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What is CONTENTdm?

CONTENTdm is a digital collection management software by OCLC that allows users to store and organize digital items, add metadata, and upload their

collections to the Web.

[youtube http://www.youtube.com/watch?v=0tKpCqNna_A&w=630&h=472]
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Definitions
Project Client: the desktop software in which items and metadata are entered and edited prior to upload to the online collection
Item: a file and the metadata associated with in
Object: an item (or group of items) that makes up a single work

Compound Object:  multiple files that are displayed to the user as a single-work (ex: a book)

Project: a temporary group of items that is being edited. It only exists inside the Project Client

Metadata Template: a template created to assign consistent metadata to a project

Digital Collection: The overall group of items, usually representative of a single theme or source. Many already exist as a physical collection.
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Project Settings

Click on an image to enlarge

General Settings - Test_Project General Sttings Metadata Templates - Test_Project

Metadats Templates Some settings are established at the collection level by the server administrator and cannot be edited in Metadata Templat

the Project Setting Manager. Project-level settings you save will override corresponding collection and
server settings while you work in this project.

Select and customize metadata templates for items you are importing.
Metadata Field Types Metadata Field Types
The Project template is applied if no file-specific metadata templates are selected. If the Images

Images & Thumbnails Images & Thumbnails template rather than the JPEG template is selected when you import a JPEG file, the Images template will

Processing About Project Processing be applied. If neither JPEG nor Images templates are selected, the Project template is applied.
Project Name Test Project This page lists all of
O e Lo the basic information OR
\are us ocal . . . j it
Project Options for the current project. Project Options Project template (general) k|
Find in Collection Find in Collection [ Images template k|
Collection Information Here you can edit the I JPEG (jpg) template Edit
Here you can Collection Server Address httpsi//server16694.contentdm.oclc.org/ metadata template [V JPEG2000 (jp2) template
) N ; T~ Tagged Image File (i) template
navigate between Collection Name RRLCTest depending on file type P o
the various and set default values le template _Edit |
settings pages. Status Not published (will not appear in the public Web interface) for certain fields. I Compound object template _ e |
I~ URL template Edit
Collection Permissions No restrictions I™ Video template Edit
I Audio template Edit

EXPOr PrOjeCt Setings

You can export your Project settings to use as a template for other projects. Exporting Export Settings
Project settings does not include collection or server settings.

Cancel Cancel
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| Project Settings Manager - Test_Project

General Settings Metadata Field Types - Test_Project General Settings Images and Thumbnails - Test_Project
Metadata Templat Metadata Templat , »
212 Templates To see the st of fields by select field types for this collection, select the type from the drop-down list, 212 Templates Specify settings for items you import
Metadata Field Types Metadata Field Types [Display Image Size & Type
Images & Thumbnails e B Select a field-type here. Specify settings for the display images generated Change the
. display file type.
Processing e — Processing File type: JPEG2000 play file typ I
Description
oR oR
reator [ Lossy compression
Project Options Subject § Project Options
NY Heritage Topic @ By compression ratio |
- - ocation . -
Find in Collection e ors Find in Collection 1 [ —
Publisher of Original ¢ . . . . . . . . . I
Date of Original
Time Period "
y c
Physical Format The fields that belong to By quality
Physical Description : [Maximum
Local location that type are displayed . . . . J
Type here.
Language Advanced
Format of Digital
Ldentifier
CollectionD Image Rights (Watermark, Branding, Banding)
Holding Institution -
e Rights
6 Type Desenmon Manage image rights settings Add a watermark. ”"“9—9]
Thumbnail Settings —————————————
Text is the most common data type and has no rules for implementation. HTML links and formatting Specify the thumbnail images to use with file types Thumbnails
are not supported. i
Select a thumbnail i
depending on item
media type.
|

Concel concel | N
oo o o T ] o o M

General Settings Processing Settings - Test_Project General Settings OCR Settings - Test_Project
Metadata Templates Metadata Templates
I Specify how files are procesed when imported |
Metadata Field Types Metadata Field Types
Images & Thumbnails POF File Conversion Images & Thumbnails Optical Character Recognition (OCR) Jas not been activated. You must be connected to the Intemet to
You can import multiple-page PDF files to display in your collection in the Compound Object Viewer Processing
ocR @ Do not convert multiple page PDF files to compound objects
Project Options © Convert muitiple-page PDF files to compound objects Project Options You must restart the P| Yect Client fter OCR activation.
P
Find in Collection 2ge Naming Settings Find in Collection

OCR converts printed text on an image into
PDFprint quality: - JLow = machine-readable text.

While CONTENTdm has OCR software built-in, we

Finding Aid: o " o .
neme e have found it to not be reliable and therefore, if this
When finding aids (XML files) are added to a project, CONTENTdm converts them to compound B 0y
objects and also creates full views. You can format the HTML page that provides the full view by is a feature you wish to you, recommend you
defining the Extensible Stylesheet Language (XSL) used when processing the XML files. purchase a separate softare.

@ Use CONTENTAm XSL file (default)
© Use a custom XSL file

Browse

Cancel Cancel
e — e

General Settings Project Options - Test_Project General Settings Find in Collection - Test_Project
Metadata Templates - Metadata Templates Change your search and browse preferences for the Find in Collection tab
Metadata Field Types Metadata Field Types

& Use HTTP or HTTPS to upload items in this project to the server i
Images & Thumbnails Images & Thumbnails
© Upload items in this project to a directory

Processing
Directory location: Browse

OCR OCR

Project Optior Archival ‘

Find in Collection Manage and track volumes of high-resolution archival images you import.

Archival volume location: [ Browse [l
Close Current Volume

Spell Check

Results Display

| Processing Thumbnails: Hiding thumbnails may improve your search performance

[V Display image thumbnails in results

Project Options
Search and browse results presentation: Change the fields displayed and their order

Specify results display columns and layout

Did you mezn: Altemate search term suggestions can make searching more efficient

¥ Always try to provide alternate spelling suggestions, if no results are found

Affects how the results are
shown when you search within
your collection in the Project

Advanced .
_Advanced | Client.
Controlled Vocabulary Download

Number of terms to download: [15000

[V Do not spell check full text fields

¥ Show spelling errors automatically as you work in metadata editor

conel | || Concel
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Adding & Uploading

Adding Multiple Items Adding Compound Objects Uploading
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&} Home Find in Collection Test_Project
i
Collection infor Specify the file
.CTest: |
RRLC Test File name: I . sowse |
A Test Project RRLC Test
Last ind: 3 3
] Add ltern Display i To add a single item, select Tuesd
0 items i K H .
PP it from the directory where it
& fremein @ Create display image is saved, B)
Add Compound Objects -
|- Edit Existing Items i i (el isplay image
Project type:
ITtems:)
e
e Logged in as:
|2 Edit Metadata Template
77 Edit Project Settings. Other
enter
Other
@ munity
County F
Adirondack Architectural Heritage Collection ﬁ
Home Economics.

Last upload finished Tuesday, April 29, 2014 33532 PM show details

Multiple ltems

Project  Add fem Edit  Administration  Help

£ Home

@ Find in Collection

Choose yourimport method

@ Import from a directory

yname: |G Frances\Text o, Browse

TorFrances RRLCtes _Browse
2
- - If you are importing files using a tab-delimited text file: The first record should contain the field
fems in rames you are importing ——
& Add Compound Objects item thatyou are importing - If adding multiple files, they should ~ [p
— directory. N !
[ Edit Existing Ttems all be in one directory, and only files
that you want to be uploaded
should be in that directory.

8 TestProject

i lew York Heritage\ T

7 Edit Project Settings.

ounty Film Colle:

Home Economics and Nuti

Choose your import method

" Import from a directory
Directory name: I \Users\Kourtney\Desktop\Training for Frances\Text Browse |

Directory name:

ADesktop\Training for Frances\Text Browse I

@ Import using 3 tab-delimited text file

File name: |z:\Digitization\New York Heritage\Training for Frances\RRLCtes Browse © Import URLs

¢ Import metadata only

ord should contain the field
ust contain the file name of the You would then select the

imited file must exist in a separate . .
- directory with the files you

If you are importing files using a tab-delimited text file: The fi
names you are importing. One field in each subsequent reco,
item that you are importing. All images specified in the tal
directory.

If using a tab-delimited text want to add.

file, first select the text file.

<Back Next> | Cancel | <Back [[ Next> Cancel

Adding Compound Objects
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To add a compound object, select the
© "Compound Object Wizard" from the
men:

PAZASETS

Import iles to create 3 compound object Specify the directory that contains the compound obiject files you want to import

What type of compound object would you like to create?

i i Directory name: \Training \imag
@ D D with no y Y U Training for Frances\images|

" Monograph. Document with hierarchy, such as chapters in a book.

€ Picture Cube. Object with six views, such as statues or buildings.

" Postcard. Object with two sides, such as a postcard or baseball card.

As with adding multiple
items, the files in the
compound object should
have its own directory.

Are the compound object structure and metad:
© Yes @ No
If you are importing files using a tab-delimited text fi
names you are importing. One field in each subsequen
the item that you are importing. All images specified in th
separate directory.

efined by a tab-delimited text file?

he first record should contain the field
ord must contain the file name of
b-delimited file must existin a

Select what kind of

compound object it is.

< Back | Next > Cancel < Back | Next > Cancel

Uploading

Project Add Item Edit Administration Help

& Home | @ Find in Collection £X Test Project |
Find & Replace Spell Check | Replacetems More Actions ... ~
All | Clear All EUpload for Approval IOpen inTab | Delete

When you are ready to
add items to the
online collection, select
the items and click
"Upload for Approval”

&) Add Multiple Items

Add Compound Objects

| Edit Existing Items

Thumbnail Title Description

images

&V photo 8

Open in Tab View
&, Upload for Approval

Ay 4 photo 6

NOTE: ltems will not appear in the collection until they have been approved. Approvals are done through the Administration Web Client (See
Administration)
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Metadata

Metadata Definitions Adding Metadata Controlled Vocabulary

It is important that the metadata you use for each of your objects is as accurate and descriptive as possible—after all, this is how users will find items in
your collection. Make sure to carefully follow the metadata guidelines laid out in the New York Heritage Metadata Dictionary and Best Practices Guide.

Metadata Definitions

Metadata “Data about data™the attributes or descriptors of an item
Metadata Template a template that assigns consistent metadata to a project
Field a unit of information that describes an aspect of an item

Controlled Vocabulary  a standardized set of terms

Adding Metadata

To set default metadata values before you start adding items to the project:

Project &mm

General Settings I Metadata Templates - Test_Project I

Metadata Templates . - . .
Select and customize metadata templates for items you are importing.

Values entered here will be be Date of Original | Text
automatically filled in for each  [{Hidden Date Date

Metadata Field Types
JPEG 2000 Template =
Images & Thumbnails = rather |l
Processing 5 ' To create a metadata template, select a property from the Default Type options and enter a value in the Default Value column.
OCR
oroi Field Name Default Type l Default Value =

Project Options roject g N Tet El —_— '
Find in Collection Description Text j

Creator Text j

Subject Text |

NY Heritage To... | Text ﬂ

Location Text j

Contributors Text l]

Publisher of Ori... |Text ~

item that is uploaded to the TimePeriod (M —
project. Physical Format | Text l]
Physical Descrip... | Text j
Local location Text j
Type Text j
Language Text j
Format of Digital | Text j =
|
e — ——— ———————  ————
Select All | Clear All | %, Upload for Approval | OpeninTab | Delete M 4 1to2of2items
Rochester Rochester
> g [VRRO03 Regional Library Regional Library
Council Council
These values were
— automatically filled in
when the item was
ochester Rochester
&) VRRO03 Regional Library added. Regional Library
Council Council

To add metadata after you have added an item to the project:
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Save

Field Name | Field Values =
_

> [Tite

Description

This indicates there is an
error in the field value.

7%, —

I 10V Heritage Topic At

S=ocation o=

Contributors

Publisher of Original

Date of Original

Hidden Date

Time Period

Double-clicking an item box

Physical Format

will open the metadata form

Physical Description

where terms can be added for

Local location

each field.

Type

Language

Format of Digital

Identifier

Field Name Field Values
Title photo 8
Description
Creator
Subject

A Heritage Topic

Location

Contributors

Publisher of Original Some fields require selection from a
Date of Original controlled vocabulary. Clicking these
Hidden Date fields will open a list of terms to

Time Period

choose from.

Physical Format

Physical Description

Local location

Type

Language

Format of Digital

Identifier

Agriculture
Architecture

usiness & Industry
Community & Events
Daily Life
Education
Environment & Nature
Ethnic Groups
Geography & Maps
Government, Law & Politics
Medicine, Science & Technology
Military & War
People
Philosophy & Religion
Recreation & Sports
Transportation
Work & Labor

Tab Delimited Files:

Metadata can be added for multiple items ahead of time using an Excel spreadsheet. After creating a column for each of the fields in Excel, fill in the
metadata for each item and save the file type as “Text (Tab delimited)”.

View

¥t

Metadata fields

Calibri T A AT S wrap Text w \_j E—
32 Copy -
e RS MENE S e core - | 350 JETSH] S ome g2 | e
Clipboard 5 Font 5| Alignment r. Numb [ Styles
810 - £
4 A I R I @ I D |
1 [ritle Description Creator Subject
eadline and byline of newpaper The nislavery movements -
2 The North Star, Vol. 1, No. VIl North Star, published February 11,1818 Nell, William C; Dick, John; United States
3 Indications Point to Another Foul Murder  Snippet of the Democrat & Chronicle
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Clipboard [} - S bt Styles
I B10 v (= Organize v New folder SE=l 4 (7]
A | 7 Dropbox T Name : Date modified Type D
1 Title # Google Drive . .
= | images 4/22/2014 1:49 PM File folder
e RRLCtest_metadata.t SRULTIM TXTRIe
2 The North Star, Vol. I, No || OneDrive —~ = SEUERL L el ' el
3 |Indications Point to Anotl! | RRLCtest_metadatal.txt 4/28/2014 2:04 PM TXT File
4 4 Libraries =
5 @ Documents
Z J’ Music
; || Pictures
¥ Videos
9
10
1 J-;J- Computer ~ || = >
e File name: RRLCtest_metadatal.txt -
13
14 Save as type: Efext (Tab delimited) (*.txt) ll ']
15
16
17
18 ~ Hide Folders Tools [ Save ] [ Cancel ]
19 - A

Controlled Vocabulary

Usage

Links to Suggested Controlled Vocabularies

Required Fields

= Title
= Collection ID
= File Name

Fields Requiring Controlled Vo

= NY Heritage Topic
= Physical Format
= Collection ID

= Holding Institution
= Digital Collection
= Library Council

Fields with Recommended Controlled Vocabulary

= Creator

= Subject

= | ocation

= Contributors

= Publisher of Original
= Hidden Date

= Type

= |anguage

= Format of Digital

Back to top

Administration

cabulary

Art & Architecture Thesaurus

Appropriate for “Subject” field

Dublin Core Metadata Initiative Type Vocabulary
Appropriate for “Type” field

International Standard for Language Codes
Appropriate for “Language” field

Library of Congress Name Authority File

Appropriate for “Creator”, “Subject”, “Contributors”, and “Publisher of Original” fields

Library of Congress Subject Headings
Appropriate for “Subject” and “Location” fields
Medical Subject Headings

Appropriate for “Subject” field

Internet Media Types (IMT)

Appropriate for “Format of Digital” field
Thesaurus for Graphic Materials

Appropriate for “Subject” field

Thesaurus of Geographic Names
Appropriate for “Location” field

Union List of Artist Names

Appropriate for “Creator” and “Contributors” field
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To access the Administration client, you will be leaving the Project Client and using your web browser.

Project Add Item

Click on the "CONTENTdm

Administration” option when
you open this menu.

This will open the Administration webpage in your browser. You MUST be connected to the Internet. You will also have to use log in to access the page.

Approving Iltems

10 CONTENTdm Administration

_
admin home

Current collection: | Geneva Historical Socisty

Item administration

Approve
Approve, edit or delete items in the pending queue.

The "Items tab allows you to
approve and index the items
you uploaded from the Project

Index
Index the collection after adding, approving, editing and deleting items.

A .
Add an item to the pending queue. Items are reviewed and approved before becoming part of the collection. Cllent-

Edit
Edit and delete items in a collection.

Find & replace
Find and replace metadata within one field, all fields, or change fields for all items.

Lock administration
Unlock items in a collection.

View collection
View current collection in the website display.

After you have approved and indexed your items, they will be visible on the NY Heritage website.

Viewing Your Collection

« - C N https://server16694.contentdm.oclc.org/cgi-bin/admin/collections.exe?CISODB=/p15109coll6 =
Apps [V Gmail [ Tools| AVPreserve [[J Huddle | NYHeritag... ™, New York State New... 4]0 COMAdmin [ rric.org (0 Nickname changet.. 24 Google Analytics Of... HootSuite 4 New York Heritage ]9 USC »

10 CONTENTdm Administration

admin home collections

[RRLC Test v

Current collectio

Collection administration . .
Selection the collection

profile you want to upload to.

Change collection details and description, and olution and P!

Field properties
Administer controlled vocabulary. View, add, edit, and delete field properties.

Website ) ) ) o o You can view your collection
Configure and customize the appearance and behavior of this collection in the public - .
here, whether it is published or
Reports
not.

View collection summary and build history. View Web service reports.

Export
Export metadata as tab-delimited text files, XML, or OCLC SiteS:

View collection
View current collection in the website display.

Back to top

Editing Published Items

In order to edit collection items that have already been published, you must go through the Administration client.
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1[0 CONTENTdm Administration

Current collection: | RRLC Test v

Item administration

Approve
Approve, edit or delete items in the pending queue.

Index
Index the collection after adding, approving, editing and deleting items.

If you need to make edits to items

Add ' H
ueue. Items are reviewed and approved before becoming part of the coll after they ve been pUbllShed, SE|eCt

Add an item to the pendin

Edit Gy | the "Edit” option from the *Ttems”
Edit and delete items in a collection.

menu.

Find & replace
Find and replace metadata within one field, all fields, or change fields for all items.

Lock administration
Unlock items in a collection.

View collection
View current collection in the website display.

{0 CONTENTdm Administration

admin home

Current collection: | RRLC Test v |
Edit
Browse or search for items you wish to edit, delete, export or add to compound objects.
Search: Across all fields | Selected fields | By proximity | By date browse collection
Find results
All of the words

The exact phrase

Any of the words

None of the words You can either search for
specific items to edit, or browse

Display results per page all the items in the collection.

Sort by

[Cocorcn [ cieer i

Results: 192 items found

Global actions

Caution: These actions affect all results. Deletion cannot be undone.

[ociete s | export o | =0 o tocompound objec |

Delete mode Here you can
This setting determines how compound objects are deleted. — mass-delete
'® Delete compound object only ' Delete compound object and its subpages items.

Selected operations

select all : clear all : delete : export : add to compound object pagelofd4: (<< 1 2 3 4 == :: previous : next
Image: A Title: Subject: Description:
O Adams, William H. Judges Oil on canvas portrait of the Honorable William H. Adams, 1841-1503 metadata [|delete

To change the metadata, click
on the "Metadata" link.

@2 Angle, James L. 1 of 2 Judges Black and white photograph of the Honorable James L. Angle, 1818-1891 metadata | delete
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[ a6 Fahey, Eugene M. 1 of 2 Judges Ci
[ a7 . Fahey, Eugene M. 2 of 2 Judges o]
@ 48 3 To create Compound

items from exists items,
select all the items you
want to combine and
click "add to compound
object.”

O

Follett, David L. Judges Bl

select all : clear all : delete : export Fdd to compound object I

Add compound object

Create a new compound object using selected items. View, rename, move, and delete items, or insert other items from the collection. Click
edit to move an item or edit its title.

Select compound object type From this screen, you can edit each items
existing metadata, otherwise it will remain
the same as when it was first input. You can

SiMonograph. Document wih hiscarchy: also rearrange the order it will appear in the
' Picture Cube. Object with six sides. compound object.

'®' Document. Document with no hierarchy.

) Postcard. Object with two sides.

1 Folger, Charles J. view | edit | delete Edit title
2 Follett, David L. view | edit | delete

Click edit to select an item.

Move item

Click edit to select an item.

You can add more
items from here.

Insert item

pagelof10: (<< 1 2 3 456 7 8 9 10 == ) :: previous : Next

Title: Position: select an item.

Adams, William H. insert

cancel
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Add compound object metadata

Enter metadata and then click save changes. You must enter a title.

* Fields marked with an asterisk are required. Fr.om the next screen, you
will be able to add metadata

_l for the compound object as a

Description ~ whole.

Subject | controlled vocabulary
Location

I
Publisher of Original |
I

Hidden Date

When you've finished all of your edits, click “Save Changes.” In order to update the NYHertage website, you MUST index the collection again.

Back to top

Speak Your Mind

You must be logged in to post a comment.
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