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2 Purpose

This document aims to give guidance how to provide and upload content to BHL-Europe. The
file submission guidelines allow BHL-Europe to facilitate the automatic processing of
submitted content and thus archive and finally display content in the BHL-Europe portal. The
target readers of this document are content providers.

3 Background

File submission guidelines were already available beginning of the year 2011 and therefore
content providers followed the previous guidelines in communication with the BHL-Europe
ingest team. BHL-Europe decided to complement the already available rules in order to allow
an easier automatic ingest of the provided content and to clarify open questions from the
content providers. These guidelines are based on experiences made during the last year and
open questions might still come up.

The guidelines presented within this document will be valid from date of publication. Content
that already has been uploaded to the BHL-Europe server is not affected by these rules. BHL-
Europe will try to handle the content that has been already uploaded prior to this and do not
follow the new guidelines. However the ingest team still might get back to individual content
providers and ask to make changes e.g. adding additional metadata files in case we are not
possible to handle the content and make changes independently.

There are five basic elements to take into consideration when providing content to BHL-
Europe:

The metadata that describes your content and makes it retrievable.

The digital object that is an electronic representation of your physical item or a born
digital.

There might be optional an Optical Character Recognition (OCR) text available for
your digital object that you would like to provide.

The data upload and creation of a directory structure which allows BHL-Europe to
understand the structure of your physical item and is used for the portal view.

The file naming that allows BHL-Europe to understand the file sequence and is used
for the portal view.

vV ¥V V VYV

These five basic elements will be described within the next chapters in more detail.
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4 Metadata

This section aims to give an overview of the metadata that is required for BHL-Europe in
order to ensure that content is retrievable within BHL-Europe. Recording metadata is a very
important task and should not be underestimated. Always keep in mind that content is only
retrievable within any database if you provide the corresponding metadata in addition to the
scanned images or born digitals. The higher the metadata quality is, the easier the content can
be retrieved.

BHL-Europe is using its own metadata schema for processing the content, which is based on
MODS, and called the Open Literature Exchange Format - OLEF 2. Therefore BHL-Europe
developed additionally an open source Schema Mapping Tool and provided metadata will be
mapped to the BHL-Europe schema using this Schema Mapping Tool. Provided metadata
needs to be mapped to the BHL-Europe schema before we are able to ingest your content to
the BHL-Europe system. The mapping needs only to be done once per content provider as
long as you don’t change the format, fieldnames and structure of your metadata within your
uploaded data. During the project time BHL-Europe will provide the mapping as a service for
all content providers. Each content provider needs to be mapped individually depending on
the used metadata standard within the own institution. For this process, BHL-Europe will
create a configuration file for the Schema Mapping Tool for each content provider in
cooperation with each content provider individually. In case a content provider has the
expertise and resources to work on the mapping configuration file himself/herself, BHL-
Europe can offer this as an option and will provide all necessary information to the content
provider. The Schema Mapping Tool is an open source product and is available for download
at Github”. The tool is also deployed under http://bhl.nhm-wien.ac.at/smt/launch.html.

4.1 Metadata format

Metadata can be provided in following formats to BHL-Europe:

» BHL-Europe internal metadata format OLEF (Open Literature Exchange Format):
Providing your metadata using the OLEF schema is an optimum.

» Standard metadata format:
o MARC21

MARCXML

MODS

Dublin Core

RefNum

O O O O

? http://www.bhl-europe.eu/bhl-schema/v0.3/
3 https://github.com/bhle/bhle/tree/master/pre-ingest/schema-mapping-tool
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» Proprietary metadata format
Custom metadata formats should be avoided. In case you are using non-standard
bibliographic format for recording your metadata, please get in contact with us in
order to find a solution how to map your metadata to our internal OLEF schema.

4.2 Metadata fields

4.2.1 Descriptive metadata fields for BHL-Europe

4.2.1.1 Serials

Series level
In order to identify a folder as a serial the metadata must have the type set to ‘serial’ (e.g.
MARC21 LEADER 07 set to‘s’)*.

On series level the following metadata has to be provided:
= Title
= Publisher
= Place of publication
= [SSN (if available)
= Start of publication
= Language of publication (is0639-2b>)

Section level

In order to identify a folder as section the metadata must have the type set to ‘serial’ (e.g.
MARC21 LEADER 07 set to‘s’). All folders marked as ‘serial’ within another folder
marked as ‘serial’ as well will be treated as section (except for volumes, see below).

On section level the same metadata as for serials have to be provided.

Volume level

In order to identify a folder as volume the metadata must have the type set to ‘serial’ (e.g.
MARC21 LEADER 07 set to‘s’). In addition the volume information of the serial must be
set (e.g. MARC21 4903v).

The minimum requirement on metadata for BHL-Europe is metadata on the volume level.
Following fields should be contained within the metadata and are mandatory:

= Title of series
=  Title of volume
= Authors of volume

* http://www.loc.gov/marc/bibliographic/bdleader.html
> http://www.loc.gov/standards/is0639-2/php/code_list.php
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» Year(s) of publication
= Language of publication (ISO 639-2b°)

Article level

In order to identify a folder as an article the metadata must have the type set to
‘component part’ (e.g. MARC21 LEADER 07 set to ‘a’).

Following fields should be provided if the article level is used:

= Title of article

=  Author(s)

= Language of publication (ISO 639-2b")
= Date of publication

4.2.1.2 Monographs

Monographs level
In order to identify a folder as a monograph the metadata must have the type set to
‘monograph’ (e.g. MARC21 LEADER 07 set to ‘m’).

The following metadata fields should be provided:
» Title of monograph
= Authors of monograph
= Place of publication
= Date of publication
*= ]SBN if available
= Language of publication (ISO 639-2b%)

Chapter level
In order to identify a folder as a chapter the metadata must have the type set to
‘component part’ (e.g. MARC21 LEADER 07 set to ‘a’).

4.2.1.3 Pages

Page level information is encoded into the filenames. For details see chapter 7.

Page level metadata is recommended for the exchange of BHL-Europe data to the BHL-US
portal (via Internet Archive), which at the same time serves also as a data backup for the
BHL-Europe content. It is possible to upload content to the Internet Archive without page
level metadata, but the Table of Contents view of the item would then give no meaningful
results. Therefore, at some stage we need to aim to generate page level metadata for our
1tems.

¢ http://www.loc.gov/standards/is0639-2/php/code_list.php
7 http://www.loc.gov/standards/is0639-2/php/code_list.php
¥ http://www.loc.gov/standards/is0639-2/php/code_list.php
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Additional fields

Following fields may be provided additionally and helps improving the retrieval of your
content:

= Keywords
= Abstract text

4.2.2 Technical metadata fields for BHL-Europe

Technical metadata is not relevant for BHL-Europe.

4.2.3 Intellectual Property Rights metadata field for Europeana

The Europeana Data Exchange Agreement (DEA) requires that content providers apply a
statement about the rights status of the digital objects described in the metadata submitted
to Europeana. The europeana:rights element is part of ESE v3.4 and is mandatory’. The
value of this element should be the URL of the appropriate Creative Commons or
Europeana rights statement.

In order being able to provide your content to Europeana you need to let us know under
which rights statement you would like to publish your digital object. Applying a rights
statement will be possible for each item within the BHL-Europe Pre-ingest tool.

The following values can be selected for the europeana:rights metadata field according to
the ‘Guidelines for the europeana:rights metadata element’ that can be found on the DEA
pages'’. Further information about Europeana and legal aspects can be found in the
Europeana Licensing Framework document'' and the legal pages on the Europeana
Professional knowledge-sharing platform'?.

? http://www.pro.europeana.eu/technical-requirements

' http://www.pro.europeana.eu/data-exchange-agreement

"http://www.pro.europeana.eu/c/document_library/get_file?uuid=b16bdaf6-4¢53-4f58-968a-
9d4943a5d297 &groupld=858566

' http://www.pro.europeana.cu
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CC Licences URL
Public Domain Mark http://creativecommons.org/publicdomain/mark/1.0/
CC — Zero (universal http://creativecommons.org/publicdomain/zero/1.0/

CC BY-NC http://creativecommons.org/licenses/by-nc/3.0
CC BY-NC-SA http://creativecommons.org/licenses/by-nc-sa/3.0/

Table 1: Selectable CC Licences for the Europeana:rights metadata field

Europeana rights statements | URL
Rights Reserved - Free Access | http://www.europeana.eu/rights/rr-f/

Rights Reserved - Restricted http://www.europeana.eu/rights/rr-r/
Access

Table 2: Selectable Europeana rights statements for the Europeana:rights metadata field

5 Digital object

In addition to the metadata of an object a content provider needs also to provide an electronic
representation of a physical item - such as the scanned images of a printed monograph or
journal - or if the item already has been created digitally, than you need to provide the born
digital. To clarify, in this section we only concentrate on the scanned images of an item and
accordingly the born digital. BHL-Europe aims to archive the highest quality available and
prefers therefore submissions in a lossless format. If possible, BHL-Europe asks to provide
Master Files. For multi-page image formats we also ask to only provide one physical page per
file.

5.1 Resolution of the digital object

TIFF

Colour 300 ppi 24-bit | uncompressed TIFF, or lossless
compressed
images
Table 3: Resolution of digital objects
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Please keep in mind that the above quoted values reflect the minimum requirements. This
means that you can, and should, if that is possible or desirable for your purpose, use
qualifications that exceed this minimum.

5.2 File format of the digital object
Digital items (scan, born digital) can be submitted to BHL-Europe in following formats:

» TIFF
This is our preferred format as our archive is working with this.

» PDF
PDF files will be internally converted to TIFF files during the ingest process as the
BHL-Europe archive is working with TIFF files.

» Any other image formats
Any other image formats will be converted to TIFF using ImageMagick'® in order to
process them.

Use three-letter extensions for file names (e. g. tif for TIFF images)

5.3 Optical Character Recognition

BHL-Europe will use free OCR software (Tesseract)'* for electronic translation of scanned
images of typewritten or printed text into machine-encoded text. However, BHL-Europe
content providers are asked to provide their literature with OCR if possible. If not, BHL-
Europe will automatically run the freeware OCR engine for content provided without an OCR
text which in most cases will be of poorer quality, as most of the OCR text provided by
service providers and content providers are generated by using commercial software (e.g.
ABBYY FineReader) and manual quality assurance.

In case you would like to provide us additionally OCR text you can choose to provide
following files, depending on the availability of file formats for your data:

a) PDF in high quality resolution with included OCR
This is the optimum scenario. BHL-Europe will use the PDF file for the preservation
and portal view as well as for extracting the OCR text for further portal functionalities
(e.g. search using TaxonFinder").

b) Image files (TIFF preferred) in original quality with additional text file containing
the OCR text
Text files must be named exactly like the image it contains the text for, expect for a txt
extension.

" http://www.imagemagick.org/
' http://code.google.com/p/tesseract-ocr/
"> http://www.ubio.org/index.php?pagename=soap_methods/taxonFinder
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Example: NHMW 12345 0001.tif and NHMW12345 0001.tif.txt

c) Image files in original quality with additional PDF files including OCR text
For this scenario BHL-Europe will use the high quality image files for the
preservation and portal view and will extract the OCR text from the PDF files.

5.3.1 Page orientation

To improve OCR, we kindly ask you to rotate pages so that the text is readable in horizontal
direction.

6 Data upload

A BHL-Europe content provider receives an FTP account for uploading data (metadata and
scanned images or born digitals) to the BHL-Europe server.

BHL-Europe also offers to harvest metadata via an OAI-PMH interface. Nonetheless, if
metadata is provided over OAI-PMH, the content provider still needs to upload the
corresponding scans to the BHL-Europe server. In that case it is required to name the
uploaded folders using the same identifiers that are used by the content providers OAI
provider.

Example:
Folder-Name: “9184JDUK”.

The identifier passed to the OIA-PMH service will be “9184JDUK”.

6.1 Directory structure

BHL-Europe asks content provider to follow a hierarchical directory structure in order to
reliably indentify which files belong to which item. A hierarchical structure allows
representing information using parent-child relationships: each parent can have many
children, but each child has only one parent. In other words, a journal title can have many
volumes, but each volume belongs only to the one journal.

Your directory structure should follow the structure of your physical item, as BHL-Europe
will use the directory structure to represent the hierarchy within the portal view.

General rules:
» Multiple subfolders can be created.
» Item folders are nested inside a title folder, e.g. a volume folder is nested inside the
serial folder.
» Metadata files must be included at each level.
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» The digital object (scanned image or born digital) are placed within the lowermost
hierarchical folder. Except for ToC (Table of Contents), Index, etc.

Preferably use only ASCII characters and Western/Arabic numbers (0-9)
Don’tuse: <,>,",/, |, *
Avoid to use blank spaces

YV VV

6.1.1 Monograph - directory structure

An exemplary diagram of a hierarchical structure is shown in the following figure for a
monograph with minimum required files. In case you provide OCR text it either can be
included already in the PDF file (scanned images) or it can be uploaded additionally as a text
file (.txt) in the same directory with the image files.

— Scanned images

—Metadata file

6.1.2 Serial - directory structure

Following example shows an exemplary diagram of hierarchical structure for a serial on
volume level with minimum required files.

Metadata file for the serial

Scanned images

Metadata file for Volume 1

Scanned images

Metadata file for Volume 2
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6.1.3 Serial on article level - directory structure

Following example shows an exemplary diagram of hierarchical structure for a serial on
article level with minimum required files.

M etadata file for the serial

Metadata file for Volume 1

Cover pages

Index pages

EMetadata file for Article 1A

Scanned images

EMetadata file for Article 1B

b Scanned images

b M etadata file for Volume 2

Cover pages

Index pages

EMetadata file for Article 2A

b Scanned images

EMetadata file for Article 2B

b Scanned images
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In order to maintain the sequence of articles and pages outside an article (like Index, TOC,
etc.) the naming of the article folders has to follow the file naming conventions (see chapter
0).

An example is outlined below:

Metadata file for the serial

e M ctadata file for Volume 1

NHMW12345_0001_COVER.tif

NHMW12345_0002_INDEX.tif

Metadata file for Article 1A

Scanned images

NHMW12345_0004_PAGE_1.tif

Metadata file for Article 1B

Scanned images

NHMW12345_0006_BACKCOVER.tif

14/22



S

i i ”pg,'

7 File naming

How you name your files is important for BHL-Europe. The names of your files allow us to
understand the file sequence and will also have an influence how your content is shown in the
book viewer of the portal.

7.1 Characters within the file name

» Preferably use only ASCII characters and Western/Arabic numbers (0-9)
» Don’tuse:<,>",/ |, *
» Avoid to use blank spaces

7.2 Pagination within the filename

Pagination within the filename helps us to display the pages in the right sequence in the
portal.
Pagination information should be encoded using the following pattern:

Internalldentifier_FileSequenceNumber PageType PrintedPageNumber.tif

An example is shown hereafter:
NBGB013726AIGR1889FLOREELE(00 0007 PAGE_3.tif

» NBGBO13726 AIGRI1889FLOREELEO00 is the internal identifier for a specific
monograph.

» 0007 represents the image sequence number.

» PAGE represents the page type within the monograph. Different page types are
available (see 7.2.1).

» 3 represents the printed page number.
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7.2.1 Page type
Following page types can be used within BHL-Europe:

Page type Description
COVER Cover page of the object

BACKCOVER Back cover page of the object
INDEX | Table of contents pa ge

HALFTITLE Half title page
PLATE Plate page within the object

FOLDOUT Foldouts within the object
PAGE Simple page
Table 4: Page types within BHL-Europe

The names of the file are not case-sensitive.
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8 FAQ & Examples

» Monographs are published in several volumes. Do we need to export the
metadata of each individual volume and the metadata of the parent?

Example:
Esquisse de la géographie botanique de la Belgique (parent description =
062608)
Esquisse de la géographie botanique de la Belgique : volume texte
(child description = 128368)
Esquisse de la géographie botanique de la Belgique : volume annexes
(child description = 128369)
Answer:

Yes, each directory needs a metadata file (see also 6.1.2). The directory structure could
look as followed:

Metadata file for the parent Monograph062608

Scanned images

Metadata file for the child VolumeTexte128368

Scanned images

Metadata file for the child VolumeAnnexes128369
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» For naming our directories we use the unique description number from our
catalogue. Each volume has a unique number. For the directory containing the
different volumes do we use the description number of the first volume or the
number of the parent description?

Example:
The unique description number of the institutional catalogue of the parent directory is

062608.
The number of the first volume (volume text) is 128368.
The number of the second volume (volume annex) is 128369.

Following example demonstrates the naming of the directory according to the institutional
unique description number:

NBGB062608MASS1910ESQUISSE 02 (parent directory)
NBGB128368MASS1910ESQUISSEO1 (volume text)
NBGB128369MASS1910ESQUISSEOQ2 (volume annex)

Following examples demonstrates the naming of the directory according to the unique
description number of the first volume:

NBGB128368MASS1910ESQUISSE 02 (parent directory)
NBGB128368MASS1910ESQUISSEO1 (volume texte)
NBGB128369MASS1910ESQUISSEO02 (volume annexe)

Answer:

Both examples can be used, as the naming of the directory will not be used within BHL-
Europe (except for articles and pages which belong to the volume, see chapter 6.1.3). Only
the logical structure matters for BHL-Europe and the naming of the files within the directory.

» We receive books from different libraries and act as an aggregator for BHL-
Europe. How can we mention the names of the provider of an item in addition to
our institutional name as a content provider?

This can be done using different logins.
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> We have two physical pages scanned in one TIFF file. Can you handle this?
How does the book viewer display the two pages? Will the pages be shrunk?

This should be strictly avoided, if not try to split the pages before uploading.
Otherwise you can maintain the correct printed page by leaving out numbers.

Example:
NHMW12345 0001 PAGE 1.tif

NHMW12345_0002_PAGE _3.tif
NHMW12345 0003 PAGE_5.tif
NHMW12345 0004 PAGE 6.tif

» We provide content on article level. How do we provide pages that do not belong
to articles but to the volume?

See chapter 6.1.3.
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How to connect to the BHL-Europe server

Requirements:

BHL-Europe provides FTPS access to the upload server. Each content provider receives
logon details for uploading data to the BHL-Europe server. For this purpose this section will
demonstrate exemplary how to use the FTPS client Filezilla. Filezilla is used as an example
and you are free to use any client that supports a FTPS connection.
You can get Filezilla at this address http:/filezilla-project.org/download.php. Once
downloaded and installed, you can connect to the BHL-Europe server to upload files.

Connection with Filezilla:
Launch Filezilla and fill in the host field with ftpes://bhl-celsus.nhm.ac.uk, the login, and
password field like this screen below using your username and password.

& Filezilla

File  Edit

Wigws Transfer Server Bookmarks Help

=101 ]

FoEiE el

VR RFIE DTN

| Huost: Ihl—celsus.nhm.ac.uk Lserniarne: IUSER_ID Password: I"“""' Port; I Quickconneck I"l
=]
izl
Sike local : | il ﬂ Sike distant j
= @' Bureau
u:'l Mes documents
BB oste de bravail
Mom de Fichier ¢ I Taille de fic... I Twpe de fichier I Derniere me | Mom de Fichier 7 I Taille de fi. .. I Twpe di
= Tef] Disque local
Eeo [ (DONMEES) Disgque local
A
“:""’E' Leteir CF‘ Mot connected bo any server
SEM: (MACFRWFLS. .. Leckeur réseau ..,
| | 3| K3 | 2
4 directories Déconnects.
Serveur | Fichier lacal | Direckion | Fichier distant | Taillel Priarité | Skakuk |
| Fichiers en file d'attente i-:r-réi'u_slséﬁ_s Echoles | Transferts reussis [2) ?
B File d'atkents ; vierge LR
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Uploading File
Once connected we can start upload files using drag and drop from your local folder to the
server.

testimbhl-celsus.nhm.ac.uk - FileZilla : =10] x|
Eile Edit ‘“iew Transfer Server Bookmarks Help
- E Ak [ENF N
| Huosk: Im Username: IW Password: I.oooo..oo Park: I Quickconnect Ivl
Command:  TYPE I :I

Fesponse:; 200 Switching to Binary mode,

Command:  PASY

Response: 227 Entering Passive Mode (157,140,72,27,242,68)
Command:  LIST

Fesponse; 150 Here comes the direckory lisking.

Response: 226 Directory send O,
Status: Directory listing successful =
Site local ¢ and Settlngs'l,.ﬂ.meth FaLL\appsiapache-cassandra-0.6.61 | | Site diskank | i j

{3 apache-cassandra-0.6.6 =

FY
=
-
3
I Derniéreﬂ Marn de fichier
[Z] LICENSE tx erttexte 11102 3.

|'.:=j MEWS. b=k 7309 Docurnent bexke 11f10fz i;:‘lTEST ATOS Dossier
[Z] MOTICE.bxt 904 Document besxke 1110/z FAFilezilla_3.3.4.1_win3z-setup.exe 4198 724 Applica

|'.“£°| README, kxt 3499  Document kexke 111002 - Diocum
{ | b | i
selected 1 file, Total size: 3 499 bytes Selected 1 File, Total size: 3 499 bytes
Serveur | Fichier local | Direckion I Fichier distant I Taill= | Priorité I Skakut |
fiéi‘liers en_fi-le ;:I_';ttente -: Tran:s;léé:rts ééi‘inuég Trans:F;Brts r:éussis (2) :
é § |Fi|e d'attente : vierge e

After the upload you can disconnect to the server using the red cross above the username field
or just close the application.
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