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Agenda

 Edit collection materials using the Project Client

 Edit collection materials using the CONTENTdm
Administration

* Using the tab-delimited text method
— Add simple items

— Add compound object



EDIT USING PROJECT CLIENT




Edit Item and Metadata

Use Find in Collection feature T Shooar e s

to edit item and its metadata daughter called. We

now know who took
the photos...

1. Inthe Find in Collection tab,
search or browse for item

2. Select the item and “Add to project
(edit)” — this locks the item

3. Edit the item metadata in your
project tab

4. Upload, Approve, Index




Edit Object Structure and Metadata

Use Find in Collection feature The last page (copyright
to edit object structure and Statemen) of each
studen esSIS must be
metadata moved to the front and
. . . the copyright information
1. Inthe Find in Collection tab, search must be added to the

or browse for object metadata record.

2. Select the object and “Add to project
(edit)” — this locks the object

3. Edit the object structure and
metadata in your project tab

4. Upload, Approve, Index




Find and Replace Metadata

Use Find and Replace to correct

spelling or replace terms The painter is Dutch; it's

Lucas van Leyden, not

1. In the Find in Collection tab, search or A MR, WD e

b for it biect to change the metadata
rowse for item or objec in all these records.

2. Select the item or object and “Add to
project (edit)” — this locks the item or
object

3. Choose Find and Replace to find the
term(s) in selected item or object and
replace with new terms.

4. Upload, Approve, Index




Replace ltems

Use Replace Items feature to
switch out items

1.

In the Find in Collection tab, search
or browse for item

Select the item and “Add to project
(edit)” — this locks the item

Replace and edit the item in your
project template

Upload, Approve, Index

Research requires
more detail. We’'ll need
to replace the image




Keyboard Shortcuts to Use When Working
with Project Spreadsheet

Shortcut

Tab Close the current active cell and move one cell to the right
Shift + Tab Close the current active cell and move one cell to the left
Enter Close the current active cell and move down one row
Ctrl + ¢ Copy text from an outlined cell
Ctrl +v Insert copied text into an outlined cell
Ctrl + x Cut text from an outlined cell

Ctrl + arrow key Move to the farthest cell in that direction

Ctrl + Enter Insert a carriage return in the text in an active cell. This is displayed when
used in a full-text search field.



DEMONSTRATION:

EDIT USING THE PROJECT CLIENT

@ ocLc



EDIT USING CONTENTDM
ADMINISTRATION
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Edit Item and Metadata

In the Items tab of Jhe r;]ftwotogﬁlarzjhe\z/r\;s
. . aughter called. We
CONTENTdm Adm|n|Strat|0n: now know who took
. the photos...
1. Use edit to search or browse
for item

2. Click metadata link to begin
editing the item metadata

3. Save changes
4. Index




Edit Object Structure and Metadata

The last page (copyright

In the Items tab of staterent)of cach
: : : . studaen eSIS mMust be
CONTENTdm Administration: B
1. Use edit to search or browse MO GE IO IS ol
for object metadata record.
2. Edit the r_netadata or structure
of the object

3. Save changes
4. Index




Find and Replace Metadata

1. In the Item tab of CONTENTdm

The painter is Dutch; it's

Administration, use Find and Lucas van Leyden, not
] von Leyden. We'll need
Replace tO. to change the metadata

in all th ds.
 Replace selected term(s) or phrase(s) In all these records

within a single field or all fields

« Choose Change field metadata to
remove all contents in a specific field
and replace with new term(s) or
phrase(s)

2. Index




Add Items using CONTENTdm
Administration

In the ltems tab of
CONTENTdm Administration:

e
n
1. Use add to add a new item to the B ConTENTam Aamineration
collection T
. Add item

— Locate item to be added
uuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuuu with transcripts.
* Figlds marked with an asterisk are required.

— Add metadata —_—
" add URL |http://

2. Save changes
3. Approve and Index




Build a Compound Object using CONTENTdm
Administration

In the ltems tab of
CONTENTdm Administration:

L] item:
Caution: These actions affect all results. Deletion cannot be undone.
]
fo r I te m S [ocictean | S e
Delete mode
eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee
"
e eCt I te m S tO a to (6‘ ‘ . 5 ‘ S
u
Selected operations
elect all : dlear al : delete : export | add to compound object

compound object
3. Save changes
4. Approve and Index
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TAB-DELIMITED TEXT
METHOD
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Tab-Delimited Method to Add Multiple
Simple Iltems and Metadata

« Handy method for migrating digital collections from legacy
and external systems

* Importing metadata-only records and adding images later

E3 Microsoft Excel - import. bxt

File Edit W¥iew [Insert Format Tools Data  Window Help

Type a guestion for help - o B X
DzEdES8 SRy s 2B-< -0 @ -2 3] QIDD%-@'
arial 10 - B I U SE=EE$ %, WM EE DA
tata%aid 8| @ B @ | verepyuithchongss. ExdReven...
R1C12 £ Language
R s R e | 1 =
1 [Title Subject  Description Creator  Publisher Contributors Date Type Format  Identifier  Source _'
2 |The Fjords Geri Bunker Ingram 2-Sep04 JPG new_zealand jpg fua
| 3 |Jim's Beach |Geti Bunker Ingram 2-Zep-04 PG So Carlshad State Beach.jpg
4 |Yosemite in YWint |Geri Bunker Ingram -Se
|

yosemitel jpg




Import using a Tab-Delimited Text File

| CONTEMNTdm Basic 3 - M: -
; MName
. | . Archive
LOO kl ng at th e -txt /. CDM 3 - Demo Images | Bell Handwritten Letter
. . . | . Bell Handwritten Lette | CravenMixed
fl Ie We Ca n Id e ntlfy | CravenMixed | | . Mixed File Types ~0

| Mixed File Types | Shortbridge

the Image fl Ie | Shortbridge | CravenMixed.tct
| Sharepoint [ | Mixed filetypes.txt ]
names | CORE--Mastering Building =

| Sh ridg

Mame -~
- [ElIMG_coo7 . jpg

Ho o - - [E)mMG_co09.jpg
GIM HOME INSERT  PAGELANQUT FORMULAS DATA  REVIEW VIEW  ACROBAT @IMG_CDID.][JQ
o “=H > Bwwm S e ot b

=2 Copy ~ R N = e o, €0 0 - Ilpg
P romatpaner B 7 U I IR-AC === =5 ElVergescener - §-% » %A il MG_C015, jpg

Clipboard w Font ] Alignment ] Number 7] @ IMG_‘:D ig, ]pg
08 - S . .

! : S S txt file sits

1 Title Date Source .
2 | Cycling Medal Front 1902 IMG_C007.] . .
3 P:;ZgAlbin:Pargoenz 1881 \MG_CDDQ.;E OUtS|de Of the The |mage flles
4 Photo Album Page 1 1881 \MG_CDlD.J.pg . . .
& [coboni e 1997 | IMo_cots g Image directory are stored in one
7 | David A. Craven 1918 IMG_C015.jpg R
8 |Marie Theresa Waddington 1905 IMG_C019.jpg dlreCtory
9
10




Map the Imported Fields to the Collection
Fields

Import Multiple Files - Map Fields

e SelemeSie e e Beesreates v Check that the imported
o e o ¢ metadata will land in the
,':f;t :lf;t ]I ( correct collection field
Identifier | dentifier =l
Language [Language [~
Feslation [Retation =
— o = v Check that the last field
Pudence [uderce =] contains the pointer to the
. N = location of image files — map
aurce = to “Object File Name”

Cancel |
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Tab-Delimited Method to Add a Compound
Object and Metadata

* Helpful when the scanned images
have been named and organized
differently than CONTENTdm

expects

« Use metadata templates to
generate additional metadata
upon import




File Organization—Image Files

Image files are in one parent folder rather than in
subfolders

File Edit ‘Yiew Faworites Tools  Help ﬁ'
@ Back - -.\_:_) Lﬁ Lf _]‘ ' Search ‘ [-T" Falders '
Address |[h CHiDocurments and Settingsing#fnglDeskiopiExercise dataishortBridgeBook-TabDlScans b | G0
Folders x Mame = Size  Twpe Date Maodified
) Replacements ~ =] schiD166-c01-p001-r600.bF 1,317KB  TIF Image 12{22(2006 4:44 PM
) Replacementsz [ sefin166-c01-ponz-r600. 909KE TIF Image 12{22/2006 4:44 PM
) Sample items | scfiD166-c02-pO03-r600. tF 3,969 KE TIF Image 12222006 4:44 PM
3 Seenic |i#] scfin1 66-c02-p004-r600. tF 4,769 KB TIF Imags 12{22/2006 4:44 PM
Bscfiﬂlﬁ&-cﬂS-leS-rﬁDD.tif 3,328 KB TIF Image 12[2212006 4:45 PM

EscfiDIGG—CDS—pDEZrE‘DD.tif 3,139 KB TIF Image 12{2212006 4:45 PM

|53 tramscripts
I helpfiles
@ images
I Invoices ka Fax
|5 Lab Inskal rol S T 3




File Organization—Optional Text Files

Transcript files, if you have them, are also all in
one parent folder

E——
&% transcripts |
File Edit Wiew JFavarites Tools Help ‘E‘”
@ Back - n.\_) l.‘ﬁ: Lj(' "_f /C] Search li’;" Folders '
Address |@ C:\Docurpents and SettingstingramghDeskkoplExercise data\ShortBridgeBook-TabDikranscripts b | G0
Falders X Mame = Size | Type Date Modified
I Replacemenfs ~ Ej scfinl 66-c01-p001-r&00.Ext 1 KB  Text Document 12/2212006 4:44 PM
) Replacemenfsz B Ej scfill 66-c01-p00z-ra00,Ext 1KE  Text Docurment 1212212006 4:44 PM
() Sample item Ej scfi0l 66-c02-p003-ra00,Ext ZKE Text Document 1212212006 4:44 PM
) Scenic Ej scfinl 66-c02-p004-ra00.Ext 3KE  Text Document 12/2212006 4:44 PM
= [3) shortEridgetlook-TabD [Z] scfiDl66-c03-p01 5-re00.Ext 1KE  Text Docurment 12)2212006 4:44 PM
) 5cans v Ej scfi0l 66-c03-p022-ra00.Ext 1 KB Text Docurment 1212212006 4:44 PM
(&) transcripts
|53 helpfiles =
|7 images
(5 Invoices ko Fax
|5 Lab Instal | € |




Tab-Delimited Text (.txt) File

Tab-delimited text file that contains the metadata without
hierarchical structure

File Home Insert Page Layout Formulas Data Review View Help  Acrobat ) Comments 3 Share ~
I'::n X Calibri " Axy == E ® 2 General | | [l conditional Formatting v ZH Insert ~ >~ 2? -
v v == d
= |t] EB v $ - 9% 9 BZ Format as Table ~ X Delete ~ v O« A I
ste N . = nalyze
v B I U-~ = 0 .m [ Cell Styles ~ f=t] Format ~ &~ Data

Clipboard = Font = Alignment (5] MNumber £ Styles Cells Editing Analysis Sensitivity ~

A51 - S v
A B 1 C | D 1 E 1 F 1 G 1 H 1 l | J | K ] z

1 Title Creator Subject Date Tag Filename '\ Metadata Fields name
2 Craven Letter Edgar Craven farm life 1805 craven
3 Craven Letter page 1 Edgar Craven farming 1805 craven LTR_C015.jpg Object-level metadata ‘
4 |Craven Letter page 2 Edgar Craven farming 1805 craven LTR_C016.jpg
5 Craven Letter page 3 Edgar Craven travel 1805 craven LTR_C017.jpg Page-level metadata ‘
6 Craven Letter page 4 Edgar Craven travel 1805 craven LTR_CO018.jpg
T_
8 L
9 -

— Filename of
1?— associated images
12|
13 [+]

CravenlLetter_document | @ [«] |



Tab-Delimited Text (.txt) File

Tab-delimited text file that contains the metadata and
shows the hierarchal structure

File Home Insert Page Layout Formulas Dat View Help  Acrobat \J Comments = Share ~
X _— P o b = > AutoSum v A @
Calibri ~ 11 < AT A 7R 22 Wrap Text General v @ BH E é% ﬁx ﬁ ?
Palt]EBv IEI - Conditional F Jf % Insert Delete F t e SZrt& Find & Al |
sie - === === - ) &0 .00 ondrtiona ormat as e nse| elete rorma sl n nalyze
v EREOR === == e G e $ % 9 G % Formatting ¥ Table ¥ Styles v v v v 0033[\' Filter v Select ~ Data
Clipboard N N Alignment N MNumber N Styles Cells Editing Analysis Sensitivity
E18 2
A C ‘ D | E | F | G | H [ 0 | v | « L | M
1 [CDM_LVL CDM_LVL_NAME Title Creator Identifier Book Title Tag Filename '\ Metadata Fields name
2 | A Full and Complete Des A Full and Complete Farrington, Edmund F. A Full and Comple shortbridge
3 | 0 A Full and Complete De: A Full and Complete De Farrington, Edmund Fscfi0166c01p001 A Full and Complete shortbridge  scfi0166-c01-p001-r600.tif
4 | 0 A Full and Complete De:A Full and Complete De Farrington, Edmund F scfi0166c01p002 A Full and Complete shortbridge  scfi0166-c01-p002-r600.tif Object-level metadata ‘
5 | 1 Description of the Bridgi Description of the Bridg Farrington, Edmund Fscfi0166c02p003 A Full and Complete shortbridge  scfi0166-c02-p003-r600.tif
6 | 2 The Anchorages The Anchorages - Page : Farrington, Edmund F scfi0166c02p004 A Full and Complete shortbridge  scfi0166-c02-p004-r600.tif Page-level metadata |
7| 1 Advertisements Advertisements - Page :Farrington, Edmund Fscfi0166c03p018 A Full and Complete shortbridge  scfi0166-c03-p018-r600.tif
8 | 1 Advertisements Advertisements - Page : Farrington, Edmund Fscfi0166c03p022 A Full and Complete shortbridge  scfi0166-c03-p022-r600.tif
9 | | J T
10| \
1;7 Hierarchical Filename of
B structure associated images
14
15 |
ShortBridge_monograph ‘ [©) [ ][]




Process to Create a Compound Object using
Tab-Delimited Text Method

1. Use Compound Object Wizard
2. Select the Type of Compound

Single Compound Object - Choose Type

- What type of compound object would vou like to create?

O bj e ct () Document. . Document with no hierare Hiy,

(%) Monograph, Document with hisrarchy, such as chapters in a baok,
. . () Plcture Cube, Chiject with six views, such as statues or buildings.
3. Select Yes to use a tab-delimited text ST
-
-

fl I e Are the compound object structure and metadata defined by a tab-delimited text file?
@ Yes (@1
If wou are imparting files using a tab-delimited text file: The First recard should contain the Field names

field h sub cord m he fil F th h

eeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee

4. Point the Wizard to the locations of the
txt file, the image folder, and optional
transcript folder

5. Confirm mapping of metadata fields E———
6. Upload, Approve, Index
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Questions?

Contact OCLC Support in your region
http://oc.lc/support

1-800-848-5800

Where to go for information or help

ﬁ

Contact OCLC Support in your region




Thank You!

Please remember to fill out the evaluation for this class

* |nstructor: Mindy Tran
« Category: Digital Collection Service

e Class name: CONTENTdm Basic Skills 3 — Maintaining
Collections in CONTENTdm

Training questions? Contact OCLC Training training@oclc.org/

@ ocLc




