Creating your Digital Collection
1. Sign the project Content License Agreement and submit to project staff.
2. Project orientation: project staff will introduce you to:

a.  The overall project mission;

b. Guidelines for selecting contributions to the project;

c. Any other explanations you would like before you begin; for example:

i.  A description of the computers and other machinery supplied by the project;

ii. An explanation of what to expect from project staff;

iii. Clarification of terms and concepts that will be used during the project, etc.
3. Meet with project staff to determine:

a. How many digital objects you plan to contribute to the project;

b. An approximate number of people you have to work on the project;
c. The names of people who will be contributing to the creation of your digital collection and an itemization of what they will do;

d. Any deadlines that need to be met;
e. Setting dates for training in the various areas of the project described below;
f. How you will store your digitized collection and its descriptions;

g. How you will submit your stored collection to the project.

4. Selection of items for digitization:
a. Determine who will select from your collections;

b. Devise your method of selection;

c. Select and pull (or otherwise flag or document) items that will be digitized and prepare them for scanning.

5. Digitize the items selected.

a. Determine who will be digitizing. You may have various needs:

i. People to operate scanners;
ii. People to operate Digital cameras;
iii. People who know how to use computers and create digital files from various sources, etc.

b. Make sure all digitizers are trained in methods of digitization for this project; contact project staff to arrange training sessions.

c. Make sure your items are prepared for digitization before the digitizers arrive; try to separate them from other items or to clearly flag them when mixed with items that will not be digitized, etc.

d. Reserve the use of needed equipment; if you do not have the equipment you need, contact project staff and they should be able to provide equipment.
e. After scanning, digital objects should be stored so that they are accessible to the next group that will work on your images. For example, store them on compact discs that can be handed to people who describe the objects.

6. Describing your digital collection.

a. Determine who will be describing your digital collection:

i. These people should be knowledgeable enough to identify people, places, dates, etc. contained in your items.

b. Devise you method of description:

i. You can describe your items using pen and paper, you can do it on a computer and print out the results, you can do it over the world wide web, etc.

ii. There are several forms provided by the project to help you with your image descriptions;
iii. Remember that image descriptions are best done using the original item rather than the digital copy. 

7. Prepare all your digital objects and their descriptions for submission to the University of Washington. You may want to include the following steps:

a. Check to make sure your submission includes all items you intended to submit;

b. Check your objects for quality, one by one;

c. Make sure a description accompanies every digital object;

d. Make sure every description is clearly matched to a digital file and that every digital file is clearly matched to a description!

8. Submit your digital collection to project staff; this should be pre-arranged with project staff.

9. After you submit your digital collection to project staff, project staff will:

a. Use your digital objects to create images suitable for presentation on the internet;

b. Use your descriptions to create descriptions in accordance with advanced indexing principles;

c. Load these digital objects and descriptions into a database unique to your organization;

d. Load your database onto a non-public web server for you to review;
e. Create final archive on archival-quality compact discs of all original digital objects, all derivatives and your descriptions; 
f. Hand your digital-collection-on-archival-quality-discs back to your organization for permanent storage.

10. Finally: you will want to review your database within an established timeframe; at the date established, any changes you have recommended will have been incorporated and the database will be loaded onto a public web server, from which the whole world will be able to enjoy your digital collection!
 

 

 

 

 

 

 

 

