Upload  User:SOLIVELLA  Admin Unit: (FIUD1] florids internationd uriversty () 7
0, - 20,04

All Tasks Selected Tasks AV

Create a New Task Chain

Premis Matadata Creation with P1 Task Name

Technical Metadata Extraction

Add Metadata

Control section Attribute Assignment
Full Text Extraction

Add History Evert

T#f To Jp2 Converter

Remote Stream Download
Thumbnal Creation

< Back ” Next > ” Cancel |

£ 2007 Ex Ubris ;'

0 g ‘ , _ _ FEY

Ingest Workflow # 1: File stream with no relationships
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“Parameters” (Step 3) will show up. Nothing needs to be done here, as the task chain selected in Step 1

was an “Empty Chain”.

Click on “Next” on continue.

User: SOLIVELLA

v2 DigiT ool Object Manager - Version 3.0

Unit: FIUO1 (FIUOT)

Connected to server: digitook.fcla.edu:6881 (3..)

DigTool Object Metasdats |~ View Sevices Heb [?]

|

A B E

Folders | New Ingest Activity | IngestFlows | Task Chain | Upload

User: SOLIVELLA  Admin Unit: [FTU01] florida international university @ T 8

Parameters

Transformers

Digital Entity Template
Please select file location:

Descriptor File

Tasks

Loading

Core Digital Entity Loader

0,0, - L0,

Islroie_emky.ml El (File has not been uploaded to servert)
I Local Files 'I
I Browze. . (File has not been uploaded to server!)

=

<Back |[ Next> ][ cancer |

oo

FER R

© 2009 Florida International University.
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4 FIU SOPs for Meditor & DigiTool

“Upload Files” (Step 4) will show up. This is where the file is uploaded to the server.
Select the file by clicking on the small box next to the name. An ‘X’ will appear.

When ready to upload the file over to the server, click on “Send”.

72 DigiT ool Object Manager - Version 3.0 Unit: FIUDT (FIUOT) Connected to server: digitookt.fcla.edu:6881 (3..) User: SOLIVELLA
DigTool Object Metadata o1 View Seivices Hep

B[ ] ARBE

Folders | New IngestActivity | IngestFlows | TaskChain | Upload  user:SOUIVELLA  Admin Unit: [FILO1] florida internationd universty ) T o

0,00, 4

Upload Files Select file

Local Files \ ServerFiles Remote File Uploaded to Server

5 (& Desdop Al Select Al | DesslectAl @\
“ " Ceremorial Practices of .., A .
L click here

) D My Documents
[ Geoige Edgar Mesnck

* Q My Pictures
=% My Computes

J 3% FLOPPY (&) [0 Pre-Flagles Influences
)< HARD DISK (C:)

@ DVD Diive () [0 The Epispocal Church in...
(5 Audo CD (E:) [0 The Caloosa Vilage Teq...
B3 Soria’s EX(G:) [0 General Problems of Flor.
=03 FIU exterl H) [0 Pre-Cokumbian Man

0 autoun 0 To Miami 1830 style
O Dighool Issues 0™ The History of Air Trans..
Management @ O Documents 0" An Annolated Check Lis
) Dorsey Packages D;Smﬁmﬁmc«\
g4 ElU Tiening [0 Herny Perrne, Pionesr
) Medtor Examplas -
- nga | |0 Focd Frants of the Deso..
® \j My Metwiork Places
P S .

[ <Back || Finish |[ Activate || save chain || cancet | T

Ingest Workflow # 1: File stream with no relationships
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A window will come up to verify that the file is transferring.

Folders | ‘NewIngestActivity | IngestFlows | TaskChain | Upload  user:SOUVELLA  Admin Unit: [FIU01] florids interationd uriversky (8 7

0,0,60; - 4

Upload Files

Local Files Server Files  Remote Files
EI? Desktop

#J My Documents

#¢7) My Pictures

E My Coemputes

| )< HARD DISK (C))
| [ DVD Diive (D:)
- W Audo CD (E))
. B3 Sorias EX(6)

I[ Finish ” Activate ” Save Chain ”

© 2009 Florida International University.
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A smaller window will notify you that the upload is complete.

Folders | New IngestActivity | IngestFlows | TaskChain | Upload  user:SOUIVELLA  Admin Unit: [FIUO1] florids inkernationd uriversty @) 7

0,0,6, -4

Upload Files

|l.ochles \. Server Files

= (@ Desktop

® ) My Documents
= My Pictures
B. -

My Coemputes

| B BFLOPPY (&)

| [ < HARD DISK (C:)

| B DVD Diive D7)

| B4z Audo CD (E)

. @[3 Soria’s EX(G))

B2 FIU extend (H)
) autorun
{2 Dighool Issues
@ 3 Documenits
O P T
3 aning W Close

=)
[ B W
@gMyNuvalms
s Liciood N

| <Back |[  Finish || Activate || save chain || cancel

Ingest Workflow # 1: File stream with no relationships
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You will see the selected file is now to the right section under “Uploaded to Server”.

The final step in this ingest section is to click on “Activate”. This will ingest the record.

“4 DigiT ool Object Manager - Version 3.0 Unit: FIUO1 (FILD1)
DigTool Object Metadata © ' View Services H*

Connected to server: digitoolt.fcla.edu:6881 (3..) User: SOLIVELLA

< Back rmSnvc Chain ” Cancel ] [
B ST

Elll X B E
foasa |
Folders | NewlIngestActivity | IngestFlows | TaskChain | Upload  user:SOUIVELLA  Admin Unit: [FIUO1] florids internationd universky G T
020,07 ‘ 3
Upload Files
Local Files \ ServerFiles Remote Files
&1 (@ Desktop B Select Al | Deselect Al | Sed | 1 Ceremonial Practices of the Modern
® g My Documents — eminoles.pdf
#{7 My Pictures - Letemonial Practices of ...
=g My Computes D:_{Geugeto,.
@S 3% FLOPRY (&) 0 Pre-Flagler Influences
1% HARD DISK(C) "% Bradish W, Johnson, Ma It will end up here
# j DVD Diive D) 0" The Epispocal Church ...
@1-{) Audo CO (E:) 0" The Caloosa Vilage Teq
&'g;wmmﬁ'l [0 General Problems of Flot
e U exterl (H:) 0= Pre-Cobumbian Man
Q autoun 00 ToMiami 1890 stle
=] g-gtodlmes 00 The History of & Trans.
w0 e ad"“ 0% An Annotated Check Lis
i I3 % Scene Plark Reniriscen
#-) FIU Training -
2 Mediol Exangies 0 Henty Perrine, Pionesr
@& Wol B [ Food Plants of the DeSo
= \j My Metwork Places
g Reyceta .
click here to Activate so the record will ingest

H

Paoal ae@a x

© 2009 Florida International University.
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Add a Dublin Core metadata record to the digital entity

To check that the ingest is a success, click on the “Success” section.

The new record will be at the top of the list.

In order to edit a record, you will first need the PID.

Click on the “ing” number (in this case it’s ing2065) under the “Id” column to get the PID number.

User: SOLIVELLA

v2 DigiT ool Object Manager - Version 3.0

Unit: FIUO1 (FIUOT)

DigTool Object Metadats | View Sevices Heb [?]

Connected to server: digitook.fcla.edu:6881 (3..)

I A RBE
togeut |
Folders | New ingestactivity | IngestFlows | TaskChain | Upload  user:SOUIVELLA  Admin Unit: [FIUOI] florida inkernationd uriversky @) T =
Not Scheduled (0) Full'Spit Mode: B Filter: [a1 =] Ssort By:[creationDare =]
Search
ik Scheduled (0) g2
r% R (0) # Id Activity Name Task Chain Name Actions
x
Collections ‘I --» Worlflow # 1, test 1 { Empty Chain C) @
2. 2062 Sonia workflow#2 test 7/ 4-... Thumbnail Creation Orly X) 5
F. 2 3. ng2061 Sonia workflow# 2 test 6] 4-... Thumbnai Creation Oniy x) 6
4, ngz060 Sonia workflow #2test 5§ ... Thurbnai Creation Only x B
s, ngz03 Sonia Thumbnal test 2 3-31... Thumbnai Creation Only ® ©
6. 2033 Sonia thumbnail best - 33... Thumbnail Creation Only x) )
7. ng2032 workflow_4_3 chain_31.03.08.12.18.51.815 )
8. nqz031 Sonia thumbnail best 3-31-08 Thumbnail Creation Orily x) 6
9 ngz030 workflow_d_test2 chain_31,03.08.9.40.48.227 x) )
0. nq2029 Sonia 4th Document Thumbnail Creation Only x)
If the ingest is a "Success" it will end up in this section and you can see it in the list
© 2007 Ex Libris ;I
S — R —— e — T — T — S —— e — - —
wama RN R=2E3

Ingest Workflow # 1: File stream with no relationships
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The PID number will appear. Record this number, as you will need it later on.

; http: //digitoolt fcla.edu: 1801 - DigiT ool - Management - Microsoft Intemet Explorer

Find: Ing2085 | ey:[an ¥ scin unit [ unns =l GV search

@ secarch: ng2065', Display: 1-1 of 1

L Delivery Metadata PID Label Note Usage Type Entity Type Mime Type Created By Creation Date Modification Date
1 = B -‘Ji emonial Practices of the... VIEW opplicationpdl  creator SOLIVELLA 04022008 044022008
PID #

K¢ ¢ >

© 2007 Ex Libris LI

wao GEER-R=2E3

© 2009 Florida International University.



10 FIU SOPs for Meditor & DigiTool

Click on “Editor” at the top left corner of the grey sidebar.
Enter the PID number at the top left. Then click on the arrow to the right.

Unit: FIUO1 (FIUD1) Connected to server: digitoolt.fcla.edu:6881 (3..) User: SOLIVELLA

1) Click here to edit

Ingest Workflow # 1: File stream with no relationships
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The “Control Values” screen opens up to the main section of the record.

The screen shot here shows default Control Values.
Unit: FIUD1 (FIUDT) Connected lo server: digitoolt.fcla.edu:6881 (3..) User: SOLIVELLA

Ceremonial Practices of the Modern Seminoles.pdf [
|
P on A |

Fill in “Partition A” and “Partition B”

Partition A: is the code name of the project/ collection name where this record will reside (Keep in mind
that Project Codes change from one project to the next. This example uses the code RTE for the
Reclaiming the Everglades project, but there are numerous other project codes in use by FIU Digital
Collections.)

Partition B: is the initials of the institution; in this case, it’s FIU.

© 2009 Florida International University.



12 FIU SOPs for Meditor & DigiTool

Once the Control Values are set as desired, click “Update”

Unit: FIUO1 (FIUD1) Connected to server: digitoolt.fcla.edu:6881 (3..) User: SOLIVELLA

4}

Ceremonial Practices of the Modern Seminoles.pdf

Ingest Workflow # 1: File stream with no relationships
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You can create various descriptive metadata records for a digital entity, such as Dublin Core, MARC, etc.
In this case a Dublin Core record will be created. Click on “Metadata”, then click on “Insert New
Metadata”, and then on “descriptive:dc” to create the Dublin Core record.

Unit: FIUD1 (FIUD1) Connected lo s

0 [?]

server: digitoolt.fcla.edu: 6881 (3..) User: SOLIVELLA

Seminoles.pdf

© 2009 Florida International University.
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Before you can edit any data, you have to add fields. Click on “Edit” and then “Add New Field"”.

“2 DigiT ool Object Manager - Version 3.0 Unit: FIUOT (FIUODT) Connected to server: digitoolt.fcla.edu:6881 (3..)

User: SOLIVELLA

I Jive:de 126932) WEHBROL
~trd Fich
Copy Selested Ficld ¥ = I 7] |
= 46549 Faste Sevected Fatd _I ! _I ks
B descrig | DESEGRESE F iz
Insent Snippet |Language _Data ]
Help on Field -
Fix record
Check record Culel)
Browse heatmas o ievcnnl atohases
View record’s editors
Last4 3 (13) |
46422
46423
46492 ¥
46493 _l
46451 = - — B
46452 ‘m | l 3.Tag "' I
46541 ViawRefrazh Objct »> I Fibe Name: Ceremonial Practices of the Modern Semincles.pdf. File Extenzicn: pdF. File Stz
46542 _:j
46543
46544
46545
46546
46547
Open on Local Diive (8)
Maniestations (0)
Inchides (0) =
Partol (0) =l
[¥0" O addNewNode =N B= 2

Ingest Workflow # 1: File stream with no relationships
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A new field can be added by using the pull-down menu. As many fields that are needed, can be added.

¥4 DigiT ool Object Manager - Version 3.0 Unit: FIUD1 (FIUOT) Connected to server: digitook.fcla.edu:6881 (3..) User: SOLIVELLA

DigTool Object Metadata Edt View Seivices Heb [?)
| Object: FIUD1 - 46549 1 descriptive:de [26932] fain) ) S)=s
?4(!549 L if-'k -3' R 12| ] [~ ]
i A Title = Cancel
= descriptive o:'::“ \ e
Sub
Derpton 4%& Data l
Description - Tabls of Contants = |
Description - Abstract =
Publisher
Contributer = -
e Click here on pull-down menu to start adding fields
Date Vakd
Date Available
Date Tssued
Date Modifed
Type
Format
Format - Extent 'I
LastAccessed (13) |
46422
46423
46492 v
46493 —l
46451 - - — B
46452 ‘m | l 3.Tag "' I
46541 Wiaw/Refrath Objact »> | File Name: Ceremanial Practices of the Modern Semincles.pdf, File Extension: pdf.  File Siz
46542 =
46543
46544
48543
46546
46547
Open on Local Diive (8)
Maniestations (0)
Inchades (0) ]
Patol (0) =l
Foal aE=N E= 283

© 2009 Florida International University.
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The final step is to click on the file cabinet on the top right; this will send the metadata to the server.

A smaller window will come up to verify that you want to save it.

“2 DigiT ool Object Manager - Version 3.0

Unit: FIUD1 (FIUOT)

DigTool Object Metsdsts Edt View Sevices Heb [?]

Connected to server: digitoolt.fcla. edu:6881 (3..)

User: SOLIVELLA

3 | Object: FIUD1 - 46649 / descriptive:dc [26932]

LastA d (13)

Open on Local Diive (8)

Mantestations (0)

Inchides (0)

Patof (0)

Jritie =

'l =l

(O B0 &
N

[oles

Coryce

T, Attrbute

Contributor
Description

Data

Robert F. Greanlee

Summar izes the religious beliefs of the Seminolefindians,
inchuding their ceremonial and medicinal practiced.

click here to save to server

x.ml’

|3.t.g fe |‘.r'

[ ViewiRairash Comet > I File Name: Ceremonial Practices of the Modern Semincles.pdf, File Extenzicn: pdF.  File Size

|»

Faal

Ingest Workflow # 1: File stream with no relationships
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Click on “continue” to save it to the server.

7 DigiT ool Object Manager - Version 3.0 Unit: FIUO1T (FIUDT) Connected to server: digitoolt.fcla.edu6881 (3..)  User: SOLIVELLA' J_-.[ﬂzj
DigTool Object Metadata Edt View Services Heb [P]

| Object: FIUD1 - 46649 1 descriptive:de [26932] OB

B | e 1 o o o

= descriptive [oles sazd ||

Contributor Robert F, Greenlee
Description Summarizes the religious beliefs of the Seminole Indians,
inchuding their ceremonial and medicinal practices.

Saving Metadata in Rapostory
ooor M (N |

va;lﬁw S—" click here to save to server

L 403) | Continua?

|»

46452 Lo |2 Ten T T
46541 Viaw/Refrazh Objct »> I File Name: Ceremonial Practices of the Modern Semincles.pdf.  File Extenzion: pdf. File Sia

Open on Local Diive (8)
Manéestations (0]

Inchides (0) =

Patof (0)

-l
s : _ : , : B8@a x

© 2009 Florida International University.
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18 FIU SOPs for Meditor & DigiTool

This is the final view of the record online. Note that the thumbnail image for this item is the default icon
from DigiTool. (The process for creating a custom thumbnail will be covered in Workflow # 2). Click on
the thumbnail to get the uploaded file. In this example, the file is a PDF but it could also be a JPEG image,
PPT file, MP3 audio file, and more.

; DigiTool - Results - Full - Microsoft Internet Explorer

Qoack - ) - (x] Z] | jIseach S cFavotes &) C3- 2 W - Fle Edt View Favotes Toos Heb L
Addtess [B) hitp://digiooh fcla edue 8881 /R/RFVNREIDU24RBXIIUSYVIFUBNYOI725KYGOPOMITEDLOVIGNEG.01365 =] [ Go  Links &) Filemal 8 Google ¥? Yahoo!

7 - Oy~ |web Search - [3 Bookmarks- [} Setings | ) Mail = ) My Yahoo! + | £ Weather ~ 4 aniiSpyr

" DigTool - Resuks - Ful || 4 a0 v (X |

PUBLICATION OF ARCHIVAL LIBRARY & MUSEUM MATERIALS

State University Libraries of Florida

Search | Results | Previous Searches | My Space | Login | End Session Help

Record 1 of 1 4 01
B =w
Objock o] - PDF Document (2 M)
), ]

Title Ceremonial Practices of the Modarn Semincles

cick here Description Summarizes the refigious beliefs of the Seminole Indians, including their ceremonial and medicinal practices
Contributor Robert F. Greeniee
PID 46549

Related collections
d Evergades Digtal Libeary > Reclaming the Everglades

State Universfty System of Florica | Publcabon of Archival Library & Museum Materials

Pleasze send quastions and comments 1o, palmm-mail @ufl edu -
® 2006 State Universty Library System of Florida
updated: November 16, 2006 =l
2] Done | | |9 Intemet

Ingest Workflow # 1: File stream with no relationships



FIU SOPs for Meditor & DigiTool

This is the DigiTool viewer showing the uploaded PDF document online.

3 htp: //digitooltfcla.edu: 1801 - DigiT ool Viewer - Miciosoft Interet Explorer

E DigiTool - Resource piscovery Close | Help | Print | ™ | Send | Save
View description: 2 ]

View options: &g Ceremonial Practices of the Modern Seminoles

SH & o oo -Ha~F -

|»

Ceremonial Practices

of the Modern Seminoles”
by ROBERT F. GREENLEE

r I \uE modern Florida Seminoles are descendants of the Indians who
remained in the Everglades after the close of the Seminole war
in 1842. One hundred years later we find a people radically

transformed both in material aspects of life and in their ideas and religious

customs. In this instance we are concerned with their ceremonial and
medicinal practices—vestiges of a much richer life which has vanished
due to the coming of white people in ever increasing numbers to what
was formerly a cloistered Indian world. To discover and record these
remnants of the Seminole’s former life before it disappeared forever from
the minds of the older generation was one of the chief objects of the

.o

; M|
€] Done T (@ nteme

© 2009 Florida International University.
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(This page left intentionally blank)

Ingest Workflow # 1: File stream with no relationships
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Ingest Workflow # 2: File stream with no relationships, custom thumbnail

This workflow is used to create a simple record with one file and no relationships, plus a custom
thumbnail produced from an image file provided by FIU.

A Dublin Core record will then be added to the digital entity after it is uploaded and ingested.

Click once on “Ingest” on the left grey sidebar.

© 2009 Florida International University.



22 FIU SOPs for Meditor & DigiTool

Select “New Ingest Activity” on the top menu and it opens to “Enter Activity Parameters” (Step 1).

piver: digitoolt Icla edu 6555 (3..) User: SOLIVELLA

Bl LR Sl

Folders @ New Ingest Actvity ™)) Ingest Fows | Task Chan | Upload User: SOUIVELLA  Admin Unit: [DTLO1) Special Collection @ 7 5
= a Click here to start a new ingest activity
¢ Enter Activity Parameters >

General: Please Select Chain:

Name -l @ Template Task Chain

Ingest Type: * [File stream(s) $hat wil be loaded with no relationships = € New Task Chain
€ User Defined Task Chain

Schedulng @ As Soon As Possble

€ Scheduled Date: | ) Please Select Chan:
time: [T 5 : [0E]C am € p [Pioase Select Task Chan =
Preview
Mt Assign To SOUVELLA ¥ iaTe 3 seTectTon from The v g~ |
Note 3

next > | cancer

Ingest Workflow # 2: File stream with no relationships, custom thumbnail
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To start the creation of the record, enter a “Name”.

Under “Ingest Type”, select in the pull-down menu “File stream(s) that will be loaded with no
relationships”.

Under “Please Select Chain” select “Template Task Chain” and then “Thumbnail Creation Only” in the
pull-down menu.

Click on “Next” to continue.

Dagl ool Object Manages

m 30 Unit: palem-test (DTLOT) Connecled to server: digitool icla edu 6555 ser. SOLIVELLA
DigTool Object Metsdats i~ View = - Heo|[?)
£ EEAC Sl
ozt |
Folders | New Ingest Actvity | Ingest Fows | Task Chan | Upload User: SOLIVELLA  Admin Unit: [DTL01) Special Collection @ 2 I
0
\

Enter Activity Parameters

3 : 1) Enter name of record ease S \ai:
%«""'/ ) é——sflf)' Select "Template Task Chain"
- [Wum with thumbnad and met Template Task Chain

T Ingest r',*pe:’ 'Flh stroam(s) $hat will be lbaded with no relationships 3 € New Task Chain

€ User Defined Task Chain
Schedulng @ As Soon As Possible
€ Scheduled Date: I | Blect Chan:
Time: m H mf‘ am € pm [ Thumbnail Creation Only ‘/ =l
Preview ’
Assign To! SOUVELLA =) Thur \ reatior Ty / =
Note: 3 - .
4) Select "Thumbnail Creation Only'
- |from pull-down menu
d

2) Select "file stream(s) that will
be loaded with no relationships"

Click here to continue

J]
Faar LET K

© 2009 Florida International University.



24 FIU SOPs for Meditor & DigiTool

“Create a New Task Chain” (Step 2) will show up. Nothing needs to be done here, as the choice of
“Thumbnail Creation” was selected in Step 1.

Click on “Next”.

palmm test (DTLOT) Connected to server: digitool Icla edu 6555 (3..) User: SOLIVELLA

Folders | New Ingest Actvity | Ingest Fows | Task Chan | Upload User: SOUIVELLA  Admin Unit: [DTL01] Special Collection @8 2 -

1
v

All Tasks Selected Tasks AV
Premis Matadata Creation with PL Task Name
Technical Metadata Extraction Thumbnail Creation
Add Metadata
Control section Attribute Assignment
Full Text Extraction
Add History Event
Tiff To Jp2 Corwer ter
Remote Stream Download
Mansgemert Thumbnall Creation

Click here to continue
Cimm | Cance )
|

*Q Al WG -

Ingest Workflow # 2: File stream with no relationships, custom thumbnail
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“Parameters” (Step 3) will show up. The default values shown in the “Transformers” section are fine for
this workflow. Move on to the “Tasks” section, and remove the extra extensions, as the choice selected
in Step 1 needs to “see” the correct file extension to make the thumbnail. Since, in this example, FIU

is supplying a JPEG image as the source for the custom thumbnail, delete all file extensions except
variations of .jpg.

Click on “Next”.

Dasgil 0ol Object Manages - Version 3.0 Unit: palem-test [DTLOT) Connecled to server: digitoolt Icla edu 6555 (3.) User: SOLIVELLA
DigTool Object Metsdsts © View = 1 Heb[?]
o] EEACR S
tozt |
Folders | New Ingest Actvity | Ingest Fows | Task Chan | Upload User: SOLIVELLA  Admin Unit: [DTL01] Special Collection @8 2 -
enm 2
A
| Parameters >
Transformers
Digital Entity Template Ism@e_mtyxm! :I (File has not been uploaded to server!)
Please select file location: Local Files 'I
Descriptor Fle Browse. I (File has not been uploaded to server!)
Tasks
Thumbnad Creation
Fiéa Extensio @
Loading

Core Digital Entity Loader

In "file extension" leave "jpeg" and "jpg" and remove all other extensions

Click here to continue

[ <acs Sascer)
J ]

waral LET FE
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“Upload Files” (Step 4) is the next screen. This is where the file is uploaded to the server.
Select the file by clicking on the small box next to the name. An “X” will appear.

When ready to send the file, click on “Send”.

DagiT ool Object Manay wt: palmm test (DTLOT) Connected to server: digitool Icla edu 6555 (3..) User: SOLIVELLA

DiglTool Object Metadats b S Help
B3] EEAC Sl =

Folders | New Ingest Actvity | Ingest Fows | Task Chan | Upload User: SOLIVELLA  Admin Unit: [DTL01) Special Collection @ 2 3

1
6 )

M ...\
Local Files '\ ServerFiles Remote Files Uploaded to Server

2]|  seeamr | pesssan § ses
AENYICSV-CSY

abangs-aml

FI5130012-1

Q
@) () FI05130013 - Abmrca
3 () FIOS130014 - Acala
& ) FI05130015 - Alcantarra
312 FI0S1 30064 - Castile
@ () Originad csv and i Flos.
@ ) thurbnat
#1 DgTod
5120 DagTool_lnstall
8 2 Digrock-Buy repart
1) Digtoad Irformation thurbosd
- * Documents
b & e ekt Click here to transfer over to the right window
[#) ) Everglades RARE BOOKS
#11 Ex Libris Folder

Click here to send

FI05130012-2
FI0S130012-292
FI05130012-2tF

aaaapInay

[<mack J[_Fimsn_J[CActivate J(Save chain] [ _cancer )

J]
warar LET K

Ingest Workflow # 2: File stream with no relationships, custom thumbnail
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A window will come up to verify that the file is transferring.

Folders | INew Ingest Activity | Ingest Fows | Task Chan | Upkad User: SOUIVELLA  Admin Unit: [DTLO1) Special Collection @ 7 =

10,0,0, 4

Upload Files

Local Files Server Files  Remote Files

&y rminoss - s &l| | seeadl | oeseeaa | sed |
&2 FI0S130010 - Alcazar AReNPICSV-CsY
) FI0S130011 -

= sbengy-und
t=] FIS130012-1

#0 FI0S130013 - Abercs FI0S130012-1 2
() FI0S130014 - Alals FI05130012- 109
3 ) FI0S130015 - Akkantarra FI05130012-16F

File is transferring

© 2009 Florida International University.
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A smaller window will notify you that the transfer is complete.

Folders | New Ingest Activity | Ingest Fows | Task Chan | Upkad User: SOUIVELLA  Admin Unit: [DTLO1) Special Collection @ 7 =

10,0,0, 4

Upload Files

Local Files Server Files  Remote Files
&y rminoss - g &l| | seeadl | oeseeaa | sed |
&1 2) FI0S130010 - Akcazar
Q) Fst 0011 -

Q
10 FIUS130013 - Aberca
52 FI0S130014 - Akals
2 FIS1 30015 - Akantarra

b B o e o o o |

Transfer is complete

B e S S s e

Ingest Workflow # 2: File stream with no relationships, custom thumbnail
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You will see the selected file is now to the right section under “Uploaded to Server”.

The final step in this ingest section is to click on “Activate”. This will ingest the record.

palmm test (DTLOT) Connected to server: digitos la. edu 6555 (3..) User: SOLIVELLA

£ AR S =
toamat |
Folders | New Ingest Actvity | Ingest Fows | Task Chan | Upload User: SOUIVELLA  Admin Unit: [DTL01] Special Collection @8 2 -
0,0,0; - 4
Upload Files
Local Files Server Files  Remote Files
=) 2]|  seecm | pesseam | oo |
&1 (2 FIOS130013 - ARwrca abengacsv~
&1 () FI05130014 - Akcala F w:-m
% FI05130015 - Akantars | - RF 10 o012
42 FI0S1 30064 - Castil 2 As10012-192
@1 () Originad csv andd i Flos. r FI05130012-199
&1 () thumbnat
& ;,,;.‘-",.,,. r': PRS0 1 File is now ready to be ingested
-0 DigToojnstel I 3 Aost012.202
52 DigRook-Bup report % rosi0012-20
1) Digoad Information r thurbosd
Morsgarrert # Documents
(2 ETO - Fekdar

[#) ) Everglades RARE BOOKS
#1 Ex Libes Fokder

Click here to ingest

[<Back [ Finis n chain][_cCancer

warar - x

© 2009 Florida International University.



30 FIU SOPs for Meditor & DigiTool

To check that the ingest is a success, click on the “Success” section.
The new record will be at the top of the list.
In order to edit a record, you will first need the PID.

Click on the “ing” number (in this case it’s ing2693) under the “Id” column to get the PID number.

palmm test (DTLOT) Connected to server: digitoolt.Icla edu 6555 (3..) User: SOLIVELLA

£ ARG S
oz |
Folders | New Ingest Actvity | Ingest Flows | Task Chan | Upkad User: SOLIVELLA  Admin Unit: [DTLO1] Special Collection @8 9 3
Not Scheduled Full/Spit Moce: [ Filter: [an =] Sort By:[Creation Date 3]
A153) 12345 Next>
Scheduled (0) . 1d Activity Name Task Chain Name Actions
Running (0) 2 @ Xg image with thumbnall an... Thumbnail Creation Only Q‘ ]
2 e Following the SOp Thumbnail Creation Only x @
3 ng2ee) £nal Abanga with pg only Thumbnall Creation Only x ©
4 0gRs50 Final Abenga test Thumbnail Creation Only ® @
s, 260 Abenga jpg onky Thumbnail Craation Only ® ©
6. ngtes test 3 workfow #2 Thurmbnail Creation Only x
7 ngeses test 2 - Albenga - workflow... Thumbnail Craation Only ® 9
1) c"ck hel’e 8. ngRees Abenga - Test - Workflow # 2 Thumbnall Creation Only x
Mansgerent 9 g2sa1 workfiow 2 Thurmbnail Creation Only x 9
10 ng2eE0 workflow 2 Thumbnall Creation Only x ©

2) Click on the "ing" number (in this case it's ing2693)
under ID, to get the PID number

Ingest Workflow # 2: File stream with no relationships, custom thumbnail



FIU SOPs for Meditor & DigiTool 31

The PID numbers will appear for both the original file and the custom thumbnail that was generated
during the ingest process. You will need the parent PID, which corresponds to the “VIEW” usage type, to
edit the record. Write this number down as you will need it later on.

53 hitp.//digitooh.fcla, edu 1601 - Digool - Management - Microsoft Intermet Explores =ls1x]
DigTool Object M

EChEl= g

Admin Unit: |28 wras = e arch | 2e

Find = =] [comars 2] ingoesg @scar(h

Special Collection @ 7 -
@ oisplay: 1.2 2
& Delivery Metadata PID A Label Note Ussge Type Entty Type Mime Type Crosted By Crestion Date
T B 05130012-1j9g. /b9 VIEW mageipeg  Creator SOLIVELLA 23122008 2
D2 @dl B rrosisozipgies THUMBNAIL imagefpeg  crestorSOLIVELLA 231272008 231272008 |1 2 3 4 5 Next>

Sort By:|Creation Date ¥

Write this number down as you will need it later on

Managamert x @

ME € >

waral Bo@da ~
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Click on “Editor” on the top of the left grey sidebar to create a Dublin Core record.

Enter the parent PID number at the top left and then click on the arrow to the right.

Ingest Workflow # 2: File stream with no relationships, custom thumbnail
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The “Control Values” screen opens up to the main section of the record.

The screen shot here shows default Control Values.

Fill in “Partition A” and “Partition B”

Partition A: is the code name of the project/ collection name where this record will reside (Keep in mind
that Project Codes change from one project to the next. This example uses the code RTE for the
Reclaiming the Everglades project, but there are numerous other project codes in use by FIU Digital
Collections.)

Partition B: is the initials of the institution; in this case, it’s FIU.

© 2009 Florida International University.
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Once the Control Values are set, click on “Update”

Ingest Workflow # 2: File stream with no relationships, custom thumbnail
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You can create any metadata type you like for a record, such as Dublin Core, MARC, etc. In this case a
Dublin Core record will be created. Click on “Metadata”, then click on “Insert New Metadata”, and then
on “descriptive:dc” to create and edit the Dublin Core record.

© 2009 Florida International University.
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Before you can edit any data, you have to add fields. Click on “Edit” and then “Add New Field”.

B e S S s e

Ingest Workflow # 2: File stream with no relationships, custom thumbnail
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A new field can be added by using the pull-down menu. As many fields that are needed, can be added.

Degil ool Object Manages - Version 3.0 Unit: palmmtest (DILOT) Connected to server: digitool. Icla edu 6555 User: SOLIVELLA
DigTool Object Metadsts Edt View - Hep[?)
' Object: DTLO1 - 73333 § descriptive-dc |51603] IR0
5 |
. ——— O =
= changehistory Abermative The \ =
changehistory_md 51601 || f5rtncs i 1
= descrptive g:m e W & 3
fic 51603 ovrpnon - Abtrse =
feartndor Click here on pull-down menu to start adding fields
DJ: Crested
[0ate Vabd
1Dwte Ay lable
1Oate Iszued
O ae Mocsfud
Type
JFormat
Format - Extert bd
Last Accessed
Managament =
LBrouaer | 2 Massages | 3. Tag deformation | 4. Colactors |
Ot »» | i 1989, P9, Fle St 2K
=
Open e Local Ditve (3)
Mandomations 1)
Irchdos (0] z
Patol (0)
HSIBI ~

saal
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The final step is to click on the file cabinet on the top right; this will send the metadata to the server.

A smaller window will come up to verify that you want to save it to the server.

Click on “Continue” to save to the server.

o server: digitool Icla edu 655% (3..)

User: SOLIVELLA

P
5 Object: DTLO - 73333 1 descriptive:d [51603] 1) Click here —{OEBD&
ol e = 31 3 =]
" & changshistory |Fios130012 el
Iioquey | IFETT e T ]
" oo Titke Coral Gables, Florida - Abenga Street =
Desoription Photograph of 1 buildng on Abenga Steet, Coral Gables, with property information on the verso of each
photograph, Address number s 1540 .
Contributor Kerdyk Realty
Date 1949
Format Photographic print
Format - Extent 4xX6n.
Rights Electronic version created 2008, Florda International University Librares
Rights All rights to Images are hald by the respective holding nstiution. This Image & posted publicly for non-profit
educational uses, exchuding printed publication. To purchase copies of images andor for copyright
c| | Dl Inflor mation contact the respective holding institution.
. Physical Location City of Coral Gables, Historical Resources Department, 405 Biltmore Way, Coral Gables, FL 33134
Mansgarrert m" e Comenn | B =
MID) 5560
Lo |2 Mesage | 3. Tog iformaton 704 decigtive
7oy [
=
| |
Charnge Edhor Lave: | oo
/
2) Click here to save the information to the server
Open en Locl Ditve (3)
Mandostations (1)
Inckidos (0) | v
Patol (0) d
waal BB ~

Ingest Workflow # 2: File stream with no relationships, custom thumbnail
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This is the view of the record online. Note that the thumbnail is now a custom image.

Click on the thumbnail to view the full version of the digital entity (in this example, a JPEG image).

2 Degil 0ol - Results - Full - Micsozolt Intermet Explose

OQoak - ) - |x] (2] )| S semh S cFumams &) 03- 203 I B Fle EQ View Favodes Took Hep - o
| Addess |8) o //dgroot fels e 8881 /R ZAUKTIHECKGS IS SEOKL AL DAEISPUGATSOVNCLAGVGL 00514 =] )60 Links WYshoo § Googe @) NewFilmel & -
w7 - 4~ [Web Search - [ Bockmarkes FlSetingss | Messengee () Mol + & MySpace () News +
DigiTool - Resuls - Ful || # aaste [¥]
-
PUBLICATION OF ARCHIVAL LIBRARY & MUSEUM MATERIALS
State University Librarbes of Florida
Search | Results | Previous Searches | My Space | Login | End Session | Help
Guest
h'W-All Words= 73335 in '‘General Silo’ Cobection [ Sorted by Ranking ] Refine
Brief view Table view RRTURMENY
Record 1 of 1 440
Click on the thumbnail to view the full version of the digital entity
Object @l JPEG Image (162 K)
le Albenga Street, Coral Gables, Florida
Contributor Kerdyk Realty
Date 1949
Format Photographic prints
4xBin
Rights AN rights reserved
Location 1509 Albenga Street, Coral Gables, Flonda
PID 73396
Related collections s
Reclair q the Everglade
pic > E f i
' !
¥ b
tate Uriversty ystom of Flonda | Publication of Archival prary & Musoum Matens W
Plense send quostions and comments o palmm-mal@ufl edy
@ 2000 State University Library System of Florda =l
] | @ Ineret
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This is the “DigiTool Viewer” view.

Ingest Workflow # 2: File stream with no relationships, custom thumbnail
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Ingest Workflow # 3: File stream that is part of one parent record, with custom
thumbnail, and full-text extraction

This workflow creates a parent record with multiple parts (in this case, multiple PDF files). This workflow
also involves creation of a custom thumbnail and full-text extraction.

A Dublin Core record will be added to the digital entity after it is uploaded and ingested.

Click once on “Ingest” on the left grey sidebar.

© 2009 Florida International University.
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Select “New Ingest Activity” on the top menu and it opens to “Enter Activity Parameters” (Step 1).

erver: digitool. Icla edu 6555 (3..) User: SOLIVELLA

£ AR S

Folders @ New Ingest Activity Ingest Fows | Task Chan | Upkad User: SOLIVELLA  Admin Unit: [DTL01) Special Collection @ 2 3
= a Click here to start a new ingest activity
¢ Enter Activity Parameters >

General: Please Select Chain:
Name | @ Template Task Chain
Ingest Type: * [File stream(s) $hat wil be loaded with no relationships = € New Task Chain
€ User Defined Task Chain
Schedulng @ As Soon As Possible
€ Scheduled Date: | ) Please Select Chan:
] m 5 : mn. © amC pm Ploase Select Task Chan =l
Preview
A T VELLA %) =
Mansgstmert ssign To SCUVELLA "ake 3 ¥ )=
Note 3
|
=
Noxt> |[Cancer ]

waral Bo@dD ~

Ingest Workflow # 3: File stream that is part of one parent record, with custom thumbnail, and full-text extraction
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To start the creation of the record, enter a “Name”.

Under “Ingest Type”, select in the pull-down menu “File stream(s) that will become part of one parent
record”.

Under “Please Select Chain” select “Template Task Chain” and then “Thumbnail Creation Only” in the
pull-down menu. “Full Text Extraction” will be selected in the next step.

Click on “Next”

Dagil ool Object Manages - Version 3.0 Unit: palem-test (DTLOT) Connecled to server: digitool. Icka edu 6555 (3..) User: SOLIVELLA
DigTool Obiect Metsdsts (- View = . Hel|?)
3] EEACh Sl
ozt |
Folders | [New Ingest Actvity | Ingest Flows | Task Chan | Upload User: SOUVELLA  Admin Unit: [DTL01]) Spacial Collecton @@ 7 =3

Enter Activity Parameters 3) Select "Template Task Chain"

General: 1) Enter name of record Pleasgaelect Chain:
3 emplate Task Chain

(. Thgest .D. * |Filo stroamy(s) $at will become part of ane parent record = € New Task Chain

€ User Defined Task Chain

Schedulng: @ as Soon As Possible
C Schedued Date: | | Please SalactChaus
Time: |1 vl - |w -|(‘ am C pm =
Prdview
Assign To SCUVELLA ) I — - 5
Note

-

4) Select "Thumbnail Creation Only" in
/| this pull-down menu, you will choose
"Full Text Extraction" on the next step

2) From the pull down menu, choose "File stream(s)
that will become part of one parent record"

Cree= 1 Gancer )
;l
s ara) LET FE
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“Create a New Task Chain” (Step 2) will show up. Select “Full Text Extraction” by clicking on it once on
the left hand side and then click on the arrow pointing to the right. This will transfer the task chain over
to the right.

Click on “Next”.

palmm test (DTLOT) Connected to server:  digitool Icla edu 6555 (3..) User: SOLIVELLA

£ EEAC Sl
tozt |
Folders | New Ingest Actvity | Ingest Fows | Task Chan | Upload User: SOLIVELLA  Admin Unit: [DTL01] Special Collection @8 2 3
.

Create a New Task Chali > @

All Tasks Selected Tasks AV

Premis Matadata Creation with PI Task Name

Technical Metadata Extraction Thumbnail Craation

Add Metadata

Con B Assignment

Full Text Extraction

Add Mistory Event

Tiff To Jp2 Corwer ter
Remote Stream Download
Thumbnall Creation

o i Cone)
o

sl LET EE

Ingest Workflow # 3: File stream that is part of one parent record, with custom thumbnail, and full-text extraction
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“Parameters” (Step 3) will show up. The default values in the “Transformers” section are fine. Move on
to the “Tasks” section, where you need to indicate what file extension will be used for generating the
custom thumbnail and the full text, respectively. For the “Thumbnail Creation”, enter the appropriate file
extension for the source file FIU is supplying for thumbnail creation (in this case, it is a PDF). For “Full
Text Extraction”, enter the appropriate file extension for the source file FIU is supplying for full-text
extraction creation (in this case, it is a PDF). All other file extensions should be removed from this
section.

Click on “Next”.

Digil ool Object Manages wn 30  Unit: palmmtest (DTLO1)  Comnecled to seiver: digitool.fcla edu 6555 (3.)  User: SOLIVELLA
DigTool Object Metsdats © View « -+ Heb [?]
£ EEACR S -
ozt |
Folders | New Ingest Actvity | Ingest Fows | Task Chan | Upload User: SOUIVELLA  Admin Unit: [DTLO01] Special Collection @ 2 |
1
Search : EEramehers D
[‘E Transformers
Digital Entity Template |s|"0¥_w'ty.lm| ;I (File has not been uploaded to server!)
[ Descriptive Metadata Option  [Have MD n all objects (coped) )
o Please select file location: [Cocal Files =]
Descriptor Fike | Browse. I (File has not been uploaded to server!)
) Label |
Generate Mets Sections r
v
Tasks
Thumbnad Creation
Fie ExtefGion: [ar PDF only, remove all other extensions

Full Text Extraction
Encoding F-8 -

Fie Exten @ Enter PDF only

Core Digital Entity Loader

Loading

e ) (CNent> ] Ccancer ]

worar LET R

© 2009 Florida International University.
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“Upload Files” (Step 4) will show up. This is where the four PDF files belonging to the parent record are

uploaded to the server.

Select the files by clicking on the small box next to each name. An “X” will appear.

When ready to send the files, click on “Send”

palmm test (DTLOT) Connected to server:  digitool Icla edu 6555 (3..) User: SOLIVELLA

[FRIE &

Folders | New Ingest Actvity | Ingest Fows | Task Chan | Upload

User: SOUVELLA  Admin Unit: [DTLO1) Spacial Collecton. @7 23

< Upload Files >

= —
Local Files \ ServerFiles Remote Files

[+ ) OwpTool_tnstal
(11 Onptook-Bug report
(31 1) Oigtood Information
3] () Doouments
(#1100 £TD - Foider
(811 Everglades RARE BOOKS
81 1) Ex Ubwis Foider
#1L) FDA-Ingest Project
(311 From Barbie
Q

1) IF-csvest
(#1100 METS foldar
(51100 New 1IF F30601 3202
[3) ) PRS emads
) ) RTE Report
(311 Sonka's Paper work
(8112 Sorea Musc, papermork,

¥ ) Webskes

A= NTTEY S

T )

13F-voll-csv
IFvoll test-cov

=]
LS

thurbnal

\2) Click here to send

vl 1) Click on the files to transfer

1

Uploaded to Server

<nack J[_Finen I Activate J(Save chain] [ _Cancer )

)

[ aT

LEY FE

Ingest Workflow # 3: File stream that is part of one parent record, with custom thumbnail, and full-text extraction
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A window will come up to verify that the files are transferring.

Folders | New Ingest Activity | Ingest Fows | Task Chan | Upkad User: SOUIVELLA  Adimin Unit: [DTLO1) Special Collection @ 7 =

10,0,0, 4

Upload Files

Local Files Server Files  Remote Files
———wawmmmr———i '“‘“I'udnul'*nl
(5112 Owpook-Bug report 1

3112 Digteol Information by

(3 () Documernks

- ETD - Foider m“""

3112 Eveegiades RARE BOOKS

110 Ex Lbeis Folder Nl
) FOA-Ingest Project

Fvoll tost-cov

b B e B K R K

thurbnal

Files are transferring
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A smaller window will notify you that the transfer is complete.

Folders | New Ingest Activity | Ingest Fows | Task Chan | Upkad User: SOUIVELLA  Adimin Unit: [DTLO1) Special Collection @ 7 =

10,0,0, 4

Upload Files

Local Files Server Files  Remote Files

B | DT e T
(5112 Owpook-Bug report 1

3112 Digteol Information

(3 () Documernks body

#C) ETD - Foider :‘"

3112 Eveegiades RARE BOOKS Al

[3) ) Ex Litwis Folder

) FOA-Ingest Project <A

¥ voll oo
thurbnal

b B e B R K

Transfer is complete

B e S S s e

Ingest Workflow # 3: File stream that is part of one parent record, with custom thumbnail, and full-text extraction
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You will see the selected files are now to the right section under “Uploaded to server”.

The final step in this ingest section is to click on “Activate”. This will ingest the record.

piver:  digitoolt Icla edu 6555 (3.) User: SOLIVELLA
£ EEACH S =
tozt |
Folders | New Ingest Actvity | Ingest Fows | Task Chan | Upload User: SOUIVELLA  Admin Unit: [DTLO1) Special Collection @ 7 5
0,0,0 - 4
Upload Files
Local Files Server Files  Remote Files Uploaded to Server
4 < Removatie Uik (1) et e | * fm.pdf
& - Lol (1) =t * bm.pdf
£ e FIUEXTERNL (2:) 9% body & body.pdf
[#11) Collections Excel sheets =
- Complete Collactions E g,m- - opt
) ) Cordl Gadles 65 oFsse
& OgTod & rvoll-csv
-2 Dol instal I (5 DF-voll test-csv
(810 Oxptook-Bug report r Evell oo
(31 1) Digitood Information r thurbnsd
[# ) Doouments
Minaginent #1-0 £T0 - Foder

[ () Everglades RARE BOCKS
) 1) Ex Liwis Foldar
#) FOA-Ingest Project
) 1) From Barbie
Q
#) IFcsvtest

Click here to ingest

l < Bagk ” Finish ‘-avn rhom” Cancel ]
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To check that the ingest is a success, click on the “Success” section.

The new record will be at the top of the list.

In order to edit a record, you will first need the PID.

Click on the “ing” number (in this case it’s ing2696) under the “Id” column to get the PID number.

Degil ool Obyect Mana 30 palem-test (DTLOT) Connecled to server: digitool Icla edu 6555 (1.) SOLIVELLA
£ EEACH S =
toamt |
Folders | New Ingest Actvity | Ingest Flows | Task Chan | Upkad User: SOLIVELLA  Admin Unit: [DTLO1) Special Collection @8 9 3
Not Scheduled Full/Spit Moce: [ Filter: [an = Sort By:[Creaton ate %]
(190) 12345 Net>
Scheduled (0) . Activity Name Task Chain Name Actions
o) 1 workflow 3 Thumbnail Creation Only li}_t‘ ‘_&
2 g6 ¥, no add data Thumbnail Creation Only x =
3 ng26s g Imaga with fhumbnall an Thumbnall Creation Only ® G
4 gRsa Following the S0p Thurrbnail Creation Only ® 9
s G260l Final Albenga with jpg only Thumbnall Creation Only ® 9
6. 0gREN0 Final Abenga test Thumbnail Creation Onlly x ©
7 ngases Abenga pg only Thumbnail Creation Only ® 9
Click here 8. ngases tost 3 workflow #2 Thumbnail Creation Only x 9
Marsosrrert 9 ngRses test 2 - Abenga - workflow.. Thumbnail Creation Only ® 9
Click on the “ing” number (in this case it's ing2696)
under ID to get the PID number
/]
woal LET R

Ingest Workflow # 3: File stream that is part of one parent record, with custom thumbnail, and full-text extraction
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The PID numbers for this digital entity will appear, with one PID for each file that belongs to this parent
record. There is also a parent PID for the complex object as a whole. The PID corresponding to entity
type “COMPLEX”, which is the Parent PID, is the one you will need to edit.

Write this number down as you will need it later on.

2} hitp. //digitoolt fcka edu: 1801 - Digitool - Management - Microsoft Intesnet Explorer
R S
Admin Unit; |21 uris =] smple soerch |
Find [rgest s =] [cortans 2] ngosos Gseanh
pacial Collection ' ? -
@ Display: 1 <10 of 11
& Delivery Metadata PID A Label Note Usasge Type Entty Type Mime Type Crostod By Crestion Date l J
t By:[Creaton Date =
1 BB W@ Gz Dwe of contents VIEW COMPLEX MNosteam  creatorSOUIVELLA 204122008  24/12/2008 | "
2 dldd B ® | 73330 Tawe of Contents THUMBNAL imagefipeg  creator SOLIVELLA 241272008 241272008 |2 3 4 3. Next>
s @@ B®[ 0 empe VIEW application/paf creator SOLIVELLA 241272008  24/12/2008 f“‘;”
X
s @@ B®| 0 covrspor VIEW applicationpc? croator SOLIVELLA 241272008 2411272008 (‘_ @'
X
s @@ B 0 mpe VIEW appication/pe? creator SOLVELLA 241272008 2411272008 ® &
;
o @Wdad B 32 empor THUMBNAL imagejpeg  creator SOLIVELLA 2441272008  24/12/2008 :x ®
7 @dd B 30 coverspor THUMBNAL imagefpeg  creatorSOLIVELLA 2412/2008  24/12/2008 ® O
. - J
e aal B 0 mpe THUMENAL imagejpeg  creator SOLIVELLA 241272008  2412/2008 RO
G
9 0 i 73346 bm pot INDE X text/ntmi| creator SOLIVELLA 2411272008 241272008 6¢ m—’
0 @ 7] 73346 covers,paf INDEX textmtmi creator SOLIVELLA 24122008  24/12/2008 ®
Managamert ® @
® ©
Write this number down as you will need it later on
" "
J ]
- N
e, -
orrmar X
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Click on “Editor” on the top left grey sidebar to create a Dublin Core record.

Enter the parent PID number at the top left, and then click on the arrow to the right.

Ingest Workflow # 3: File stream that is part of one parent record, with custom thumbnail, and full-text extraction
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The “Control Values” screen opens up to the main section of the record.

The screen shot here shows default values.

Fill in “Partition A” and “Partition B”

Partition A: is the code name of the project/ collection name where this record will reside (Keep in mind
that Project Codes change from one project to the next. This example uses the code RTE for the
Reclaiming the Everglades project, but there are numerous other project codes in use by FIU Digital
Collections.)

Partition B: is the initials of the institution; in this case, it’s FIU.

© 2009 Florida International University.
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Once the Control Values are set, click on “Update”.

el

Ingest Workflow # 3: File stream that is part of one parent record, with custom thumbnail, and full-text extraction
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You can create any descriptive metadata type you like for a record, such as Dublin Core, MARC, etc. In
this case a Dublin Core record will be created. Click on “Metadata”, then click on “Insert New
Metadata”, and then on “descriptive:dc” to create and edit the Dublin Core record.

© 2009 Florida International University.
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Before you can edit any data, you have to add fields. Click on “Edit” and then “Add New Field”.

B e S S s e

Ingest Workflow # 3: File stream that is part of one parent record, with custom thumbnail, and full-text extraction
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A new field can be added by using the pull-down menu. As many fields that are needed, can be added.

Degil ool Obyect Mana v 30 Unit: palem-test (DTLOT) Connecled o server: digitool. Icla edu 6555 (3. ) User: SOLIVELLA
DigTool Object Metadats Edt S Help
Bl 5 Object: DTLO1 - 73337 § descriptive-dc [51618] ORRO&
B ] w
= nlm ( Bl B e ]
= changehistory Aderralive Tie —
changehistory_md 51607 || f5rtncs - e _]
Erdmaiie ovccreen - Tabl of Conents ‘ ; T )= |
fic. 516164 fovscrpton - Aboract -
e Click here on pull-down menu to start adding fields
DJ:CuM
10ate Vabd
10w Avulable
JOue Izzued
[Oae Mosfud
;w-
Format - Extert hd
Last Accessed
Mansgament :J
LBrouae | 2. Massages | 3. Tag Snformation | 4. Collectors |
Woew/Safrach Obgect »» | Pl Mavw: . Flle Eversicr: . Pl Site: 0K
-
Open en Local Drtve (3)
Mandostations (1)
Inchudes (9] w
Patol (0) -
L0 ol ADPMY
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The final step is to click on the file cabinet on the top right; this will send the metadata to the server.
A smaller window will come up to verify that you want to save it to the server.

Click on “Continue” to save to the server

7] Dsgi1 0ol Object Manages

Version 30 Unit: palsm-test (DTLO1)

DigTool Object Metsders Edt View -+ Hep[?)
L 5 Object: DTLO1 - 73337 { descriptive:dc [61618) Click here to send

Connected lo server: digitool.Icla edu 6555 (3..)  User: SOLIVELLA (5] x]

573337 s =) 1 I [ oe
i & changehistory IPDF record used to show full text extension ol
changehistory_md 51607
= descriptive bt Atrkute Oata
Date Decermber 24, 2008
-
g.._]:.u-q-p.mm]c:
e Safrach Comect »» | File Navw: . Pl B
-
Click here to save the information to the server
Open on Local Oive (2)
Mandosations (1)
Inchudos (9] "
Patod 10) ]
el LET EE

Ingest Workflow # 3: File stream that is part of one parent record, with custom thumbnail, and full-text extraction
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This is the view of the record online. Note that the thumbnail is a custom image. Click on the thumbnail
to view the digital entity online.

2 Degil 0ol - Results - Full - Micsozolt Intermet Exploser

OQoak - ) - |x] (2] (| J I semh S cFumnms € C2- 203 I B Flo E® View Favotes Took Hep ir
| Addess | 8] titp //digroot fels ek 8881 /R/SYBCCEMCOASR TG AMSIPTHO 3PYIDYE 14RKKFBRLCA ¥ ZHEMNCE 00110 =] EJ 60 Links WYshoo § Googe @) NewFilmel & -
Y7 «'_Vewa;n [ Bockmarkes [ Settings~ Messengee () Mal + 8§ MySpace () News -

DigiTool - Resuls - Ful | aaa a0 (]

PUBLICATION OF ARCHIVAL LIBRARY & MUSEUM MATERIALS

of Florida

State University Librarbes

Search Resuls | Previous Searches | My Space | Login | End Sessior Help
Guest
b 'W-All Words= 73337 in 'General Silo’ Cobection [ Sorted by Ranking ]
Brief view Table view RRVIRGERY
Record 1 of 1 44
Click on the custom thumbnail to view full version of the digital entity

Object = omplex Object ()
Title POF record used to show full text extension
Date December 24, 2008
PID 73337
Related collections _ -

p f nt/Naty 1 E

ia la

¥ u b
Lot hival Library & Museum Materns
palmm-mailg@ufl edu
System of Flonds
2006
, - o
@) Dom | @ Intemet
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Because this digital entity is a complex object (parent with multiple children), DigiTool uses a “METS
Viewer” to help navigate among the various parts of this item. Note the “Table of Contents” on the left
side pane displays with links to each of the parts uploaded during ingest.

In the right pane, the PDF reader provides a feature to search for words in the text of the PDF files.

23 hitp. //digitool_fcle. odu 1801 - Mets Viewer - Miciosoft Internet Explorer

exLibns DigiTool - Res

Close | Help | Print | Save | ® | Send

Table of Contents

73337

Search

«4

= Table Of Contents

Current View: | Table Of Contents
73337 >> Table Of Contents > bm. pof

Advanced Search

No Match

»

=l snhowMetaData for: PDF record used to show full text extension

€ <» i

No metadata
View options: &5 brn. pdf

[ Biswescor = 3% @ sowen ||| ) Irsoma || G- J]-c & - @

O[] & - 3 ]| fowe|]

#  SearchPDF Hde

INBEX.

IAYIN)I.I’" k WELLS—( Coutinwed )
O b paaied Lo o
s referred to for v |mﬂ
s within six miles .

5. Ordered that 82500 be pald to .

. Monthly payments ordered made to ...
7. Ondered to survender maps and plats of

swamp land seloctions (o Trostees ... 15

S Prereyuisites to making payments to

W Aceounts filed . . .
10, Payment of for --nm. Jand welections . 195, 196

RENFROE, JARPER €,

Land contest ‘ilh Kesiuh Phillips. ... LA
RESE) R\ ATIONE OF LANDS,
| - Applieation for from L. B, Northrop. .. ...... W
'.'A AL Juke lands and lands within traverse
of U, 8, survers withdrawn from sale. .. ...21

. Al Jamds within 6 miles of certain rail
™

L8 lur Ala. &
For 8t Aug

. For d. A, Summwrling N, Nort

Phillips .. ... awenseineilAD
10, Certain bnds n-mml to market .. L5
11, Por B Johws and Tndiap River Commis
soners

12, Along eoast to pwwnl walt nulllr'mh
15, Al Tands of fund withdrawn from market
14, For Fla, Canal and Toland Trans. Co,

15, For Hubbard L. Hart .......... oS08, 309
16, Lands aloug live Greut Bou, Ry, Co, ... "
17, Trustees reserve cortain lands for G 17
hew AT
1N Certaln h-d- for e of I . |ln|lmnr| Co... A%
A A AL
Ll 5 ll‘““‘ b MO O A =

Total retarces found:
25

QMMI

¥ Florida News ...........ccccieinn. SIE. R, F2
&7 Floride Ureens ..., 399 Tali
' FLORIDA R. . CO. . Notice of acepts of pec
& Morida Ralroad Company ... 02 AY
i Co., Florida R. R. Co.; Pensacols & Ga. . R
il See Morida R, R Co. 3, 8. Let ter from nre.
7 See Florida Rakoad Co., 45, 46; Ralroad Ct
il on Florida 2. 8. 21, 24, 32, 33, 40, 47,57,
% dﬂumﬂﬂwd(w S ———

& FLORIDA, ATLANTIC & ILLF CENTRAL R. R

7 FLORIDA ATLANTIC 6 GAF E R, R, 48, Mr,

! FLORIDA 18C6AnNTrAsLrt off NreDv el
' FLORIDA PIENINSULAR B, R, €O, 1, Acceph
! FLORIDA RAILUROAD COMPANY. See Yulee
i MORIDA IRATHLOAD OMPANY{ othued.) 4
W7 Florida Contral and Gulf B Road. 1. OfTers
i of Morida R, 1... 250 3. { omesmunication
W
o
v
u
v

Purchase Florkda Rakosd

SOUTH FLORIDA RAILROAD COMPANY . See

For Florsda, Atlartc & Guf Central R, R Co.

OF FLORIDA. See reas o Trstes |, Trustees &
<l | »

% Qooe
W Saee a0d Viees thes SO 1 Acrcbot
% tiod a word in the current POE docunent

@) Dene
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Because this workflow also included a step for full-text extraction, DigiTool enables a searcher to retrieve
this item as a result of a key word or phrase entered under “Basic Search” or “Advanced
Search”.

For example, if you search on the word “Pensacola”, DigiTool will retrieve this item because the term
“Pensacola” appears in one or more pages within the PDF files that were ingested for this item.

Dhes - ) - (=

P e 2 I < R e Fe s § Fie Gl Ve Faveter Tk e ar
kb [ 1o /5 S Vita echs SR TS AL G G5 71 1055 WS |05 BN AT 0% TN AP JOAPE L1 & OMS AN ~401 1 (62900000_hate-C =] [0 B0 | Links W Yohoo! 8 Googe ] New Milimed - .
~7 - L wetSemin [ Bochmater M emrons | Meserges ) Mat = & MySoace () Newn =
DT ool Semen A T 2
KOCHIVAL Linnany & Mustum Marexians
SEMEN] | Resurs | Previous Searche My Space | Logi | End Session | Helg
Guest
m~wuu od Gearch
Heteet collection =]
N - © Exact O Sta
Collections T 1) Enter for example "Pensacola”
Atehives Viarigs (& Barists ©
Mot
MileMarkers (1) Yiddish Cameen's Mooks ) Miami Matrapanitan Azchive (114
The Arts (5 Faerida ftate Universty Test Collectien (19 Becialist Papers Collection ()
1£ 10508 PROMtEItA (Rage Protesed Protasrash
Orat Histery @) Qatiery of DIStINGIIS (10) WIEh the Wild Things (%)
FAMU ¥ aathall Collagtien (17) Collegtsen (1 50 Undermeaduste Honors IPapers ()
) optee A
Cotlections by Tepg (370 Callagtiens by Type (1 70) Collectins by Media (19%)
} rhne teval Firsing Ads . Mss ol Histeey Maee s8% . \oeaes , Tast Mere
Mot
=
) [ T T

Qb - - (x] (3] (] ) sewn oFeeie &) - L (- a3 Fle E@ Ve Fovodes Tok Heb >
Achans ) o /ot e ek ST FLACDM EVA SMIMELS SO LI MAMPHED T QAP TV 210 LAG 1S 00831 > E3 0o ek W aedl 5 Googe @) New Pt - -
~7 - L7 Web Semch - [ Bockmabae [ Setrgns Meserges ) Mol » 4 MySpace () News =
Dot ool - Mesds - Sret | A Te [x}
|
sarch | [RESURS | Previous Searche My Space | Login | End Session | Help
Guest
WAl Words ™ pensecols in ‘Ganersl Sile Corection [ Somed by M ) Henne
Sort by |
@206
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Ingest Workflow # 3: File stream that is part of one parent record, with custom thumbnail, and full-text extraction
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Ingest Workflow # 4: Complex object using Comma-Separated-Value (CSV) files

This workflow shows how to create a complex object (“grandparent” record with “parents” and
“grandchildren”). The example used for this workflow is an item for Coral Gables Memory:

e the “grandparent” is a particular street (e.g, Algaringo Avenue);

e the “parents” are the specific houses on that street (e.g., 920 Algaringo, 928 Algaringo, etc.);

e the “grandchildren” are the individual images representing the front and back views of a house, back
(e.g., 920 Algaringo - recto and 920 Algaringo - verso).

For the example illustrated, the following specific workflow parameters are also used:

e Theitem is ingested into the DigiTool test server (Admin Unit DTLO1) but could also be ingested into
the DigiTool production server (FLLO1);

¢ |n advance of the ingest process, FIU staff create the CSV file (in Excel) and the corresponding XML
mapping file (in Wordpad). A sample from the CSV is shown on page 65 below.

¢ In this workflow, DigiTool automatically creates JP2000 images using TIF images supplied by FIU;

This workflow uses two different kinds of thumbnail images, each type serving a different purpose.

To avoid confusion, here is an explanation to differentiate the two types of thumbnails:

1. One type of thumbnail is the clickable icon (pictured below) that links the user from the
metadata record to the full digital entity. There is just one of these thumbnails for the entire
complex object. This type of thumbnail has been part of the previous workflows included in this
Manual.

” : = — >
Qs = ) - (%] (2] ) ) Sewch ' Fovoies £2) & P 83 Fie E& View Favetes Tock beo >
Ackbets [ ) 1o //drock fcla o3 8581 FAUNDBAEHF TVATHUBLHSBNANVIPEF T BVSG 0 HENVRSBPRVUDHI000 2] ()60 Lrks WYahod @) Googe @) NewFlimal .

R & L7 (Wb Semch - [ Bockmats TiSamngie  od Messergee =Y 0eal « G MySoace 1) News =

O ol - as - Full || # asaer

PUBLICATION OF ARCHIVAL LIBRARY & Museum MATERIALS
State Untversity Libesries of Floride

Results

W-All Wordsa= 88100 » 'Geasrsl Sile

Brief view Table view ESTTEIIEN

This thumbnail is made in advance by FIU and included —
in the filestream uploaded to the Digitool server e o

o MAGESET
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2. The other type of thumbnail used in this example is the miniature representative of each image
included in the complex object. There is one thumbnail for each image file. These thumbnails are
auto-generated by DigiTool.

2} hitp: //digitoolt. fcla. odu: 1801 - Mets Viewer - Microsolt Interet Explores
exLibns DigiTool Close | Help | Print | Save | ® | Send
Current View: [Thumggaile— =] Show MetaData for: Algaringo Avenue, Coral Gables, Florida
Thumbnails > 22" ngo Averue, S
Page Turer Viewdescripton: 00—+
1-50f8 = View options: ] 920 Algaringo Avenue, Coral Gables, recto

o B

(1)920 Algaringo Avenue...

(2)920 Algaringo Avenue...
|

g

(3)928 Algaringo Avenue...

(4)928 Algaringo Avenue...

Be...l®60 D8

These thumbnail miniatures are auto-generated
/ by Digitool from tif source files provided by FIU

Beu b, T P

101 ighbbark o L I T 4

disa| &3O w 2 e bt semabe a9, Pk Shop Pro - Images | =) marnaal e - Mcrosct. | B OpToct Obmct Marw | &) DipTool - Resus -Ful[[&) hatp:/7digitock fel. |/ & # @D = 1287M

The following page describes the CSV file used in this example.

Ingest Workflow # 4: Complex object using Comma-Separated-Value (CSV) files
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This is a view of the CSV file used to create the Algaringo Avenue record in DigiTool.

As you will notice in column ‘A3’, it says “thumbnail.jpg”. This is the first type of thumbnail explained
above--it appears in the metadata record and links the user between the metadata and the full digital
entity. FIU creates this thumbnail in advance at 150 pixels for width and 100 pixels for height.

b9~ s 31garingo.csv - Microsoft Excel -=
Home | Inset Page Layout Foemulas Data Reveew View -2 x
) ?tu Calibe (A AT [ el (@] SEwrepTea il = _rd ﬂ 5" ‘J—,»- 3 E_'J £ AutoSum * ér Lﬁ
(S BrrdonTive - A EER R - - P Conditionasl  Format  Cell  Insert Delete Format gra- Sort & Find &
¢ 7 rormat painter | | B-| 8- a- dMergeCenter - [ $ - % 0|78 2 Formatting * as Table - Stybes= | = . . L Famer~ Selea-
Chpdoard s Font s Alignment i Numder - Styles Cells Edring
[ A2 - S| =
| A 8 [ D E F G H 1 J K
1 1file_name 2 directory path 3 stream_location 4 store_command 5 label 6 usage_type 7relation_type Svpid Srelations 10 entity_type 11 partition_a
2 nfs Algaringo Avenue, Coral Gables, Florida VIEW o IMAGESET MCA, CGM
3 [thumbnail.jog default nfs copy THUMBNAIL manifestation 1 0 IMAGE MCA, CGM
4 FI05130004-1tif.tif  default nfs copy 920 Algaringo Avenue, Coral Gables, recto  ARCHIVE part_of 2 0 MCA, CGM
5 |FI05130004-2tif.tif  default nfs oy 920 Algaringo Avenue, Coral Gadles, verso  ARCHIVE part_of 3 0 MCA, CGM
6 FI05130004-3tif.tif  default nfs copy 928 Algaringo Avenue, Coral Gables, recto  ARCHIVE part_of 4 0 MCA, CGM
7 [FI05130004-4tif.tif  default nfs copy 928 Algaringo Avenue, Coral Gadles, verso  ARCHIVE part_of 5 0 MCA, CGM
8 FI05130004-5tif.tif default nfs copy 931 Algaringo Avenue, Coral Gables, recto  ARCHIVE part_of L] 0 MCA, CGM
9 |FI05130004-6tif.tif  default nfs copy 931 Algaringo Avenue, Coral Gables, verso  ARCHIVE part_of 7 0 MCA, CGM
10 |F105130004- 7tif.tif  default nfs copy 936 Algaringo Avenue, Coral Gables, recto  ARCHIVE part_of 8 0 MCA, CGM
11 FI05130004-8tif.tif  default nfs copy 936 Algaringo Avenue, Coral Gables, verso  ARCHIVE part_of 9 0 MCA, CGM
12
w5 v el =
= L Lwm [ N ] o ] B ] Q  —— s O S— v ]
1 12partition_b 13 partition_c 14 pres_level 15 dc_title_1 16 de_description_1 17 dc_contributor_1 18 dec_date 19 de_format 20 de_format 21 de_nights
2 FIV Algaringo Avenue, Coral Gables, Florida Photographs of 4 bulldings Xerdyk Realty 19497 Photographic prints. 4x6in., Electronic vers
3 flL
4 FIv FIU,MCA critical 920 Algaringo Avenue, Coral Gables, recto
5 Fv FIU,MCA critical 920 Algaringo Avenue, Coral Gables, verso
6 FIV FIU,MCA critical 928 Algaringo Avenue, Coral Gables, recto
7 FlL FIU,MCA critical 928 Algaringo Avenue, Coral Gables, verso
8 FIV FIUMCA critical 931 Algaringo Avenue, Coral Gables, recto
9 FIL FIU,MCA critical 931 Algaringo Avenue, Coral Gables, verso
10 FIV FIU,MCA critical 936 Algaringo Avenue, Coral Gables, recto
11 FIv FIU,MCA critical 936 Algaringo Avenue, Coral Gables, verso
Y1 v ¥
[ 41 v | w 1 x
1 |22 dc_rights 23 determs_physicalLocation 24 de_identifier_1
2 Allrights to Images are held by the respective holding institution, This image is City of Coral Gables, Historical Resources Department, 2327 Salzedo Street, Coral Gables, FL 33134 FIO5130004
3 | posted publicly for non-profit educational uses, excluding printed publication.
4 To purchase coples of images and/or for copyright information contact the
5 |respective holding institution.
6
7
8
9
10
1
12
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Once the CSV and mapping files are completed, the next step is going to Meditor’s “Connect to” option
and pick the preferred Admin. Unit. In this case it’s a test, so use DTLO1 (palmm-test).

test (DILOT) Connecte erver: digitool. Icla edu 6555 (3..) User: SOLIVELLA

p—— EEACR S
Firt (el X5

»
Phiders | [New Ingest Activity | Ingest Flows | Task Chan | Uplad User: SOUVELLA  Adsmin Unit: [DTLO1) Spacial Collecton. @2 =3
Enter Activity Parameters

General: Please Select Chain:

Name | € Template Task Chain

Ingest Type: * [File stream(s) $hat wil be loaded with no relationships = € New Task Chain

€ User Defined Task Chain
Scheduing @ As Soon As Possible
€ Scheduled Date: | ) Please Select Chan:
lea'm:mramf'p-n A t Task Cha ﬂ
Preview
Assign To SOUVELLA 3] =
Note 3
) |
=
Next > |[_cCancer )
Resource Dscovery  Management  Deposit  Approver  Collechor Ingest
/]
waal LY K

Ingest Workflow # 4: Complex object using Comma-Separated-Value (CSV) files
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Start by naming this record with the Street’s name (In this case it’s Algaringo). Then choose “Ingest
Type”, which in this case is “Comma separated value (CSV) file”.

Unit: palem-test (DTLOT) Connecled to server: digitool. Icla edu 6555 (3..) User: SOLIVELLA

AR S

User: SOUVELLA  Admin Unit: [DTLO1) Spacial Collecton. @7 23

0

Folders | New Ingest Actvity | Ingest Fows | Task Chan | Upload

Enter Activity Parameters
Please Select Chain:

General:
Name * falgarngo € Yemplate Task Chain
Ingest Type: * |File stream(s) $iat will be loaded with no relationships - € New Task Chain

Fée stream(s) that will be loaded with no relatonships € User Defined Task Chain
Fde syeam(s) that will become part of one parent record
Schedulng Fée syeam(s) utilzing the DigiTool file name corvention

MARC XML file 3nd associated file steam(s) Please Select Chain:

Dubln Core XML file and associated fike stream(s - — : |
METS xmi file and associated file stream(s)
Exported DIgITool repository elements for ngest/re-ingest Preview
Assign To Fie stream(s) that will be lbaded with manifestation relationships Make a setection From The p-down Dox =
Managament [Mods XML file and associated file stream(s) above
Note: = |
d

Next> ][ Concer ]

Resource Dscovery  Management  Deposit  Approver  Collection  [ngest
g
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Select “Template Task Chain” and on the pull-down menu, choose “Thumbnail Creation Only”. (This is
the step that sets up DigiTool to make the thumbnail miniatures for each image file loaded in the file

stream). Then click on “Next”.

prver: digitool. Icla edu 6555

13.) User: SOLIVELLA

[FRIE &

User: SOUVELLA  Adsmin Unit: [DTLO1) Spacial Collecton. @2 =3

£
toamt |
Folders | New Ingest Actvity | Ingest Fows | Task Chan | Upload
Enter Activity Parameters
General:
Name * |aigarngo
Ingest Type: * ll:omma soparated vale (csv) file 3
Scheduing @ As Soon As Possible
€ schedued Date: | =]
Time: |1 -I . |m -I(‘ am C pm
Assign To. SOUVELLA =
Note =l
) |
Resource Dscovery  Management

Please Select Chain:

@ Template Task Chain
€ New Task Chain

€ User Defined Task Chain

Please Select Chan:

0

Please Select Task Chan

Flease Salact Task Chan
3 Chan

Tachnical Metadata Extraction Only
Add Matadata Only

(At bute Assignment Only

FFull Text Extraction Only

Add History Event Only

T1f To 32000 Only

Remote Stream Linkage

Thurnbnail Craation, Tedhnical Metadata Extraction

I»lle

Deposit  Approver  Colection  Ingest

Next >

Jcancer ]

[®aar

Ingest Workflow # 4: Complex object using Comma-Separated-Value (CSV) files
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Since you will want the files to display as JPEG2000 images to the user, set up DigiTool to auto-generate
them instead of having FIU create them ahead of time. On the left hand side click (one time) on “Tiff to
JP2 converter”; then click on the arrow pointing to the right. Meditor will move the task over to the right
side. Then click on “Next.

palmm test (DTLOT) Connected to server:  digitool Icla edu 6555 (3..) User: SOLIVELLA

£ EEAC Sl
toamt |
Folders | New Ingest Actvity | Ingest Fows | Task Chan | Upload User: SOLIVELLA  Admin Unit: [DTL01] Special Collection @8 2 3
0, 20,02

Create a New Task Chain

All Tasks Selected Tasks AV

Premis Matadata Creation with PL Task Name

Technical Metadata Extraction Thumbnail Craation

Add Metadata Tiff To X2 Corverter

Control section Attribute Assignment
Full Text Extraction

Add Mistory Event

Tiff To Jp2 Corwer ter

Remote Stream Download
Thumbnall Creation

[_<pack J[_next> J[ cancer

Resource Dscovery  Management  Deposit  Approver  Collechor Ingest
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”n u

Now you will want to set the commands in motion by selecting the “csv file”, “mapping xml”,
“Thumbnail Creation” and “Tiff To Jp2 Converter”. Start by clicking “Browse” and looking for the CSV and
mapping xml files in your file directory.

Folders | [INew Ingest Activity | Ingest Fows | Task Chan | Upkad User: SOLIVELLA  Admin Unit: [DTLO1] Spacial Collecton @9 =

Parameters

Transformers

Please select file location:  [Local Files
The csv file I n (File has not been uploaded to server!)
The mapping xml I _ (File has not been uploaded to server!)

Tasks
Thumbnad Creation

File Extension: IE 10, Jp2,tF 4 gif by
File Extension: ﬁ,nﬂ

Tiff To Jp2 Converter

Loading

Core Digital Entity Loader

[C<Back | nNext> ][ cancer ]
Resource Discovery  Management  Deposit  Approver  Colecton  Ingest
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Folders | INew Ingest Activity | Ingest Fows | Task Chan | Upkad User: SOUIVELLA  Adimin Unit: [DTLO1) Special Collection @ 7 =

10,0, 104

Parameters

Transformers

Please select file location: lLo:al Files i
The csv fle [Coral Gales\Fios1a0; Biowsell| (ke has not been uploaded to server!)
The mapping xml I _ (File has not been uploaded to server!)

Tasks
Thumbnall Creation

File Extension: |E PO 2,08t gif brr
File Extension: Iﬁm

Tiff To Jp2 Converter

Loading
Core Digital Entity Loader

< Back | Next > anttl l
Resource Dscovery  Management  Deposit  Approver  Colecton  Ingest
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Under “Tasks” where it says “Thumbnail Creation”, indicate the file extension for the files being supplied

to make the miniature thumbnails for each file in the filestream. Make sure you enter “jpeg”, “jpg” and
“jp2” (if creating JP2000 files).

See the next page for a more detailed view of what the resulting thumbnails will look like.

Desgil ool Object Manages - Version 3.0 Unit: palmm-test [DTLOT) Connecled to server:  digitool Icla edu 6555 User: SOLIVELLA
Diglool Object Metadasts = View « - Heb|?|
B[ £ ENCR -
toasa |
Folders | INaw Ingest Activity | Ingest Flows | Task Chan | Upload User: SOLIVELLA  Admin Unit: [DTLO1] Special Collection @ 7 2
0.0, - 2Oz
Parameters
Transformers
Please select file location: Local Files 'I
The csv file l).‘caﬂ Gables\FI05130( _ Browse.. I (File has not been uploaded to server!)
The mapping xml l) \Coral Gables\FI05130( _ Browse. I (File has not been uploaded to server!)
Tasks

Thumbnad Creation

File Extension |;°_9rP9';3

Flle Extension: fur uer

Tiff To Jp2 Converter

Loading

Core Digital Entity Loader

[ <pack ][ next> [ cance

Resource Decovery  Management  Deposit  Approver  Collecton  Ingest

o
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The thumbnails being auto-generated by DigiTool will end up looking like those shown here. For each
JPEG2000 image displayed in the right pane, there will be a corresponding thumbnail in the left pane.

2 itp: /7 digtool. Icla. edu 1801 - Mets Viewer - Msciosolt Intermet Explorer
ExLibris DigiTool - Resource v Close | Help | Print | Save | ™ | Send
Current View: | Thumbpa Show MetaData for: Algaringo Avenue, Coral Gables, Florida
Thumbnails > S, 1ECt0
Page Turner View descriptionc <3
1-50f8 =1 View options: EJ 920 Algaringo Avenue, Coral Gables, recto

0e..ul®eD0De

4 r

This is what you will see

(1)920 Algaringo Avenue...

(2)920 Algaringo Avenue...
"

(3)928 Algaringo Avenue...

(4)928 Algaringo Avenue...

31 Algaringo Avenu

=
- 5 e T— [ LT e

As] @ ) © w  vogudon bk sl .| 89, P Shap Po - Image | 1) maruselrev? - Micsosel.| I Ol ool Otgect Mansg_| ) OigiTool - Reds -Ful |[&) bitg Z7dignoat tl - | /e & @D 7 12000
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In the “Tiff to Jp2 converter”, type in “tif, tiff”, because FIU is supplying source TIF files from which
DigiTool will auto-generate JP2000 files for display to the user. Click on “Next”.

Dsgil ool Object Manages n 3.0 Unit: palmm-test (DTLO1) Connected to server:  digitoolfclaedu 6555 (3..) User: SOLIVELLA

Diglool Object Metadats ~ View - Hep|7?]

B[ £ ENCR -
toasa |
Folders | INew Ingest Actvity | Ingest Flows | Task Chan | Upkad User: SOLIVELLA  Admin Unit: [DTLO1] Special Coliecton. @B 7 23
020, - 102
Parameters
Transformers
Please select file location: Local Files 'I
The csv file l):‘caa| Gables\FI05130( _ Browse.. I (File has not been uploaded to server!)
The mapping xml l) \Coral Gables\FI05130( _ Browse. I (File has not been uploaded to server!)
Tasks

Thumbnad Creation

File Extension |;0_g,pg. ;a

Flle Extension: fyf uer

Tiff To Jp2 Converter

Loading

Core Digital Entity Loader

[ <pack ][ Next> J[Ccancer ]

Resource Decovery  Management  Deposit  Approver  Collecton  Ingest

]
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Choose the images needed to upload. Remember that DigiTool will auto-generate the JP2000 files and
the set of thumbnail miniatures, so only click on the TIFs and the thumbnail.jpg.

Click on “Send”.

piver:  digitoolt. Icla edu 6555 SOLIVELLA
= [EIChT=
tozt |
Folders | New Ingest Actvity | Ingest Fows | Task Chan | Upload User: SOUIVELLA  Admin Unit: [DTLO1) Special Collection @ 7 3
020202 - 2
Upload Files
Local Files Server Files  Remote Files Uploaded to Server
\_J -
512 FIUS1 30005 - Algwrdh
b QZEW:"““" 3 springosm [ = FI051300046
:\_‘)' 30007 - Mlesio [ =8 FI05130004-1 © W F05130004-6
3 2 FI051 3008 - Alegrisno & Fi05120008-1 P & ro5120004-60F
I QI FISL00Y - Aed) P % 05130001t [ = 51300047
", L) FI05130010 - Alcazar r FI05130004-2 r FI05130004.7
# \_‘,:mlmn - Aguls " & F105130004-2 P & Fos130004-7tF
‘: o 'wlmﬁ-::w P W rios120008-2F ™ = roos120008-8
1 FIOSI0013 - Aberca 3 Fi051300083 ™ & Fu05130004.8
.: L) FI05130014 - Acals " % F105130004.3 P W Fos130004.60¢
Mansgemert #Q FI0S13001S - Akentars TY 5 K2 106130004 3tF P % thubnsd

41 () FIOS1 30064 - Castie B ri081300084
) () Original csv and smi fles 3
e ; FI05130004-4

#12 DigTodl 20004+

8 ) DigToclinstal rr: :::m:

() Digtoad Information ':l

Kl o . 1 | | |
[ <Back J[ _Finish _J[ Activate |[Save chain][ cancel
Resource Dscovery  Management  Deposit  Approver  Collection  [ngest
)
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Once the images have moved over to the “Uploaded to Server” screen, you are ready to click “Activate”
and DigiTool will do the rest.

fcla edu 6555 (3..) User: SOLIVELLA

Folders | New Ingest Actvity | Ingest Fows | Task Chan | Upload User: SOUIVELLA  Adimin Unit: [DTLO1) Special Collection @ 7 3
020,02 - 2
Upload Files
Local Files Server Files  Remote Files Uploaded to Server
i “.Jm I ShaM I Deslot A ) FI05130004-16F
=9 T~ 15y soimgo-cov FI051 30004 5
g 32: I &8 dosrirgo-oni ™ (3 ros1300046 % F205130004- 27
' 3 105130041 % F1051300046 FI0813000¢
. @QF0 I W F105130004-1 ¥ W F1051 30004604 o ocse o
FOM N § F0s13004-16F I (3 Fi0s130004-7 & F105130004-40¢
TR0 i 5 rosi300+-2 % Fos130004-7 ) 5130004 5
SN F05130004-2 P % FI05130004-7¢
QM & Fi0s130004-218 I~ (38 Fi051300048 % F105130004-ef
S QFOEI ™ 58 F0s130004-3 % rios130004-8 1o FI05130004- e
SO T F0s130004-3 P % FI05130004-86
Mansgerert + QM |15 § Fosi0040 P & thntost & Fs1000¢-0f

ST 8 F0s130004-4 % tuntend
SO Y R 051300044
# )ty v

#0000 g F1051 300045

5 Q0T0 = K F051300045

# 10 Digrocl

o] ;'J J |
[ <Back J[_Finish ][ Activate |[Save chain][ cancel
Resource Dscovery  Management  Deposit  Approver  Collection  [Ingest
/]
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This is the final view of the Coral Gables record in DigiTool. The metadata record describes the complex
digital entity as a whole, which represents a particular street in Coral Gables (the “grandparent”).

2} DigiTool - Resulls - Full - Mictosolt Intemet Explorer

Qe - - x] [2] | Psewch ke €4 13- S [F- 3 Fle €& Viw Faies Tock Heb ‘:,-

Addhess [ 8] g /) dgtoot Icks 0 EE61/RMHCAUIT 9CEDNSSD 31 79PILVASS USNEC ADERK 21 38XV 0 2L COH Q0606 Muncmresuits ampullsel_enz] ([£] G0 | Links X7 Yahoo! &) FUWetMal 8 Google & -
w.' ~{‘|Wlb$"¢h' [ Bookmadse T Sotings~ Messanges 1) Mad + 8§ MySpace () News +
_ DTod- Resuts - Ful | # assTad ]

el ______________________________________________________| |5
Search | Results | Previous Searches | My Space | Login | End Session | Help
Guest

Search W-All Words= algaringo’ i1 ‘General Silo’ Collection [ Sorted by. Ranking ] Refine

Sort by

Brief view Table view ESTIRIIEN

Record 3 of 4 (423306
==
— Object i IMAGESET ()
!Ah .
Title Algaringo Avenue, Coral Gables, Florida
Description Photographs of 4 buildings on Albenga Street, Coral Gables, with property information on the verso of each photograph Address numbers range between 920 to 936
Contributor Kerdyk Realty
Date 10497
Format Photographic prints
4x6mn
Rights Electronic version created 2005, State University System of Florida.

All rights to images are held by the respective holding institution. This image is posted publicly for non-profit educational uses, excluding printed publication. To

purchase coplos of images and/or for copyright information contact the respective holding institution

Lecation City of Coral Gables, Historical Resources Department, 2327 Salzedo Street, Coral Gables, FL 33134
Identifier 106130004
PID 66100

Related collections 000

State University System of Florida | Publication of Archival Libeary & Museum Material
Ploase send questions and comments to palmm-mallghufl edy

© 2000 State University Library Systom of Flonda

ipdated: November 16, 2006

&) Doe [ B T
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Clicking on the thumbnail icon in the previous screen takes the user to the METS viewer to see the full
object. The TOC in the left pane displays all of the houses (or “parents”) for the street (or
“grandparent”). Clicking on any of the entries in the TOC brings up the images for the individual houses
(“grandchildren”).

2 hitp: //degatook fcla eda 1801 - Mets Viewer - Mictosolt intemet Explorer
Ext I’lll\l') 04giTool - Re Close | Help | Prirt | Save
Current View: INgnnngn Avenue, Co 3 Show MetaData for: Algaringa Avenue, Coral Gables, Florida 4« <> i
>> Algaringo Avenue, Coral Gables, Florida
View description
Algaringo Avenue, Coral Gables, Florida View options: [ 820 Algaringo Avenue, Coral Gables, recto
Algaringo Avenye, Coral Gables, rect [ ey Nne
cus
Dore L N T
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Creating a Collection in DigiTool

This procedure describes how to make a new collection in DigiTool and then configure it so it is
searchable in DigiTool. The example illustrated here is for a new collection entitled “Tequesta” which is
created in the DigiTool test server.

Step 1: Open up the “Collection Manager” module in Meditor by clicking on the icon located in the grey
sidebar.

Step 2: Go to “DigiTool” and “Connect to” the unit you want to work with. In this example, FIU is working
on a new collection on the DigiTool test server labeled as “palmm-test” in the Digitool configuration
menu.

Step 3: Fill in the form on the right side of the screen, and click the “Save” button.

Step 4: To configure the settings for this new collection, click on the title of the collection (one time) so it
highlights into a light blue; then click on the yellow folder icon to go to the next step.

3
o “r oo | Help
M - -t FE RO
Pirt (eifoi2 r—— Step 2. Go to "Digitool" then “"connect to” and choose the Admin. Unit desired
st sty »
Utities * [ree Management User: SOUIVELLA - Admin Unit: [DTLO1] Spacial Collaction g7 2
B
. Step 1. Click here -
,W H petails
RaAav .
P < " g Tequesta: The Journal of the Historical Museum of Southern Admin Unit:FIU01 Group: ADMIN
Chant(s) ®& Florida
- ) 20
-:Jlnn_onmnm:l% sio IGeﬂevaI Sio EI
LlE-Reserve(3)
~ 7n Search Base Admin Unit FILO1 hd
LFinding Aids(3)
-\_'n‘_lnnjll?] Collection Name o lTequesta The Journal of the Hstorical Museum of
Clinstitutional Repository(3)
= B Collection Type Logical =
LiMusic(2) 1O I d
"1 ) X (8
-‘_‘Mﬂﬂnl 3) ":' & Thumbnai (JPG/GIF) : - |7 Browse... I I~ Remove thumbnail
25Archives Florida(10) 2™
Chspecial Collecti § 3) R Short Descrption [lhs site offers & dgtal version of the existing printed journal publ
WMQ, %~ Long Descnption Tequesta, the scholarly journal of the -
. - Historical Association of southern Florida,
=hSerials(1) (™ has hﬁen pub"liﬁhtd annually ;:nce 194%‘ It "
o I = (@ contains articles about the history of Sout
=1k lorida(7) O Florida, especially of the miam! area, the 3|
S4MileMarkers(Logcal) A
SAMiami Metropolitan Archive(Logica)) 0
SAyiddish Children's Books(Logical) X [save ][ ciear
SLDepartment of Music(1) Marked for publish
CAAbstract Art(Logical) will be exported
g Florida State University Test MPE
S4The Arts(2) &
Sludalca Sheet Music(1) ®®
. -
2Agocialist Papers Collection(Logical) (00w
S)Evaerglades Digital Library(2) A
SL0ral History ®®
nuum;lt[l:;wmnl_ouhn | P
- : { ¢ "
Step 4. tLogical) ® @ ‘_ Choose a collection name, in this case it's Tequesta
Click here|
2AGallery of Distinction(Logical) )~
SAFAMU Football Gollection(Logica) ®®
SAWith the Wild Things(Logica) ®®
Sinode Example Golluction(2) L AS |
Resource Dscovery  Management  Deposit  Approver  Collector Ingest
o
saal LET
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On this screen you set up the parameters for searching the new collection in DigiTool, and including all
the items it contains within the browseable collection that displays in DigiTool.

Step 1: Click on the drop-down menu and choose “Florida International University” (FIU)
Step 2: Click on the “Search in fields” menu and choose “collection code”
Step 3: Type in “TEQ” (for Tequesta). Note that the collection code must already have been created

through arrangements with FCLA. Otherwise, the process will fail because DigiTool won’t recognize the
new collection.

Dsgil 0ol Object Manages - Version 30 Unit: palmmtest (DILO1)  Connecled to server: digitool fcla.edu 6555 (3..)  User: SOLIVELLA

Diglool Objsct Metadsts * View « . Heb|?|

5] EEACR S
Salection Micaum |
Tree Management User: SOUIVELLA - Admin Unit: [DTLO1] Special Collection g7 2
Man > Tequesta: The Journal of the Historical Museumn of Southern Florida Collection Map

Tequesta: The Journal of the Historical
Museum of Southern Florida Collection

e Q step 1.

Click on FIU
Search Fields: W-PartitonA® 8q Select collection: [JAUl Collections I

n GEND1-FILO1
Adjacency: Contans Search in """“"ﬂml Fields 3] ". l IA..vLI 3

/ ET— -

step 3. For this collection, type in "TEQ"

Search \  Results Help

step 2. Click on “Collection Code" @ Cortains € Exact € Starts With
POF &
Media type AL ® File format i;':
XY ;I

State University System of Florida | Publication of Archival Library & Museumn Matenials
@ 2006 State University Library System of Florida
updated: November 16, 2006

Resource Dscovery  Management  Deposit  Approver  Collection  [ngest
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Click on the red “Go” button in the top right corner to store the search parameters for this collection.

Unit: palmm test (DTLOT)

Connected to server: digitoolt.Icla edu 6555 (3..) User: SOLIVELLA

LR S

Moragerert

ml
Tree Management User: SOLIVELLA - Admin Unit: [DTLO1] Special Collection 87 B
Man > Tequesta: The Journal of the Historical Museum of Southern Florida tion Map
Tequesta: The Journal of the Historical Search \\ Results Help

Museum of Southern Florida Collection

t

Search Fields: W-PartitionA = teq
n GEND1-FILO1

Adjacency: Contans

Q8

Select collection IF‘mma Intermnational |;r.r.ver:ty3 a

Search in flelds: ICullrc!mn CcdrEI ITEC‘ Ik'm EI 1

| Fields

@ Contains € Exact € Starts With Click on GO

Media type ALL =

Florda International University Libeanes | Pubication of Archival Libeary & Museum Materials
Please send questions and comments to comments@fiv edy

Resource Dscovery  Management  Deposit  Approver  Colection  [ngest

= |

File format

© 2008 State University Library System of Florida
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You should be able to review the set-up for the new collection in the final step.
Click on the top left arrow to save.

Remember to notify FCLA that you have created and published a new collection, because there is a job
they need to run to pick up newly published collections.

Dagi ool Object Manages - Version 30 Unit: palmmtest (DILOT)  Comnected to server: digitool.Icla edu 6555 (3.)  User: SOLIVELLA

DigTool Object Metsdsts -~ View i Hep[?)
3] AR Sl
Sallestion Micaasmct |

Tree Management User: SOLIVELLA - Admin Unit: [DTLO1] Special Colkection 287 =
Man > Tequesta: The Journal of the Historical Museum of Southern Florida Collection Map
Tequesta: II}V Journal of .llw IAI|~lurif‘1| Search | Results \ Hel
seum of Southern Florida Collection ! \
Q8
© Soarch W-PartitionA= teq in‘Admin Unit FIUO1' Colloction [ Sorted by Ranking Refine
Search Felds: W-PartitonAw teq
i GEND1-F1L01 EREEIET] Table view Full view Sort by:
Adjacency: Contans Records 1-1 of 1 @40
1 Tequesta: The Journal of the
e Historical Association of
CHCK here to save =2 Southern Florida. Volume 1
number 3
——

Historical Museum of South Flonda

South Florida - History - Periodicals.

=
Recoeds 1-1 of 1

940

Florida International University Libeanes | Publcation of Aschival Library & Museum Materials

omenents 1o comments@fiv edu

© 2008 State University Library System of Florida
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Deleting a record that is in the live DigiTool server

This SOP will show you how to delete a record you don’t want to display in DigiTool.
Step 1: Open up Meditor

Step 2: Go to “Ingest” and then “Success” to find the record you want to delete.

Step 3: Click on the arrow to “roll back”

DaguT ool Object Manager - Vession 3.0 Unit: palmm-test (DTLOT) Connected o server: digitoolt_fola edu 6555 (3.) User:: SOLIVELLA

Diglocl Obpct Metsdsta © View = Heb |?)

17| RN S
toaut |
Folders | New Ingest Actwity | IngestFlows | Task Chan | Upload User; SOUVELLA  Admin Unit: [DTL01] Specidl Collection @9 7 =
Not Schoduded (123) WMH Filter: | =] Sort By:|Crestion Dete 3
Scheduled (0)
Ruring (0) . Task Chainhame
s1. Full Text Extraction Only
LV Full Text Extracton Ondy
Faded (5) 5. Thumbosd Crestion Orly x) )
] Empty Chain ]
p. Full Text Extraction Ondy 60 @
S5 Empty Chain x I
s Empty Chan 9
. Empty Chan ®8
9 Thumboad Crestion Orly |9
Manapement 60 Empty Chain <E 6
1) Find the record you want in “success”
2) Click here for a "roliback™,
it will go back to "not scheduled”
Resource Dscovery  Management  Deposit  Approver  Collection Ingest
=
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The record will roll back to “Not Scheduled” section, so go there.
Look for the record to delete and click on the “X” in the “Actions” column.

It takes until the next day for the changes to take place when the DigiTool Live server updates.

Unt. palmentest (DTLOT) Connected to server depltool icks odu 6555 (1 ) User SOLIVELLA

LM | B [ ACR S o o
ot |
Folders | Nowingestactvity | IngestFlows | Task Chan | Upload User: SOUVELLA  Adwin Unit: [DTL01] Soacil Colectins @9 T - |
] Fulisoi Mos: BB Fiter: (a0 =] Sort iy [Greston Date =]
Schoduled (0) LZ 345>
m(o) . 1= Activly N Tank Chawn Nasne Asvign To Actioen
1 % tem o2 CAN @ x
Buccess (151) 12, DI fhes wwhoaded at: Wed Agr POATRAN @ x
Falled (5) 13, DESL  fes uploaded st Wed A , CAPUN @ X
B CaR190 e ugkoaded st Wed Ar POATRAN @ x
15, DORUER fes uioaded st Wed Agr FOATRANN ., @ x
M RN tem fres CAUN @ (x
17, oRisE  Feed Frmed CAPUN s x
B o x tymed AU s x
19 GRS  fvmed frmed CAPLAN @ x
2 @ e fiow 6, tew 2 P Teat Extraction Oy SOUMVILA ’l
3) Find the record in "not scheduled™
4) This delete button will remove the record
Resource Dacovery  Management Depos®  Approver Collection Ingest
=
PO ar . 1%
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Revising data for a complex object

This procedure describes how to revise a record for a complex object, once it has already been ingested
in DigiTool and displays to the user. For this example, a journal issue with several articles is being used.
What needs to be revised is the title of one article within the journal. The example PID 72440 from the
Tequesta collection is used to illustrate the procedure.

Revisions need to be made in two places: in the parent metadata record, where the article titles are
listed; and in the child metadata record where the erroneous title is located.

Below is what the Tequesta record looks like online. Recall that the metadata record describes the
complex object as a whole - in this case, a specific issue of the journal Tequesta. The contents of this
metadata record needs to be revised - specifically, the title of the article.

; DigiT ool - Results - Full - Microsoft Internet Explorer

) e & 1 B |
W@Boek-; )-L)ﬂ @ ;b‘/. Search ¢ Favorkes e”'f W) - - MFI. 7E;ﬂ Vuwfaiadn'l'ods Help J o
Addiess [] hip-/digitool fcha.edu/R/RREK X IFKIILBHHST5443K9TNSK LGS 7XB93PET SIUSVHXR 300685 Hunceresubsi ¥| [EJ Go | Links ] U emal 8 Google w2 Yahoo!
] N R N | p T
Y7 - L~ [web Search < [3 Bookmarks~ [} Settngs- | £ Mail + i My Yahoo! + | £ Weather + 4| AntiSpy-
" DigTool - Resubs - Ful B
-
FE=R
Tequomes o - Compiex Object ()

Title Teguesta: The Journal of the Historical Association of Southern Flonda. Volume 1, rumber 63

Creator Historical Museun of Southern Florida

Subject(s) South Florida - History - Periodicals

Description Teguesta is published anrually by the Historicel Association of Southern Florida

Contents TABLE OF CONTENTS: On the Eve of Destruction: Pecple and Florida’s Everglades from the late 18005 to 1908, by Christopher F. Meind — Hell's

Angel: Elcanor Kinzie Gordon’s Waortme Surmmer of 1898, by Jacqueline E. Clancy — Early Miami Through the Eves of Youth, by Willam M. Stroignt,
M.D. — Historical Associstion of Scuthern Florkia Members

Date 2003

Type Serial

Format Portable Document Format (PDF)

Rights Copyright 2003 by the Historical Association of Southern Florida, For permissions please contact the rightsholder

Location Historical Musaum of Southern Florida, 101 West Flaglar Street, Mami, FI 33130

Identifier F 08060963

Identifier ISSN. 03533705

PID 72440 e

Related collections > Tequesta: the Journal of the Historical Association of Southem Flonida

=

3] C T [ inkemet
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To revise the title of a particular article within the journal requires drilling down deeper into components
of this complex object. Start by viewing the journal issue via the METS viewer, as shown below.

Note that the individual article titles are displayed in the “Table of Contents” pane on the left side of the
screen.

'3 http://digitool fcla.edu: 1801 - Mets Viewer - Microsoft Internet Explorer

&P DigiTool - Resource piscovery Close | Help | Print | Save

Current View: | Tequesta: Volume 1, =l show Metapata for Tequesta: The Journal of the Historical Associatio... R 1|

>> Tequesta: Volume 1, number 63

| Table of Contents | Search  Advanced Search View description: [ |

-/ Tequesta: Volume 1, number 63 Format options: [7] Cover

d Cover - » . l_ w B l'—,
B mofContents "_j' Lj @' . ll_ (88 %% a Cd L M
d On the Eve of Destruction: People and Fl
I Helfs Angel: Eleanor Kinzie Gordon's Wa
4 Earty Miami Through the Eves of Youth, b
1 Backmatter. Historical Association of So

|»

Tec] Uuesto

THE JOURNAL OF THE
HISTORICAL ASSOCIATION OF SQUFHERN FLORIDA

2003

LXIII
7}
(€] Done [T [ imemet Y.
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This is a view of a specific article within this journal issue.

2 hitp://digitool du:18 =10 ]
Close | Help | Print | Save

Mets Viewer - Microsolt Internet Explorer

& DigiTool - Resource oiscovery

Current View: | Tequesta: Volume 1, ... #l Show MetaData for: Tequesta: The Joumnal of the Historical Associatio... 4 <r i
>> Tequesta: Volume 1, number 63>0n the Eve of Destru>...>...m the late 1800s to 1908, by Christopher F. Meindl
View description: (21— |

| T:ble ofia';r;ieinrlsr Search Advanced Search
=l Teguesta: Volume 1, number 63 Format options:  [7] On the Eve of Destruction: People and Florida's Everglades from the
4 Cover > m B
> [T i= R [B [Fina >
I Table of Contents 50 & . » ! ©® = G
'/ On the Eve of Destruction: People and FI_.
J Hells Angel. Eleanor Kinzie Gordon's Wa
1 Early Miami Through the Eyes of Youth, b
| Backmatter. Historical Association of So

On the Eve of Destruction:
People and Florida’s Everglades from
the late 1800s to 1908

Christopher . Meindl

Florida’s Everglades have been the subject of much public discussion
during the past century, and most of the current discourse deals with
efforts to restore parts of the region 1o some semblance of its pre-

drainage condition. Furthermore, most of the recent scholarly literature
amdlea ok o Koeaal. d.

pa—— P — .1 .0 - 1 1 - 1 ﬂ
€] Oone T e
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Open up Meditor and go to “Editor” to edit the record.

Unit: palmm-test (DTLO1)  Connected to server: digitoolt fcla.edu6555 (3..)  User: SOLIVELLA

Revising data for a complex object
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Click on “DigiTool” and click on “Connect to” the server that you need; in this case it’s “fiu-live”

Unit: palmm-test (DTLO1) Connecled to server: digitoolt.fcla.edu: 6555 (3.) User: SOLIVELLA

© 2009 Florida International University.
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Normally to the right side, where it says “Control” and “Stream Ref” you don’t have to do much unless
“Label” has something that needs fixing. Click on dc.52273 to take you to the Dublin Core metadata

record.

Unit: fiu-live (FIUDT) Connected to server: digitool fecla. edu:6555 (3..) User: SOLIVELLA

Revising data for a complex object
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To the right, you pick the field you want to edit and go one by one, clicking on the “Update” button after
every entry.

“* DigiT ool Object Manager - Version 3.0 Unit: fiu-live (FIUD1) Connected to server: digitool.fcla. edu:6555 (3..) User: SOLIVELLA
DigTool Object Metadsts Edt View vt Help [?]
B[ || | Object: FIUD1 - 72440 f descriptive:de [62273] Click here toupdate 0 X RO &
S~ =
- - [ g =]l = =
= descriptive |Tequesta: The Journal of the Historical Association of Southern Florida. Volume 1, numb Corce
T, Al Data
-~
Historical Museum of Southern Florida
ject] South Florida - History - Periodicals.
on Tequesta is published annually by the Historical Association of Southemn
Florida.
e 2003
mat Portable Document Format (PDF)
Identifier FI08060963
1 ISSN: 03633705
ights Copyright 2003 by the Historical Association of Southern Florida. For
T = permissions please contact the rightsholder, s
ms:physic Historical Museum of Scuthern Florida, 101 West Flagler Street, Miami, FI
ILocation 33130
Type Serlal
Nesrrintion - TA4RIE NF CONTENTS: O the Fua nf Neetr irtinn: Pannle and Flarida's =
L. Brouzer | 2 Messages | 3. Tag Information | 4. Collctions | =
[ ewRefrash Copct =5 I File Name: . File Extenzion: . File Sizet 0K
i~ |
\\ : ”
L Pick one field at a time to correct whatever is needed.
Open on Local Dve (10)
Marsfestabons (1)
Includes (11
(1) =l
Patol (0) =l
T demax
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Click on the file cabinet to save the revised record and upload to the server.

“2 DigiT ool Object Manager - Version 3.0 Unit: fiu-live (FIUDT) Connected to server: digitool.fcla. edu:6555 (3..) User: SOLIVELLA
DigTool Object Metadasta Edt View “rvo-: Heb [?] A
5| | Object: FIUD1 - 72440 { descriptive:dc [52273] (O DO
e Jrive 7] ] I |] I4] 7 [Cupane
& descriptive l The Journal of the Historical Association of Southern Florida. Yolume 1, number 63./ Cancel
Yolume 1, number 63
Historical Musaum of Southern Florida
Subject South Florida - History - Periodicals.
Description Tequesta is published annually by the Historical Associatn of Southern
Florida.
Date 2003
Format Portable Document Format (PDF)
Identifier FIOE060363
Identifier ISSN: 03633705
Rights Copyright 2003 by the Historical Association of Soughern Florida. For
T = | permissions please contact the rightsholder, =
dcter ms:physic Historical Museum of Scuthern Florida, 101 WestfFlagler Street, Miami, F
allocation 33130
Type Serlal
Naerrintion - TE&RIFE NF CONTRNTS: Mn the Fua nf Nactr v - Pannle and Flarida'e ;I
M]zm|3.mmm|a.m| =
Wiaw/Refreth Objact »> I File Name: . File Extenzion: . File Size1 0K
! =
Click here to save and upload to the server.
Open on Local Dive (11)
Mardestabons (1)
Inchades (11) -]
Paitof (0) =l
Doal =N E=283
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A window will pop up where you click “Continue”.

LIS

j‘\D ‘E! |E‘\I“‘r |

cliclg ;‘continue" this will save it to the server
and will harvest or re-load for the next day.

Event Idertifier Type  INGES]
Event ldertifier Vaiue  ing261:
Full Text Extraction
2008-07-07123 37:34.304-04.00
Last Accessed Making a el index file from pdf ¢

© 2009 Florida International University.
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To further edit a METS file, you must look for sub-PIDs.

For example, to find “On the Eve Destruction: People and Florida’s Everglades” you have to fish around
till you find the METS TOC, you do that by typing in numbers after the parent PID.... it’s kind of like

by numbers...if the parent PID number is 12000 and this record has 5 children, plus the cover, FM, 5
chapters and BM, you have to count down so the cover would be 12001; the front matter 12002; each
chapter would be 12003 through 12208; respectively back matter would be 12009; and so on.

Know the main PID number and know how many chapters you have, and you can usually zero in within
two or three tries

In this example the parent PID is 72440 but the sub-PID for this particular chapter is 72444. The only
thing you really need to edit is the “Label” section, then you click on the “Update” button.

“2 DigiT ool Object Manager - Version 3.0 Unit: fiu-live (FIUDT) Connected to server: digitool.fcla. edu:6555 (3..) User: SOLIVELLA
DigTool Object Metadats | View ‘v Hep [?]
B[ |5 | Object: FIUD1 - 72444 IR B E
I 1. Contral Izsuumul
72444
= changehistory Label On the Eve of Destruction: People and Florida's Everglades
changehistory_md.52275 Note ] N/
Uzage Typs IM«M 'I Partition A TEQ
Entity Type Image ~| Partition & FiU
Qs Defat > Partition © I
Pres. Level Default -
Ingest ID [ingzszs Tngest Name [Tequesta 2003 BE|
Crestor [crestorsoaverLa Modfied 8y [super:sotrverta

Creation Date [200807-07 2323758 Modficstion Date | 2008-07-15 11125155

This button will light up IF you have
made a correction on this page only.

Last Accessed (2)
72440
72443

L. Brouar | 2. Collections |
[ WavefRafrash Coct > | Fike Name: 03_01.peF. Fil Exterion: pef. Fle Size: 7526 K
=
Open on Local Drive (11)
Marifestabons (1)
Includes (0) =l
Patct (1)
£ as | =R =263
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Then to make sure it properly uploads to harvest again, go to “changehistory_md.52275” on the left
hand side. And click on the file cabinet, just to make sure it uploads.

v2 DigiT ool Object Manager - Version 3.0 User: SOLIVELLA

Unit: fiu-kive (FIUO1) Connected to server: digitool fcla. edu: 6555 (3..)

[a) SR s) S)=+
version
| pa o wre Clicking here will ask if you
& stehistory want to save what you've done.
xming: xb hitp: 3 positor
o Events
a Evert
Xmi ID
Colechons Event Idantifier
E_: :| Evert Idertifier Type  INGES]
Event Identifier Value  ing251:
Evert Type Full Text Extraction
H Evert Date/Time 2008-07-07723:37:34 204-04.00
Evert Detal Mchngaumi'dexﬂelrompdﬁ_
Linking Agent Idantifier
& .‘ Link Agent XML 10 None 'S5
Managemant 4 | JJ
LuBrowar |2 Messages | 3. Tag tnformation | 4. Calkctions | =
[ VawRefrash Copct >> | File Name: 03 01pcF, File Extercion: po. Fie Size: 7626 K
=
Open on Local Diive (1)
Manifestabons (1) B
Includes (0) H
Patci (1) =l
£ osy| 6e@a X
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Adding more memory within Meditor

Download and install JRE ver. 1.6 update 10, follow directions
(This is needed to resolve a problem in previous versions when working with large memory.)

Close all browser windows.

4

Then go to “Start” at the bottom left of the computer, then “Control Panel” and “Java’

&, Accessibilty Options

S5 AddHardware

.Y Add or Remove Programs

43 Administrative Tools >
= Adobe Gamma

~J& Adobe Version Cue CS2

L Automatic Updates

-7 Date and Time

. Displey

) Folder Options

3 Fonts >
%= Game Controlless

‘Wndows Update

E3 IntelR) GMA Driver

Adabe Stock Photos D Intemet Options

7.

f Adobe Acrobat 7.0 Professional =

Spybot - Search & Destroy A Mai
") Mouse
, Mozila Firefox & Network C g ~

72 Network Setup Wizard

winscpd13
i 2. Phone and Modem Options

| .} winscpd13 2% Power Dptions
+ 4 Printers and Faxes 4
@ Notepad €1 QuickTime
EJ Caloulator ¥ Regional and Language Options
= Scanners and Cameras >
Q Paint Shop Pro5 _9) Schedued Tasks »
W) Secuty Center
% Yahaol Messsrger @ Sounds and Audio Devices
MDS Checksum Verifier af Speech
43 System
Progiams » a Taskbar and Stat Menu
¥ 81 User Accounts
) Documents » @ Windows Firewall
. Wikr Ntk Sohp W
Search 4 ot ka d
'y Printers and Faxes »
Help and Suppoit o, Taskbar and Stat Menu

Run...
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Click on the “Java” tab.

E Java Control Panel

Adding more memory within Meditor
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Then click on “View” under “Java Applet”.

[," Java Control Panel

| securty | Advanced|]
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A window will come up that says “Java Runtime Setting”
Where it says “Java Runtime Parameters” double click in the column and enter”-Xmx1024m”

Hit “OK” and reboot. You can now use Meditor as normal.

@ Java Runtime Settings

1.6.0_11 _:\Program Files\Jaff,.. | -me1024m
RE 1.6,0_10 i~ \Program Files\Jav. ., v

RE 1.6.0_07 I_:\Program F-iles'gJav. %

I I HETNEYE

ey e =

Note: Set JRE max memory (e.g. 1024m - this should not exceed 3/4 of your physical RAM) - see
attached.

Adding more memory within Meditor






