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Digital Services Division 



CSU Digitization Workflow



Project Decisions Include

• What will we digitize?
• What standards (copyright, metadata, 

digitization, preservation, etc.)
• What equipment will we use?
• Who has the skills?
• Who is available?
• When do we need it – is there a deadline?



Documenting Our Work

• Record project decisions 

• Record project progress

• Track expenditures

• Plan more efficient projects 



Tracking Digitization Projects at CSU



Conservation Before Digitization

• Provide conservation treatments when 
appropriate

• Create protective book holders for fragile 
materials

• Re-house materials when digitization is 
complete



Other Conservation Conditions
Adjust for some 
conditions:

• Wavy pages
• Volume opens less than 

90°
• Gutter margin less

than ½ inch

Moisture damaged volume



Digital Scanning

• CSU follows international standards by 
creating archival TIFF (Tagged Image File 
Format)  images

• Image files are compressed, using LZW 
compression, to maximize server storage 
space



Scanning Equipment

One Zeutschell OmniScan 
10000TT Overhead scanner

Two Microteck photographic 
negative scanners

Six Epson flatbed scanners



Quality Control of Images

• 10-30-100% rule

• Time-intensive



Metadata



What is Metadata?
• Data about data

• Descriptive and technical information about 
resources



Types of Metadata



Types of Metadata



Types of Metadata



Metadata Standards for U.S. 
Library Catalogs

• Anglo-American Cataloging Rules, 2nd ed. 
(AACR2)

• Library of Congress Rule Interpretations 
(LCRIs)

• MAchine-Readable Catalog records 
(MARC)

• Library of Congress Subject Headings 
(LCSH)



Metadata Standards for U.S. 
Digital Collections

• Dublin Core
• VRA Core
• ETD-MS
• PB Core



CSU Core Data Dictionary

• Based on Dublin Core

• Defined Elements
• Obligation 
• Repeatability
• Best practices for data entry

• Basis for project-specific data dictionaries to 
follow



Each Digitization Project Needs

• Consultations among                            
• Project Manager                                        
• Digital Repositories Librarians
• Metadata Librarian

• Determine
• Does metadata exist elsewhere?
• Who will create the metadata?
• Specific project requirements?

• Document decisions
• Adhere to CSU Core 





Providing Web Access



Digital Assets Management System

• DigiTool (provided by Ex Libris)

• Purchased May 2007
• Powerful & many functions
• One year of implementation & testing
• In production since March 2008
• Over 8,000 digital objects up to date













Workflow

• File Preparation
• Image: TIFF  JP2
• Document: TIFF  PDF
• Video/Audio: more to ingest

• Metadata Preparation
• Types: Dublin Core, MARC, METS
• Methods: MS Excel, XML, post-ingest addition

• Ingest



Ingest
Different approaches (DC XML, MARC XML, 

.CSV, METS) depending on

• System (DigiTool) 
• functions/requirements
• batch ingest

• Staff skills
• Material types
• Available metadata

*Efficiency without sacrificing quality*



Metadata Encoding and 
Transmission Standard (METS)
• “… a standard for encoding descriptive, 

administrative, and structural metadata regarding 
objects within a digital library, expressed using the 
XML schema …” – Library of Congress

• Used for creating and delivering complex digital 
objects represented as a whole (e.g. books, 
journals, archival folders)

• Used in combination with MARC, Dublin Core for 
descriptive metadata



METS XML

METS XML







Observations

• Close collaboration across digital units
• Plan & test: develop workflows
• Preparation: files, metadata
• Lots of details: file names, special 

characters, structure, etc.



Building Digital Collections 
Requires

• Adequate funding
• Comprehensive 

planning
• Training
• Documentation

• Quality control reviews
• User-friendly metadata
• A well-designed web    

presentation
• A preservation policy



Thank you!
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