Digitization Workflow
& Process
Documentation

é::@ Smithsonian Institution Libraries




Table of Contents

PrE-SCaANNING PrOCESS. .. ittt e e e e et ettt e e e e e et ettt e e e eeeeeeasaa e eeeeeeaessaaaneeeeeeeesnnnnn 3
Y=1[=Tot i o T2 Lo T PP PP UPPPPPTPPPPN 3
) ] (=10 4 1= { o OO PPPTPPPRRN 4
INStItULIONAl PUBIICATIONS: .ttt e et e e e e e e st b et e e e e e e eesaaes 4
CoNteNt Prioritization: ..o 4
Physical ReView and SOrtiNg:......ccoiiiiiii e, 5
[2TTe Yo T TSP PSP PP PP OPUSPPOPPPPP 5
Yol 4] TP PP PT PP PSPPI 5
=TT 0 1YY SRS PP P PP PP PPPPRRTPPRt 5
Preservation REVIEW: .........uuiiiiiiiiiiiiiii 5
Metadata Review and SOrting: ... 6
Cataloging CorreCtion .....cccc i i 9
(01T Tol 2o TF ) P PP PP P PSPPSR PRI 9
SEIECEION TN PICKIIST ...eeeeeeiiee ettt e s e s s e e s 12
REJECEEA TEBIMS ..ttt naan 17
DEdUPHCAtION o 18
Yo 101 1] AP PO PP PPPPPOPPPPPO 18
MONOZIAPNIC DE-DUPET ....vveteeiiiiititiit e anan 27
Separate for Delivery and Prioritize @S NECESSAIY... ... i uuuuuuuuiiieee e aan 36
Preparing Shipments: FEASCAN .......u. s 37
Preparing ShiPMENTS: PENNSY........uu e aan 39
POST-SCANNING PrOCESS .vviiiiiiei et e et e e e et s e e et s e e eta e e eeaaa s e e saaanseeeanneenesanseennnanaans 39
ChECK IMANIEST. ..ee ettt sttt e s sttt e e st e e s eabb e e e s snreeeesnneee 39
0 ] T P PO PP PP T PPPPPROP 40
METAAATA CHECK. .ottt et e et e e st e e e s bt e e s snbe e e e eabeeee s 40
Yo Yo 61 =T ol PP PP UPRPPUPPP 40
Returning QA Fail@d [TEIMS ......uuuuieiiii e aan 42
QAING ItEMS FrOM PENNSY .o 43
ol 1] OO TP PPPPRPPPP 44
) K0 = SO PPRT PP 46
161 T=To o OO UUPPTT PP 47

1



[T (1] 1Y 50

RAIE SCANNING ettt ettt e e e e e e et ttab e e e e e e et tabaa e e eeeeaeesaaa s eeeeeeenssnannnaeeeeeensnnnn 50
SCIDE RAIE SCANMING ..vvvtiiiiiiiiiiiitiiitt s 50
PENNSY RArE SCANNING ....euiieeeeeieeiiiiee et e ettt s e e e e et etab e e e e e e eeeas e s eeeeeeensnaaannnns 51

Current Work AppointmeEnts ..o 51

7AYo o= o Vo LD PP PPPPPPPPPRt 53
APPENAIX A e a e e e e e aaaaaaaaas 53

FAN ool Yo Y = C =T o o 11 o | PRSP PUPTPPPPR R PPPPPPPPR 54

Accessing All ISSUES ASSIZNEA T0 YOU ....uvuviiiiiiiiiiiiiiiieeieeteereeeseeseeesreereeeeeeereeseeeeeeerre.——.———————————————. 55
[ Ce) ol e do ) [=Totfl s o] =] o F- 1 (TR PPPT PP 55
FrOM ISSUES PAEE .. ciiiiiiiiiie ettt ettt s ettt e ettt s e e et s e e eeaa s e eaeaa s e sasaa e esannsseaasnnnsasennnssansnnnnen 57

SOMtING ISSUES 1N GBMINI. . ciuiiiiiiiiiieiiiiie ettt e et e e ettt e ettt e e ettt s eeeaaasseaesnassenesssssaesnnnsesesnnsserennnseenees 59
PrIOFIEY SOMTING covuiiiiiie ettt e e et s e et et s e e eea s e aasa s e eaaaasseeannasanesnnssansnnnsans 60

FIlt@ITNG IN GEMINI 1.uttiiiiiiiiiitii e anan 61
SAVING FIIEOIS wuvvttieiiiiiiiitiitt s 63

Searching in GEMINI......ccoi i 64

Updating ISSUES iN G MINI ..uuuuuuieieeiieiiiiiiiitiiiitet e nan 65
AdAING COMMEBNTS e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e e aaaaa s 66
Updating Other Aspects Of an ISSUE ......ccoiiiiiiiiic 68
AdAING ISSUE LINKS...cceeeeeeeeee e 70
Returning to List Of ISSUES ...cccoiiiii i 71

EMail AlErtS iN GEIMINI «eeooueiiiieiitiee ettt e st e s st e e s st e e s eabb e e e e snbeeeesaaneeeens 72

Creating 1SSUES 1N G IMINIcuuuiiiiiiie it eeee et e e et e e et s e e eea s e e etaa s e e eana e eaeaanseeeesansesesnnseeneannseeneen 73

L0 T0TT] d o] o 3 PSP OPPPPPPPPPPN 74

GlOSSANY e 75
APPENAIX B oo 76




Pre-Scanning Process

Selection:

SIL’s scanning process begins with the selection of material to scan. Material is selected for scanning
based on three key areas: content identified through BHL's issue tracking system, called Gemini; content
identified by the systematic scanning of a biodiversity discipline topic (i.e. Entomology, Ornithology,
Botany, etc.); and institutional publications. Once items have been selected for scanning, SIL staff
members will retrieve the items from the appropriate library branch.

Gemini:

Gemini is the issue tracking system used by BHL. All user-submitted feedback on the BHL
website is entered into Gemini as an individual issue or ticket. These issues range in subject from
identification of problems with scanned content, notification of technical issues, reference questions,
and identification of content to scan, among other things. Furthermore, BHL staff members can create
issues directly in Gemini should they identify problems or issues that need to be addressed. Staff will
regularly create issues identifying items that need to be scanned so that they may be assigned and
managed within one workflow tool. Staff members work to resolve these feedback and staff-created
issues by assigning them to various BHL institutions to address. Categories in Gemini that lead to the
selection of content for scanning include the following:

User Requests:

Using a specific form on the BHL website, users have the ability to enter requests for items to be
scanned. These user requests are then assigned to institutions that hold the required items, and thus
constitute one avenue of content selection.

Permissions:

BHL regularly receives permission to scan in-copyright content. BHL's Collections Coordinator,
Bianca Crowley, creates issues in Gemini for each title for which BHL receives permission to scan.
Permissions titles are to be prioritized for scanning above all other content-selection types.

Priority Titles:

The BHL Collections Committee created Botany and Zoology priority lists that identify those
titles which are of high importance for the Botany and Zoology fields. Those titles which were not
already in BHL, or were not complete in BHL, were entered into Gemini as individual issues and assigned
to appropriate institutions.




Gap-Fills:

Many of the serial runs in BHL are not complete. Gaps in serial runs may be identified by users
through BHL’s scanning request form, or they may be identified by staff members. Filling in gaps in
existing serial runs constitute a higher scanning priority than scanning new serial runs (with the
exception of permissions and priority list titles).

Systematic:

Content may also be selected based on a biodiversity discipline, such as Entomology, Botany, etc. In
these instances, an institutional will systematically go through their entire collection regarding a specific
topic, scanning everything in that discipline not already scanned by another institution.

Determining whether specific monographs have already been scanned using this method involves
inputting the entire branch monographic catalog into the monographic de-duper. To determine whether
specific serial volumes have been scanned involves locating in the scanlist each serial title in a specific
discipline to determine which titles/volumes have not been scanned by another institution. See more on
the monographic de-duper (page 27) and scanlist (page 18) in subsequent sections.

Institutional Publications:

Content published by a BHL partner (i.e. Institutional Publications) also constitutes another area of
content selection. In general, institutions are responsible for scanning their own publications, and
typically this scanning includes traditionally in-copyright (post-1923) items.

Content Prioritization:

The following shows the content-selection types in order from (typical) highest to lowest priority:

Permissions Titles

Priority Titles

User-Submitted Serial Gap-Fill Requests

User-Submitted Requests for New Content (non Gap-Fills)

Non User-Submitted Gap-Fills

Institutional Publications

Systematic Subject Scanning

*Please note that this prioritization is a suggestion and represents the typical scanning hierarchy.
Various circumstances may result in various prioritization hierarchies.

For any items that are pulled as a result of Gemini issues, be sure to leave a note on the Gemini issue
indicating which items have been pulled. If pulling the items resolves the issue, update the issue as
closed and complete. For more information on operating Gemini, see the Gemini How-To/Appendix A.




Physical Review and Sorting:

Once items have been selected and pulled for scanning, staff must review the physical condition of the
item to determine if it can be scanned and where it should be scanned. Staff are particularly looking for
items that are too fragile, too tightly bound, still within copyright (and for which we do not have
permission to scan), missing content (i.e. missing pages or pieces of pages), have uncut pages, or contain
print that is too light.

There are three locations at which items can be scanned: FedScan, TSP, and Pennsy.

FedScan:

FedScan is the mass-digitization Internet Archive scanning operation housed at the Library of Congress.
Non-fragile, non-rare items are typically sent to FedScan for scanning.

Scribe:

SIL also has a single Internet Archive scanning machine, staffed by an Internet Archive employee, called
a Scribe, which is housed within the Natural History building. Fragile and rare items in particular are
scanned in-house on this Scribe.

Pennsy:

Finally, over-sized materials (i.e. folios) are too large to be scanned on Internet Archive machines. Thus,
they are scanned via SIL’s “boutique” scanning process, located at SI’s Pennsy location. Over-sized
materials are sent here for scanning.

With the above parameters in mind, staff will perform a physical review of all items pulled to determine
if they can be scanned and where they should be scanned, sorting items into piles/sections according to
the scanning location. Any items that cannot be scanned for one reason or another should be put aside
in a “reject” pile. Any items for which staff are uncertain whether they can be scanned, or where they
should be scanned at, are put aside for Preservation Review by one of SIL’s Book Conservators.

Preservation Review:

Once a collection of items requiring preservation review grows large enough, staff will contact an SIL
Book Conservator to come review the items. The conservator will sort the items into those that cannot
be scanned and those that should be scanned at either FedScan, on the Scribe, or at Pennsy. Once this
review is complete, staff will process the books accordingly, continuing with the following steps.




Metadata Review and Sorting:

Once items have been checked for scanning viability and have been sorted by location according to
condition (i.e. scan at FedScan, Pennsy, or Scribe), staff review the metadata associated with each item.

To begin, log into Horizon (SIL’s ILS) and open the search box by pressing F2 or clicking on RSPAC under
the Searching folder on the left hand side of the screen.

Information Management System

Copyright Sirsiliynix 2007-2010. Al sights resesved.

User: [costantines Semver: |

|
Password:  [sasssssssennen Database: | I |

oK | Gptions... | Senver... | Cancel

(Horizon Sign-In screen)

T | Entomology Library (NMNH) |

Fi Tools  Help

nIasma|e| 2N
| x|

FS.F2

Catendar Exc.. Search
(3 Ciculation C...

(Stafh)
(Staff)
Subject Browse, General (Staff)

Subject Keyword, General (Staff)
General Keyword (Staff)

& [ tem Record
& 0 Expor
Import Fo.m
& (3 Cataloging C..
& 03 ventory
Q3 seists

-3 Administration Searchfor: |

ok | cancel | rr

Selected index cortains:
Titles

®

Borrower.
4 Cotlecto..
@& Statistics Con...
Borower..

Table Editor
Wiew Control

(Use F2 or RSPAC to bring up the search box in Horizon)




Choose a category to search by and find the record for the item in hand. It is usually easiest to search for
the item by barcode.

T Entomology Library (NMNH)

| Eaama|e|e

il
 Meny Shorteut
=3 Searching
8y Rrspac F3, F2

B Generic PAC
(1] New additions
(] Request
(1] PAC Control ...
=3 Circulation
[#] open ckiwi...

Open CKOW...
cS4 Fill
Circulation R...

3l Adhoc StatR..

Calendar_Exc... Search

@[] circulation C...
=23 Acquisitions

®- (] Budget
® (] Purchase Order Series Title Browse (Staff)
(] Purchase Re... Series Tile Keyword (Staff)
®- (] Reports

ISBN/ASSN Browse (Public)
Utiiity Control Number (035) Browse (Staff)

=3 Cataloging
@[] Authority Rec...
(] Bibliographic.
@[] Mem Record

Utiity Control Number (035) Exact (Staff)
Fast add for ILL & Circ (Suppressed Only)

@ %’ E:::: o m Selected index contains:
% Itera Barcode Numbers
@[] Cataloging C...
@3 Invantory
@[] Serials
= &3 Administiation Searchor:  [38088013501796

Day End Acti...

Day End Proc.. Cancel | Fres Eeam] Example I Erfry Aid
®- (] Group Editor
(1] Index Control...
-3 System Setup

8 Location...

8 Bormower...

8 Collectio...
=3 Statistics Con...

8 Bormower...

Table Editor
View Control

(Searching by Barcode in SIRIS)

Once the item has been found and you are looking at the “Bibliographic Detail” box (see screenshot
below), view the record in MARC format. If you search by barcode, the “Bibliographic Detail” box will
automatically open. If you search by another field, you may have to double-click on the record you want
in the search result list to bring up the “Bibliographic Detail” box.

File Edit Bo

S| e

Menu
& £3 Searching Call # For specific focation and calli
8y RsPaC Fa, F2 see holdings information below.
8y Generic PAC
() New additions
(0 Request Author  Geoleaicsl Secisty of London
2 Pac control
3 circulation Title  The Guarterly joumal of the Geological Society of London.

Open CKIWi...
E Open CKO W... Fublisher London [etc]

csaFill
Circulation R... Descsiption  v.ill, plates [part col.) maps, tables, diagrs. 22 em.
31| Adhoc StatR.. . 1426 (no. [1] 604) 18451970
Calendar_Exc...
@ Circutation . Electonic Versio  hitp:itomwn.il.si
&5 Acquisitions
® ] Budget
(3 Purchase Order
® [ Purchase Re...
@ (] Reports
3 Cataloging
(] Authority Rec...
(23 sibliographic...
(] Mem Record View Usage Statistics
& Bt
4 import Fa,m
(] cataloging C...
(3 Inventory
(] serials
3 Administration
Day End Acti...
Day End Proc...
B Group Editor ..
(3 Index Control,
&3 system Setup
M Location...
% Bormower...
M4 Collectio...

otes An index to the earlier volumes [RIULNC]

Show Copies | Cancel | Frev Tile [ 10

Cancel

(To view in MARC format once your Bibliographic Screen appears, click on the upper-most icon circled in red to bring up the
“Send To” box and choose “MARC Editor.”)
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P Entomology Library (NMNH) - [Bib: 188926]

[ Fle Edt View Marc Took Window Help
& -] NIXTI = ¢
22 Alv|z|o| kiS¢
Status: Created: 10281399 by

Owned by: Silitrories Updated: 3102011 11800 PM by: steersd Cople
Fiek: Leadder [Optional)

(Record in MARC format)

Finally, compare the item in hand to the metadata in the MARC record. Review the following sections in
particular:

MARC field 100/110: Author/Creator

MARC field 245: Title

MARC field 260: Publisher, Place of Publication, Date

MARC field 300: Number of Volumes, Number of Pages, Size

MARC field 490 or 830: Series Statement

MARC field 780: Preceding Title

MARC field 785: Succeeding Title

If all above fields match the item in hand, the book passes metadata inspection and can move on to the
next step in the process. However, if there is a discrepancy between the item in hand and the metadata,
the book must go to cataloging for metadata correction.

After checking the title-level information, you must also confirm that the item-level information is
correct (if applicable). If the item in hand has a volume/section/part/etc. number associated with it,
bring up the list of items associated with this title record and confirm that the item-level information is
correct. If is it not correct, the book must go to cataloging for metadata correction.




ile Edit View Copies Tools Window Help

WS | 2R

lx
Menu Shorteut
=3 Searching
Gy rsPac F3, F2
8y Generic PAC Status: Created: 10/28/1999 by:
(] New Additions Owned by: SiLibraries Updated: 3/10/2011 1:18:00 PM by: steered
(] Request Field: Leader [Optional]
(1] PAC Control ... 000 RecS:  n Yoo 2 i
=3 Circulation UGN < List: Copy Records for Bib No. 188926
Open CKIWi... Link: = R L———
Open CKOW... oos T ZQU?GFDU'D Copy#/Call No./Copy #/Location/Count/Collection
B sl 008 Date: 750708 i s s . |
B Circulation R Dates: 1970 ff [3=p 1. £5898 nh nhmain
4 Regl v QE1 .G4X 121
| Adhoc StatR... Z
orig:  _
|_4 Calendar_Exc... cont:
(1] Circulation C.. Aph:  a
=3 Acquisitions MRec:  d
(] Budget 010 _ _ ta 01024872
(] Purchase Order 022 _ _ 1a0370-291X
(] Purchase Re... 036 _ _  taAAUI320LE
(] Reports 036 _ _ ta(OCoLCocm01437164
=-£3 cataloging 040 _ _ taDLCtc FULd YUSH |+
(] Authority Rec... 048 _ _ tasMil
(] Bibliographic... 050 0 0 faQEfh.G4X y I_ _
(1] Hem Record D2 sy $AEB0502 =l =
&3 Export 083 _ _ ta QE1.G4X -
EJ - - 110 2 _  ta Geological Society of || New Sort... | Display... Sum. of Hide | tems |
@& l:] Cataloging C... 222 _ 0 ta Quarterly journal of the| AN
) D Fitory 245 1 4 taThe Quarterly journal of the Geological Society of London.
= 260 _ _ talondon[etc]
(@ Serials 300 _ _  tav.thil, plates (art col) maps, tables, diagrs. te 22 cm.
=3 Administiation 362 0 _  fav.14126 (no.[1] -504); 18451970
Day End Acti... 500 _ _ fafnindextothe earlier volumes is included in "4 classified index to the Transactions, Proceedings, and Quarterly journal of the Geological Society of L¢
Day End Proc... "the 1st edition of which was published 1858: 2d edition 1870; 1st suppl. 1876; 2d suppl. 1883; 3d suppl. 1890,
([ Group Editor .. 515 _ _ ta\Vols. 229 eachin 2 parts: pt. 2, "Miscellaneous."
(] Index Control... 520 _ _ falncludes Procesdings of the society (separately paged, beginning with v. 30)

(Bring up the list of Copy Records for the title by clicking on the circled icon on the MARC record box and choosing “Items” from
the Copy Records list box.)

Repeat this process for all items to be scanned.

Cataloging Correction

If the item must go to cataloging, print out a copy of the MARC record and write a note on the printout

indicting where the information is incorrect. Insert this print-out in the problematic book and set the

item aside in a cataloging correction pile/section.

Check-out:

Once items have been sorted into the various categories following physical (scanning at either FedScan,

Scribe, or Pennsy) and metadata (for cataloging correction if necessary) review, the next step in the pre-

scanning process is to check the items out to the appropriate BHL borrower in Horizon. BHL has four

borrower types to which items may be checked out. The following presents each borrower type and the

circumstances under which an item will be checked out to that borrower:

SIL FedScan BHL

Non-fragile material with no metadata problems
that will be sent to Library of Congress for
Scanning

SIL NH Scribe BHL

Fragile or otherwise special materials that will be
kept in-house for scanning

SIL Pennsy BHL

Oversized materials that will be sent to Pennsy for

9




scanning

SIL ContractCat BHL

Items that have metadata problems and thus need
to be sent to cataloging for correction

To circulate items to the appropriate borrower, bring up the Checkout box in Horizon.

T Entomology Library (NMNH)

Fle Edt View Toolks Help

T EEFEREE S

———————i-|x
Menu Shortcut

=3 Searching

[

SPAC F8,F2
8\ Generic PAC
(1] New Additions
® (] Request
® (1] Pac Control ...
&3 Circulation
B[ Open CKIWi...

3l Adhoc StatR.
B Calendar_Exc.
@[] Circulation C...
&-E3 Acquisiions
® (1] Budget
(1] Purchase Order
(] Purchase Re...
® (] Reports
=3 Cataloging
@[] Authority Rec...
@ (] Bibliographic...
® (] ttem Record

4 import Fa,m
(] Cataloging C...
@ (] Inventory
@ (] serials
= Administiation
Day End Acti..
Day End Proc...
@) Group Editor ..
& (3 Index Control
=3 System Setup
Location...

=3 Statistics Con.
Bormower...

Table Editor
View Control

(Open the Checkout Box by clicking on “Open CKO Window.”)

After the Checkout Box opens, find the borrower that you want to circulate items to by searching for it
in the borrower search box.

Search This Locat
New Borrower

Menu
= Searching
8, RrsPac
8y Generic P2
@[] New Additi

er Barcode

Internal Note/Due Date/Time/CKO Loc/item Status/CKO Date

® (] Request
#-([1] PAC Contrg
=3 circulation
Open CKI

Open CKO '
CSA Fill :
Circulation R..

3l Adhoc StatR...

Calendar_Exc...

@[] Circulation C...
=3 Acquisitions
® (] Budget

(] Purchase Order

(1] Purchase Re...

(] Authority Rec...
(2] Bibliographic...
(] tem Record
(] Export
Import F3, m

(] Cataloging C...

# (] Inventory

@ cadun

(From the “Borrower” heading, choose “Find Borrower”)

#- (2] Reports §
=3 Cataloging Selection ftems Checked Out

Al fterns Ot I Clear
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T Entomology Library (NMNH) - Checkout

Fle Edit View CK

Tt

Help

 Men
& searching

8\ Rrspac

8\ Generic PAC
(2] New Additions
@ (] Request
@ (1] PAC Control ...
& circulation

[%] open cKiwi.

Open CKOW...
csaFill
2| circulation k..

4| Adhoc StatR...
M Calendar Exc
® (1 circulation C...
3 Acquisitions
@[] Budget
(] Purchase Order
®- (1] Purchase Re...
(] Reports

& cataloging

@ (] Authority Rec...
@ (] Bibliographic...
(] tem Record

@[] cataloging €
& inventory
(] serials
3 Administration
Day End Acti...
Day End Proc...
@ (] Group Editor ...
(] Index Control
=3 System Setup
Location...
Bormower.
Collectio...
=3 Statistics Con...

(Search box that appears after you choose “Find Borrower.” Search for the borrower by name and double click on it when you

locate it.)

Shorteut

Fa, F2

2e|ew

Borrower

Hem or Borrower Barcode

Internal Note/Due Date/Time/CKO Loc/tem Status/CKO Date

Search - Borrowers

Indexes:

Selected index cortains:
Borrowers' last names in alphabetical order. Type the
last name first.

Searchfor:

sl

Click through any pop-up windows that may appear.

L Entomology
File Edt ‘iew Borrower

rary (NMNH) - Current Blocks
Item Blocks Tools Window Help

HE |t 2R

NI\ | €| 2N

Menu
(=4 Searching
8, RrsPac

8y Generic PAC
([ New additions
(L] Request

(L] PAC Control ..
Circulation

Open CKIWi...

Open CKOW...
CSAFill
Circulation R...

3l adhoc Stat
Calendar_Exc...
(] circulation C...
Acquisitions
(] Budget
(L] Purchase Order
(L] Purchase Re...
(L] Reports
Cataloging
(1] Authority Rec...
® (2] Bibliographic...
(] tem Record
(] Export
Import
(] Cataloging C...
# (] Inventory
@[] serials
=3 Administration
Day End Acti...
Day End Proc...
BB Reiin Caibar

Pews

DPeeselde

x|
! Checkout
Shorteut
2 riv Current Blocks
F9, F2
Borrower  SIL FedScan BHL
Overdues 37 Overdue Accrued Amt.
Type TimefLocation/Due CKO Location
=)  1.Hold Cancelled by ent
Catalogue général des hémiptéres. Tome I-lIl entmain
QL521 L84 1893
39088007225675  09:454M
2. Hold Expired nh
Petite faune entomologique du Canada : entmain
aL47e P7 w3
39088007264864  12:00AM
Selection Blocks
Fg,

(Click “CKO” if any pop-up boxes appear.)

Wand in the barcode for all items to be checked out to that borrower.
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La Entomology Library (NMNH) - Checkout

File Edit View CKO Borrower Item Blocks Tools Window Help

x| —
& Checkout = (B¢
Menu Shortcut li”:”j
A Repac P2 . tem or Borrower Barcade
8y Generic PAC
(] Request _‘J
&[] PAC Control ...
Open CKIWi...
Open CKO ...
CSA Fill
2] circulation R...

TR EEACELE EIER
=3 Searching
(] New additions Internal Note/Due Date/Time/CKO Locittem Status/CKO Date
=3 circulation
3l Adhoc StatR...

Calendar_Exc...

(] Circulation C...
=423 Acquisitions
# (] Budget

(] Purchase Order

(] Purchase Re...

@[] Reports § I—
= £ Catsloging Selection tems Checked Ot ©

] Authority Rec...
£ utnorty Rec oK Blocks it e Aitems ot | Clear

(2] Bibliographic...
@[] Hem Record
@] Export
4 import F3, m
(] Cataloging C...
(2] Inventory
&[] serials
=3 Administration
Day End Acti...
Day End Proc...
(] Group Editor ...
(] Index Control...

(Once the borrower has been found, wand or type in the barcodes to checkout in the “Item or Borrower Barcode” field. A list of
the items you are checking out will appear in the white space below the barcode field.)

Once you have checked out all items to one particular borrower, close the check-out box and re-open it
(following the steps outlined above), this time choosing the next borrower that you need to check out
additional items to. Repeat this process for all borrower types that you have items for.

NOTE: If you have set items aside for Preservation Review by a book conservator, make sure that you
check them out even if they are not yet reviewed and ready to proceed through the pre-scanning
process. Check them out to the SIL BHL FedScan borrower.

Selection in Picklist

The next step in the process is to select the items for scanning at their appropriate locations. This is also
the stage at which you will indicate any items that have been rejected for scanning. To begin, log-in to
the Picklist Database, found at: http://prism.si.edu/sil/projects/245331/BHL picklist.cfm. If you do not
have log-in information, contact Keri Thompson at thompsonk@si.edu.

Once logged-in, find the record for each item awaiting scanning by searching by one of the available
search methods. It is easiest to search for the item by barcode.
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Scanning Picklist Database

Go to SIL Procedures (on wikispaces)

Batch update picklist titles for: ‘ select location v i LAl "‘ [JScanned enly [JSelected only

Reports & audit lists
View Foldouts Report for: | select location |

List titles for: | select location VJ [CIHAC ("Smithsonian”) [JBHL ("biodiversity") [ Scanned enly []Selected only

List titles in date range [JHAC ("Smithsonian”) [JBHL ("biodiversity”) [] Scanned only [] Selected only and Modified between [ ;AND ‘
Generate xls of titles [JHAC ("Smithsonian”) [JBHL ("biodiversity”) [ Scanned only []Selected only and Modified between | 7‘ ANDE ‘ get xls

Search for item(s) t

QOCLC number search Call number search
Title or author (245/1xx) search: |

=+ Add a record to the picklist database. If you want to delete, though, contact Keri

(Use one of the fields in the circled area to find the record you need. This image shows searching by barcode.)

Click on the search result that matches the item you want to select.

P R R R R R R R )

Click on a Record to Edit/Update

«Main Page Displaying 1-1of 1
Results display in Call Number order

o Call: Voliissuev.36 1880 Fixfielddate:1845 Size: 22 cm
Title:the Quarterly journal of the Geclogical Society of London.... Barcode:39088013501796

00000000000 000000000000

L R R R RN

(Click on the correct record in the search result list. Searching by barcode will bring up the exact record. If you search by
another method, you may have to choose among a list of possible matches to find the correct record.)

Once you have accessed the item screen, there are a few steps that you need to complete.

Update picklist/packlist item

Call:QE1 G4X Volliss:v.36 1880 Loc:nh Coll: Other locations:

Title: the Quarterly journal of the Geological Society of London

Pub: Size:22 cm.Monograph?: I~

Bib:188926 OCLC:01437164 Barcode:39088013501796 if for LC fetch, enter MARC 001. for NHM fetch enter CatKey. for AMNH fetch enter bibno
For pririty books from other collections (ill default to SIL values) B

Book is from: | SIL ¥ | Fetch my MARC record from: | SIL 14|

Selected for scanning
[ @Fedscan " @ TSP I @ Pennsy .
I collection I~ BIODIVERSITY collection - Funding Source (sefauits to 8Ly | BHL v
I~ Copyright if item is © post-1923 and we have permission to digitize, check this box!

I~ Rejected for scanning

I™ Scanning complete I~ Rescan needed

Note:

If Rejected. please note why item was not sent for scanning
- Select reason below use ctrl+click to select multiple - &
~~Physical problems~~ I
brittle pages or spine
fragile

margins too narrow

(Once you click on the correct record in the search result list, you will be taken to an item screen as pictured above.)
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First, confirm that the volume information is correct in the picklist. This is very important because
volume information for scanning is passed through the picklist instead of the MARC record. If the
volume information is incorrect in the picklist, the item will be scanned under the incorrect volume

number. The volume field in the picklist is edit-able, so if it is incorrect, edit it to display the correct
information.

The appropriate standard for indicating volume information is: “volume number” (“year”).

Call:QE1 .GA&{ Volliss:v.36 1880 oc:nh Coll: Other locations:

Title: the Quarterly journal of the Geological Society of London

Pub: Size:22 cm. Monograph?: I

Bib: 188926 OCLC:01437164 Barcode:39088013501796 if for LC fetch, enter MARC 001. for NHM fetch enter CatKey. for AMNH fetch enter bibno
For priority books from other collections (will default to SIL values)

Book is from: | SIL_ ¥ Fetch my MARC record from: | SIL =

Selected for scanning
" ‘@Fedscan I @ TSP I” @ Pennsy

r collection I~ BIODIVERSITY collection - Funding Source (sefsults to 8Ly | BHL ¥
I™ Copyright if item is © post-1923 and we have permission to digitize. check this box!

I Rejected for scanning

I Scanning complete I Rescan needed

Note: | \

(Volume Field)

Second, select the location that the item will be scanned at.

Call:QE1 .G4X Volliss:v.36 1880 Loc:nh Coll: Other locations:

Title: the Quarterly journal of the Geological Society of London

Pub: Size:22 cm. Monograph?:

Bib: 188926 OCLC:01437164 Barcode:39088013501796 if for LC fetch, enter MARC 001. for NHM fetch enter CatKey. for AMNH fetch enter bibno
For priority books from other collections (will default to SIL values) -

Book is from: | SIL_ ¥ Fetch my MARC record from: | SIL v

elected for scanning

" . @Fedscan T @ TSP I @ Pennsy 3 )
=g BIODIVERSITY collection - Funding Source (gefsults to 4L | BHL vl

™ Copyright: if item is © post-1923 and we have permission to digitize. check this box!

I Rejected for scanning

I” Scanning complete I Rescan needed

Note: | \

(Scanning Location Check Boxes)

Third, indicate for which collection the item should be scanned under (Smithsonian or Biodiversity) and
indicate the funding source. All items for BHL should be scanned under the Biodiversity collection. If
they are scanned under the Biodiversity collection, then the funding source should be BHL (BHL is the
default funding source). If the item is also a Smithsonian publication, or is written by a Smithsonian
employee, then the Smithsonian collection box should also be checked, though the funding source will
still be BHL. Only items for History, Art and Culture (HAC) should be scanned only under the Smithsonian
collection. If the Biodiversity collection box is not checked, then the funding source must not be BHL. For
more information on non-BHL scanning, contact Erin Thomas at ThomasE@si.edu.
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Call:QE1 .G4X Volliss:v.36 1880 Loc:nh Coll: Other locations:

Title: the Quarterly journal of the Geological Society of London.
Pub: Size:22 cm. Monograph?: |~
Bib:188926 OCLC:01437164 Barcode:39088013501796 if for LC fetch, enter MARC 001. for NHM fetch enter CatKey. for AMNH fetch enter bibno

For priority books from other collections (will default to SIL values
Book is from: | SIL ¥ | Fetch my MARC record from: | SIL ™

Selected for scanning:

D
Pennsy
! collection I~ BIODIVERSITY collection -- Funding Source (sefsults to BHL) | BHL ;D
r Copynght if item is © post-1923 and we have permission to digitize. check this box!
™ Rejected for scanning
™ Scanning complete [ Rescan needed

Note: |

(Collection and Funding Source Field)

Fourth, if the item is still in copyright, but one for which we have permission to scan, make sure that the
Copyright box is checked.

Call:QE1 .G4X Volliss:v.36 1880 Loc:nh Coll: Other locations:

Title: the Quarterly journal of the Geological Society of London.
Pub: Size:22 cm. Monograph?: I~
Bib:188926 OCLC:01437164 Barcode:39088013501796 if for LC fetch, enter MARC 001. for NHM fetch enter CatKey. for AMNH fetch enter bibno

For priority books from other collections (will default to SIL values

Book is from: | SIL ¥ | Fetch my MARC record from: | SIL N
Selected for scanning:

" @Fedscan T @ TSP T @ Pennsy

" SMITHSO (gefeults to BHL) | BHL e
N Copynght if item is © post-1923 and we have permission to digitize. check this box!

™ Rejected for scanning
™ Scanning complete I Rescan needed

Note:

(Copyright Field)

Fifth, if the item in hand is being sent back for rescanning, make sure that you check the “rescan” box.

Call:QE1 .G4X Volfiss:v.36 1880 Loc:nh Coll: Other locations:

Title: the Quarterly journal of the Geological Society of London.
Pub: Size:22 cm. Monograph?: ™
Bib: 188926 OCLC:01437164 Barcode:39088013501796 if for LC fetch, enter MARC 001. for NHM fetch enter Catiey. for AMNH fetch enter bibno

For priority books from other collections (will default to SIL values

Book is from: | SIL ¥ | Fetch my MARC record from |siL v
Selected for scanning:

" @Fedscan T @ TSP I @ Pennsy

[T SMITHSONIAN collection T~ BIODIVERSITY collection -- Funding Source (s=fsults to BHL‘

™ Copyright: if item is © post-1923 and we have permission to digitize. check this box!
™ Rejected for scan)
™ Scanning complete ™ Rescan needed

Note: ‘ ]

(Rescan Field)
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Finally, if there are any notes that should be added about the item, insert them into the notes field.

Call:QE1 .G4X Volfiss:v.36 1880 Loc:nh Coll: Other locations:

Title: the Quarterly journal of the Geological Society of London

Pub: Size:22 cm. Monograph?: I

Bib: 188926 OCLC:01437164 Barcode:39088013501796 if for LC fetch, enter MARC 001. for NHM fetch enter CatiCey. for AMNH fetch enter bibno

For priority books from other collections (will default to SIL values)
Book is from: | SIL ¥ | Fetch my MARC record from: | SIL v

Selected for scanning
[ @Fedscan T @ TSP I @ Pennsy

r collection I~ BIODIVERSITY collection -- Funding Source (gefeults tc su) | BHL
™ Copyright: if item is © post-1923 and we have permission to digitize. check this box!

I Rejected for scanning

r mplete | Rescan needed ﬂ

<

(Notes Field)

This completes typical picklist steps for BHL scanning. If the item being scanned is from an institution
other than SIL, you may need to edit the fields indicating where the book is from and where the MARC
record should be fetched from. The default for these fields is “SIL.” If the items are from another

institution, or if the MARC record will be coming from a different institution, change these fields to the
appropriate location.

Call:QE1 .G4X Volfiss:v.36 1880 Loc:nh Coll: Other locations:

Title: the Quarterly journal of the Geological Society of London

Pub: Size:22 cm. Monograph?: ™
Bib: 188926 OCLC:01437164 Barcode:39088013501796 if for LC fetch, enter MARC 001. for NHM fetch enter CatKey. for AMNH fetch enter bibno
For priority

v v
Book is from LS“: 7:{} Fetch my MARC record from: | S

Selected for scanning:

" .@Fedscan I @ TSP I @ Pennsy 3

r Il collection ™ BIODIVERSITY collection :- Funding Source (sefsults to 8HL) E,BHL
™ Copyright: if item is © post-1923 and we have permission to digitize. check this box!

I Rejected for scanning

™ Scanning complete [ Rescan needed

=

Note: |

(Library Source and MARC Record Source Fields)

Once all fields have been updated, check the “update” button in the upper right-hand corner. Repeat
this process for all items.
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Update picklist/packlist item

record last modified

aph?: [
13501796 if for LC fetch, enter MARC 001. for NHM fetch enter CatKey. for AMNH fetch enter bibno

aurce (sefaulss to 81y | BHL |
check this box!

(Update button on item screen)

Rejected Items

At this point you will also need to indicate any items that you have identified as rejected for scanning. To
do so, follow the above steps to get to the item screen for the rejected item. Once there, simply click the
“rejected” box and indicate the reason for rejecting the item. Finally, hit the update button.

Once items have been indicated as “rejected,” you can simply check them back in and re-shelve them
(see steps below on checking-in, page 47).
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Selected for scanning:

™ @Fedscan T @ TSP I @ Pennsy o
I~ SIITHSOMNIAN collection ™ BIODIVERSITY collection =: Funding Source (s=fsults to BHL) LB
™ Cop _if item is © post-1923 and we have permission to digitize. check this box!

W Rejected for scanning
canning complete | Rescan needed

Note:

If Rejected. please note why item was not sent for scanning:
~~Physical problems~~ Rl
brittle pages or spine

fragile

margins too narrow

missing pages

too big

too small

other size/condition physical problem

~~Metadata or other reasons~~

duplicate

scanned elsewhere

record/item mismatch

copyright date post 1923

foldouts

multiple bound titles

<€

(Indication of rejected and reason for rejection)

Deduplication

The next step in the pre-scanning process is to confirm that the items have not been scanned by any
other institution. The process for determining this is different for monographs and serials.

Scanlist

For serials, you must use the scanlist both to confirm that no one else has scanned the volume(s) you
want to scan and to indicate to others exactly which volumes of which titles you are scanning.

To begin, access the scanlist here: http://bhl.nhm-wien.ac.at/scanlist/index.php. Click on login, located
on the left hand side and the middle of the screen.
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http://bhl.nhm-wien.ac.at/scanlist/index.php

Mashup Welcome

ome Welcome to the prototype of the Biodiversity Heritage Library for Europe Scan List. This catalog
Europe and BHL member institutions using advanced filtering. It will be further developed and
(GRIB). It will then be a tool to manage the taxonomic literature that is (a) already available in

which plans have been created for digitisation.
Browse and search records - Available to all users

Links Logm’- Registered u‘siers can login to add and amend records

(Login links on Scanlist)
Enter SIL’s login information:
Username: SIL

Password: 7Waspefr

Mashup

Username: ES\L

Password: [unuu

(Login information for scanlist)

Once logged-in, you need to search for the various serial titles you will be scanning. To do this, choose
the search fields you want to search by from the drop down menu. You may insert any number of as
many of the fields as you want. Just click on the option in the drop down menu to add it.
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Mashup
. View records

Title :numains Nl \
Add search filter: i "W Update
N o Title ID
Welcome Smithsonian
Institution Library |Abbreviated title

Group: editors

Last visit: << ZPublisher
: I WMatch method (022, OCLC. TITLE, NO MATCH) ‘ Abbrey Matches Actions Bids?
D o |Place o :
789 | The Quarter Subject ‘1345— Q. j. Geol. AMNH  more... Partial
Geological §Duplicate p71]. Soc. Lond. FIELD bid
BHL f\lﬁﬁ
BHL
- Home > view records
Overview
Mashup View records
Home 5
Title contains -
and ¥ contains o
and containg 2
Publisher contains v

Welcome Smithsonian
Institution Library Add search filter: ~| Update
Group: editors | J—I
Last visit: 2011-04-21

01:40:20

Links

BHL Europe

Records found: 84198 Current page: 1
he Matches Actions Bids?

1 Tropenmedizin und Stuttgart : Thieme c1974-c1984, AMNH more...| no
Parasitologie. NHM bids

(Use of several different search fields in the scanlist)

When searching for titles, there are some things to remember. The scanlist does not handle diacritics or
punctuation well when searching. Thus, it is best to leave these characters out and simply search for the
text strings surrounding these characters. See example below for how to best search for Jahrbiicher des

Nassauischen Vereins fiir Naturkunde:
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Mashup
i View records

|Jahrb

|Nassauischen Vereins

Title contains v
[ an?&‘ contains i v|
and contains vi
Welcome Smithsonian -
Institution Library Publisher |
Group: editors contains |
Last visit: 2011-04-20 .
07:07:24 Add search filter: |
Links

Records found: 84200

Author

INaturkunde |
\
71‘[ Update ]
Current page: 1

(Searching for a title without use of diacritics and punctuation)

Another aspect of the scanlist is the fact that all iterations of the same title may not be merged into a
single instance in the scanlist. In other words, there may be duplicate entries for the same title in the
scanlist. If this is the case, you will need to merge the duplicate title entries into one entry.

Merging Duplicate Titles

To merge duplicate titles in the scanlist, first click the “Dedup View” link.

Home >

View records

Title contains B \

|and v| contains v

and contains ~|
onian 2 = -

Publisher contains ¥
094-20

Add search filter: ‘

=>  Records found: 2

Wiesbaden : J.F.
Bergmann 1844-,

7009 Jahrbucher des Nassauischen
Vereins fur Naturkunde.

100184 | Jahrbiicher des Nassauischen
Vereins fur Naturkunde.

Wiesbaden.

(Dedup View in Scanlist)

Next, check each of the duplicate titles that you want to merge into a single entry.

v || Update

—
|Jahrb

[Nassauischen Vereins |

[Naturkunde
i
Abbrev Matches Actions Bids?
Jahrb. Nassau. AMNH 1ore... Partial
Ver. Naturkd. FIELD bid
NHM
e
OT
HAR re... no bids

21
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Merge duplicate records

| contains M

Add search filter: Vi

Publisher

Select duplicate bib records (using the check boxes): Prepare for dedup
@ Normal vie

W << D> Records found: 2 Current page: 1

Title Publisher Abb Matches Actions Bids?
Jahrb??cher des Nassauischen Vereins f22r Wiesbaden : 1. Jahrb. AMNH more... Partial
Naturkunde /@@@cherausgegeben von C.J. Niedner, Nassau. bid
Kirschbaum. 1864/1866 [i.e. Ver. FIELD
1866]- Naturkd.

NHM

NYBG

MOBOT

100184 Jahrb??cher des Nassauischen Vereins f?2r Wiesbaden. HAR ore... no bids

Naturkunde.

(Selection of items to dedup)

Once you have selected all desired duplicates, click on “prepare for dedup.”

Merge duplicate records

I - i
| contains v| \

Add search filter: ‘ v“\ Update

Publisher

n
Select duplicate bib records (using the check boxes): Prepare for dedup
Normal view << »>  Records found: 2  Currentpage: 1
Title Publisher Abbrev Matches Actions Bids?
7009 Jahrb??cher des Nassauischen Vereins f22r Wiesbaden : 3. Jahrb. AMNH  more... Partial
Naturkunde /@@@cherausgegeben von C.J. Niedner, Nassau. bid
Kirschbaum. 1864/1866 [i.e. Ver. FIELD
1866]- Naturkd.
NHM
NYBG
MOBOT
100184 IJahrb??cher des Nassauischen Vereins f22r Wiesbaden. HAR more... no bids
Naturkunde.
(Prepare for Dedup)

Finally, you will need to choose which of the selected title entries you want to serve as the “main” entry
listed in search results for the title. This means that, depending on which entry you pick, search results
for that title will look exactly like the entry you choose as the “main” entry. This will not delete the
record of the holdings from the other institutions not listed in this particular entry. These will still be
available in the detailed view of the title. They will simply not display in the initial list of search results.

See screenshots below for further elaboration. To choose the “main” entry, select “use this” next to the
entry you choose.
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oos ISSN
7008 Jahrb??cher des Na uischen Versins 2448871 760712u18449999gw | 0368-
f27r sxz a0 bOger u 1254

Naturkunde /@@@cherausgegeben
von C.J. Kirschbaum.

100184 Jahrb??cher des Nassauischen Vereins | (OCoLC) 750520c1844599399gw
£27r Naturkunde. 01641314 | ary Ouulalger

Publisher

baden :
1. Niedner,
1864/1866
[i.e. 1866]-

Wi

Wiesbaden.

Matches View

AMNH
FIELD
NHM

NYBG

MOEOT

HAR Viewv

(Choose the record you want to serve as the “main” entry in the scanlist search screen)

Jahrbiicher des Nassauischen Vereins fiir Naturkunde.

Mashup

Title 1D: 7009
Title: Jahrbicher des Nassauischen Vereins fur Naturkunde.

Abbraviation: Jahrb. Nassau. Ver. Naturkd

Author:
001: 2448871
19960206000000.0

welcome  Smithsonian  Institution 002:
Library
Group:
Lastv

712018449999gw sx2 30 bOger U

1-04.20 07:07:24

0368-1254
sbaden : J.F. Bergmann 1844-.

she:

Links

Basis of match (if any

Merged records (i

Holdings information

(Multiple records merged into one as seen on detailed view of title)

View records

Title contains v

] o | 1
and [ contains

Publisher i?ntalns [ |
Add search filter: v‘[ Update ]

> Records found: 1 Current page: 1

BHL & 3] - Match
Owner P Local ctrl Holdings Subject o s

AMNH | _C10276942448871_b1057236_c1027694 | 19- 1864- Natural history 022

15- 1864- Science

Some no. in combinad

issues
FIELD OCoLC)0244887 1 Science. 022
NHM Sirsi)_s3257 1864 -Tring holds 1864 022

1333

NYBG | b1098530x Bd. 19/20(1864/1866)- | Natural history -~ 022

£4,123(2002)- periodicalz. G &

cum. ind. B¢, 1-Bd, | history -~ Germany (W

80 bound in B¢, 80 Periodicals.

siL 243547 Natural history Germany 022
.Science Germany
als,

MBEL 2448871 Band 25- (. no 022
mMoeoT eriodical QK1.J047 | Science Periodicals. 022

1864-1985 v, 18-32

111

19, Heft (1864)-

uar | ooo13130e B4.11611995184.117 | Science Sociaties atc No

Author Publisher Abbrev Matches Actions Bids?
7009 | Jahrbiicher des Nassauischen Wiesbaden : J.F. Jahrb. Nassau. AMNH i Partial
Vereins fur Naturkunde. Bergmann 1844-, Ver. Naturkd. FIELD bid
NHM
NYBG

(Records merged together in scanlist search result screen)

ace

_C10276942448871_b1057236_c1027694

(0CoLC)0244887 1

ABX2851LB{OCoLC)ocm0244887 1

fOCoLCI01641314

23|



Placing a Bid

Once you have found the entry for your title in the scanlist, and performed any title merging necessary,
you can now place a bid for the volumes you want to scan and confirm that no one else has already
scanned them.

To begin, click the “more” option on the correct title in the list of titles returned for your search criteria
to access the detailed view of the title. (If you merged multiple entries together, you will already be on
the detailed view of the title after the merge is complete).

Title contains v |Jahrb

and ¥ contains ¥ |Nassauischen Vereins
and | contains v“ [Naturkunde

Publisher contains v

Add search filter: v | Update

>> Records found: 1 Current page: 1

Matches Actions Bids?

7009  Jahrbucher des Nassauischen Wiesbaden : J.F. Jahrb. Nassau. AMNH @ Partial
Vereins fur Naturkunde. Bergmann 1844-. Ver. Naturkd. FIELD bid
NHM
NYBG
MOBOT
HAR

(“More” link to see detailed view of record)

Scroll down to the bottom of the detailed page to see all bids associated with the title. Bids indicate
those volumes that are being scanned by the institution that placed the bid. If you do not see a bid for
the volumes you want to scan, you may proceed with scanning them. If you see a bid for a volume you

want to scan, set the book aside and follow the Rejected Items (page 17) process outlined in the Picklist
section.

Main Coll.)

Bid information

Bid for all

Partial bid

: . Bid Bid Bid s ;
Bidder Bid type Eiaey i B Volume Notes Exceptions Actions
mbl Partial 1871 2001  started Band 25-122 (1871-2001) You are not authorised to delete or edit this bid, please contact

bid the bid owner
sil Partial 1864 1924 | started | volumes 19-24, 33-36, 49-50,
i 69-76

(All bids placed on this title)

To place a bid, click on either “Bid for All” or “Partial Bid.” Choose “Bid for All” only if you will be
scanning all volumes of the title (this includes any post-1923 volumes that are part of the title). If you
will only be scanning some volumes of the title, choose “Partial Bid.”
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information

Bidder Bid type

Bid Bid Bid

start end status

mbl Partial 1871 2001 | started E
bid

sil Partial 1864 1924  started
bid €

(Partial Bid and Bid for All options)

Bid for All

If you will be scanning all volumes of a title, simply click on “Bid for All,” and you are finished. The
scanlist will indicate that you are scanning all volumes of the title, and that no one else should scan any
volumes.

Partial Bid

If you are only scanning some volumes of a title, click on “Partial Bid.” You will be taken to a screen on
which you can indicate which volumes you are going to scan.

First, indicate the year of the earliest volume you are going to scan. Next, indicate the year of the most
recent volume you are going to scan.

Home > add a part

Add partial bid for @@@alahrb??cher des Nassauischen Vereins f??r
Naturkunde /@@@cherausgegeben von C.J. Kirschbaum.

Start date: | 1700 v

End date: | 1923 |
Notes:

Exceptions: |

Submit bid

(Year Fields)

Next, indicate which volumes you are going to scan in the “Notes” field. This is a free text field, and
there is no specific format in which you must enter the volume information.
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ne > add a partial bid

Add partial bid for @@@alahrb??cher des Nassauischen Vereins f??r
Naturkunde /@@@cherausgegeben von C.J. Kirschbaum.

Start date: | 1700 v

Exceptions: |

Submit bid

(Notes Field for entering volume information)

If you are not scanning all volumes in a chronological sequence (i.e. you are scanning only v. 1-3 and 5-8
of a title), you can indicate this gap in two ways. You can either place the volume information of “v. 1-3
and 5-8” in the notes field, or you can bid for “v. 1-8” in the notes field and use the “exceptions” field to
indicate “v. 4” as an exception. Exception simply refers to those volumes that you will not be scanning in
a run that you indicate in the notes field. Either method is perfectly fine.

Add partial bid for @@@alahrb??cher des Nassauischen Vereins f??r
Naturkunde /@@@cherausgegeben von C.J. Kirschbaum.

Start date: | 1700 ¥/

End date: | 1923 ¥

Notes:

|
=!

(Exceptions Field to add volume exceptions not scanned)

Once all information is added, click “Submit Bid.”

Add partial bid for @@@alahrb??cher des Nassauischen Vereins f??r
Naturkunde /@@@cherausgegeben von C.J. Kirschbaum.

Start date: | 1700 v

End date: | 1923 ¥ |

Notes: |

(Submit Bid)

Repeat this process for all serial titles you want to scan.
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Monographic De-Duper

To determine whether anyone has already scanned any monographs that you want to scan, and to
indicate to other institutions which monographs you will be scanning, you must use the monographic
de-duper. The monographic de-duper can be accessed here: http://dedup.mbl.edu/.

Generating List of Monographs

Before you can use the monographic de-duper, you must first generate a list of the monographs that
you want to scan. You can generate this list, in the form of an xIs file, via the picklist. To generate the list,
input the date range (in the format mm/dd/yyyy) during which you “selected” (updated with a scanning
location indicated) the monographs that you want to scan in the “Generate list of monographs for
upload to shared deduplication tool (opens with Excel)” section of the picklist.

Go to SIL Procedures (on wikispaces)

Batch update picklist titles for: | select location v HA” ¥| [JScanned only [JSelected only

Reports & audit lists

View Foldouts Report for: | select Iocationrvr‘

List titles in date range [JHAC ("Smithsenian”) [JBHL ("biodiversity”) []Scanned only []Selected only and Modified between | j ANDI

{5
Generate xls of titles [[JHAC ("Smithsonian”) [JBHL ("biodiversity”) [ Scanned only [[]Selected enly and Modified between ‘ ‘AND\

Search for item(s) to edit:

Barcode search ) Bib number search 1
OCLC number search ‘ ‘ Call number search ‘ - B jl

Title or author (245/1xx) search | find it

= Add a record to the picklist database. If you want to delete, though. contact Keri

Generate list of monographs for upload to shared deduplication tool (opens with Excel)
s you sslecteg the jtams the picklist (mm/ddiyyyy) if sl it on
«SIT=ady been scanned, make ch

and chedk the radion button for “selected only”. If y

nly items that have

20k the “scanned r2aic OO =

[{getlist | @

AND| elected only O Already Scanned

(Fields for indicating date ranges to generate monographic de-duper spreadsheet)

For example, if you “selected” monographs that need to be de-duped over a three day period, you

would input the following date ranges:

+ Add a record to the picklist database. If you want to delete. though, contact Keri

or upload to shared deduplication tool (opens with Excel)
Torh: o) if sl item: same day, just put that day's date in both fields, and chedk the radion button for “sele:

o the “scanned” radio bUTS only items that heve been marked s ‘scanned

12012011 | [[getlist ]

Selected only O Already Scanned

What to do with the dedup list

(To indicate a three-day selected range)

nly”. If you want to uplosd i
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If you selected everything you want to input into the monographic de-duper on the same day, input the
following date ranges:

= Add a record to the picklist database. If you want to delete, though, contact Keri

Generate list of monographs for upload to shared dedupllcatlon tool (opens with Excel)
Enter date r:
that have

the picklist (mm/dd yyyy) if s dste in both fields, snd chedk the radion button for "selected

chedk the “scanned” rad

Between |4/20/2011 | AND|4/20/2011 m (\ Selected only O Already Scanned

me day, just put tha
only items that ha

o

nly”. If you want

n marked 35 ‘scannad

(To indicate same-day selected range)

So, to summarize, in order to generate a list of the monographs that you want to put into the
monographic de-duper, you must be certain that all of these monographic records in the picklist are
marked as “selected” for one of the available locations (FedScan, TSP, Pennsy), and you must know the
date range during which you marked *all* of the desired records as selected or last updated these
selected records. On the other hand, as long as the records are selected, you can simply hit “update” on
each individual record on a certain day, or between certain days, in order to create a date range for all
desired records that you can input into the picklist to create a spreadsheet for the monographic de-
duper. Again, make certain that the only monographic records that have a status of selected and were
updated during the date range you want to use are those that you want to put into the monographic de-

III

duper. (As an aside, it does not matter if “serial” records are updated during your desired date range.
The spreadsheet tool in the picklist is designed to only pull those records that have the monograph
button checked. If the “monograph” button on the individual record in the picklist is not checked, then it

is a serial record (see image below)).

ic:fish Coll: Other locations:inyz

o the Secretary of Comme

and L\abor for the fi

Barcode: 3903801 G if for

(Monographic Button on individual record in picklist. Indicates that this record is for a monograph)

Once you input the date ranges, click the “selected only” radio button and click “get list.”

= Add a record to the picklist database. If you want to delete, though. contact Keri

Generate list of monographs for upload to shared deduplication tool (opens with Excel)
Enter date rang: ¥, just put that day’s dste in both fislds, snd chedk the radion button for “selected only”. If you want
that have aln s that have been marked as ‘scanned

Between |4/20/2011

cted the items from the pidkist (mm/dd/yyyy) if s
n scanned, m

| AND|4/20/2011 ® Selected only/O Already Scanned

(Selected Only and Get List)
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Formatting List of Monographs

The picklist should automatically open the spreadsheet in Excel. Once the spreadsheet is open, you will
need to format it before uploading to the monographic de-duper. To format, perform the following

steps:

1) Delete all blank rows in the spreadsheet

\‘/nn = R i SILDupeslist04_20_2011[1].xls - Microsoft Excel
W

Home Insert Page Layout Formulas Data Review View
=E ¥ cut _— = —— e . S [
Calibri - AR ||| | Siwrap Text General - H % Fm Ty
B ] =] & B &5
Paste = = ~||[= = M % = - 9 <0 .00\ Conditional Format Cell Insert Delete Format
2 Fomat painter || B2 U || E ~] ERIE Bl Merge & Centecrs |18/ o] b 2 Formatting * as Table ~ Styles~ |~ - -
Clipboard r] Font (F} Alignment F] Number i} Styles Cells
A6 - £
A B | ¢ D | E £ | 6 | w | o [ s | x | v | m | N | o | p
1
2
3
4
5 |oclc local numbetitle author  call numb volume chronolog publisher publisher place
el 1
7 | 56481 3.9088E+13 Guide for Bell, W.B. QL684 .N9B43 1912 1912 Dept. of College Extension, Agricultural College, N.D., 1912.
L] 989331 3.9088E+13 Fauna der Kobelt, W QL425 G3K25X 1871 J. Neidner, 1871
9 | 5464876 3.9088E+13 The Butterfly farmer QL541 B985 1913 X. McGlashan,Sc 1913-14.

10 45879 3.3088E+13 Fossile un Andrusov, QL430.7 .D8A58 1837 1897 Tip. M. Merkusheva, 1897.

11

(Blank Fields to Delete in Spreadsheet)

2) “Bold” the first row of the spreadsheet

¥ SILDupeslisto4_20_2011[1].xIs - Microsoft Excel

D) Wl SSE ) *
Liad
p Home Insert Page Layout Formulas Data Review View
2 T T c
Cut L v = c 1 T
j & Cu Calibri v~ ARSI zlerap Text General X #_i] ﬂ l__’ ﬂ r'f
~— 43 Copy =2 =]
Paste § Bz u -~ Sy~ ~|[| FadMerge & Center ~ ||| $ ~ % 9 || %8 5%| Conditional Format  Cell Ins
v J Format Painter ’ u - H A L E o ‘ L (%8 | Formatting ~ as Table v Styles
Clipboard ) Font T Alignment F] Number ) Styles
Al v fe| ocle
T — B - o - - — — A (- T . -
bclc local numbe title author  call numb volume chronolog publisher publisher place

56481 3.9088£+13 Guide for Bell, W.B. QL684 .N9B43 1912 1912 Dept. of College Extension, Agricultural College, N.D., 1912.
989331 3.9088E+13 Fauna der Kobelt, W QL425 .G3K25X 1871 J. Neidner, 1871

1
2

3 4

4 | 5464876 3.9088E+13 The Butterfly farmer QL541 B985 1913 X. McGlashan,Sc 1913-14.
5 45879 3.9088E+13 Fossile un Andrusov, QL430.7 .DSASS8 1897 1897 Tip. M. Merkusheva, 1897.
6

7

. !

(First Row of Spreadsheet Bolded)

3) Format the “barcode” column by accessing “Format Cells,” choosing “Number,” and setting the

“Decimals” to “0.”
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™ I R S SILDupeslist04_20_2011[1]xls - Microsoft Excel

| Home | Insert

Pagelayout  Formulas  Data  Review  View ©
| ;E:;y Calibri (-] |Siwmpten General - ﬁl ﬂ @ g— =z ;l:i:cfmm- ﬁ
3 romot s | A8 O o corer- | ol i o, | e e P o SN
Clipboard = Font 5 Alignment | Number = | Styles Cells | cell size
AL & ﬁ[ ocle / 3 RowHeight...
A | 8 [ ¢ | o [ e [ r [ & [ w I o [ 3 T « [ [ m I N [ Jo []  autoFitrowHeight
dlc local numbe title author _call numb volume _ chronolog publisher publisher place I 3 Column Width...
56481 3.9088E+13 Guide for Bell, W.B. QL684 .N9B43 1912 1912 Dept. of College Extension, Agricultural College, N.D., 1912. AutoFit Column Width
989331 3.9088E+13 Fauna der Kobelt, w QL425 G3K25X 1871 J. Neidner, 1871 B etouttiiiatha:
5464876 3.9088E+13 The Butterfly farmer QL541 B985 1913 X. McGlashan,$c 1913-14. S,
45879 3.9088E+13 Fossile un Andrusov, QL430.7 .DSASS 1897 1897 Tip. M. Merkusheva, 1897.
Hide & Unhide »
Organize Sheets
Rename Sheet
Move or Copy Sheet...
Tab Color >
Protection
(&) Protect Sheet...
@] Lock cen
|& Format Cells...

(Accessing Format Cells with Format Option on Home Tab)

Home | Insert

SILDupeslist04_20_2011[1].xls

Page Layout Formulas Data Review View
E b o Calibri i A x| B = =] | SiwepTed General
53 Copy (= z S| =sm L —
| PoE g comat gt | PRI ] (O] £F €8] Emerge s comer~ |8 %
I Clipboard Galibri 11 - A" A" $ - % 1 F Alignment e Numi
B1 - Al

Bl A T | P PR
1 locle [rocal & | cut lume chronolog publisher publisher place
2| 56481) 3.90§ <2 Copy 31912 1912 Dept. of College Extension, Ag
3| 989331 3.908 B Paste K25X 1871 J. Neidner, 1871
4 | 5464876] 3.90 Paste Special.. 83 1913 X. McGlashan,Sc 1913-14.
5| 45879] 3.90 Insert 158 1897 1897 Tip. M. Merkusheva, 1897.
L Delete |
l ar conten L
% <\ %f  Eormat Cells... ¥
10 |
el Hide I
12 Unhide |
13 I

(Accessing Format Cells by right clicking after selecting the “Local Number” column)
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|'/é!:1 d9-© =
[t |

Home Insert Page Layout Formulas Data

Review View
:j % Cut Calibri -~ lEAssllS= S Wrap Text
53 Copy —_— ;
s ot Dt ae || MM B |- A | EE = || 2 Merge & Cente
Format Cells [ @ hnment

Number \Alignment | Fort | Border |

Fil | Protection |

Category: ) H
(ééﬁ'e?a | ~sample blog publisher publ
Murnber local number 912 Dept of Colleg
Currency — - Neid 187
[A)Cléountlng Decimal places: [ﬂ :J 871 J. Neidner, :

sy || [EEe———— 913 X. McGlashan,$
Time [ use 1000 Separator (,) ;
Percentage 897 Tip. M. Merkusl|
Fraction Negative numbers:
Scientfic
Text 1234
Special {1234)
Custom {1234)

Mumber is used for general display of numbers. Currency and Accounting offer
specialized formatting for monetary value,

OK ] [ Cancel

20 |
21
2

(Formatting Cells)

Once the spreadsheet has been formatted, save the file to the P drive in the following location:
P:\ISD\BHL\SIL in BHL\Pack_Pick_Dupes_Lists. The correct format for naming the file is
“SILDupeslistmm_dd_yyyy” where mm is replaced with the month (place a “0” before the month

number if it is not a two-digit number), dd is replaced with the date (place a “0” before the date
number if it is not a two-digit number), and yyyy is the year.

Uploading To and Using the Monographic De-Duper

Once the spreadsheet is saved, you may now access the monographic de-duper:
http://dedup.mbl.edu/. On the initial screen, sign in as the Smithsonian Institution.
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Choose Your Institution

Institution:

American Museum of Natural History, New York ¥

Log In

[Smithso

American Museum of Natural History, New York

California Academy of Sciences

Ernst Mayr Library of the Museum of Comparative Zoology
Harvard University Botany Libraries

Internet Archive

Marine Biological Laboratory

Missouri Botanical Garden

Natural History Museum, London

Royal Botanic Garden, Kew
S an Institution Libr:
The Field Museum
The New York Botanical Garden
uluc

(Choose Smithsonian Institution Libraries to login to the Monographic De-Duper)

The next screen lists all of the spreadsheets that have ever been uploaded for SIL. Thus, these

spreadsheets represent every monograph ever scanned by SIL. All other BHL partner institutions

have a similar screen when they login, listing all monographs they have ever scanned. Thus, the

monographic de-duper is a database that contains records of every monograph ever scanned for

BHL.

To upload the spreadsheet you just saved on the P drive, click on “Upload a new Picklist.”

Picklists for Smithsonian Institution Libraries

Ué]oad a new Picklist >

(Upload Picklist)

Picklists
Filename View Duplicates | Show Picklist Upload Date Delete

X
view Duplicates | Show Picklist | Mon Mar 10 15:06:41 -0400 2008
X
view Duplicates | Show Picklist | Mon Mar 10 15:09:46 -0400 2008

View Duplicates | Show Picklist | Thu Mar 13 09:17:17 -0400 2008

SILPackinglistfordedup_scannedorselected.xls | View Duplicates | Show Picklist | Fri Mar 14 14:43:07 -0400 2008

4 :

SILDupeslistod_03_2008.xls view Duplicates | Show Picklist | Thu Apr 03 13:15:42 -0400 2008
X
view Duplicates | Show Picklist | Mon Apr 2 100 -0400 2008
X
view Duplicates | Show Picklist | Mon Apr 28 13:02:03 -0400 2008

Logged in as Smithsonian Institution Libraries —

On the next screen, click “browse,” navigate to the new spreadsheet, and double-click on it.
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Logged in as ¢

Upload a New Picklist

Note: the XLS parser is fragile. Please do not upload a picklist with more than (approximately) 1,000 rows, or things will probab

XLS File: Browse Upload Pickiist

Choose file ]

My Documents |5

s

My Computes

My Network
Place:

(Click Browse, navigate to the correct folder in the P drive, and find your spreadsheet)

Finally, click “upload picklist.”

Upload a New Picklist

Note: the XLS parser is fragile. Please do not upload a picklist with more than (approximately)

XLS File: [P-ISDIBHLISIL in BHLWPack_Pick_{ | Upload Picklist

(Upload Picklist)

Once the spreadsheet is uploaded, you will automatically be returned to the screen listing all
spreadsheets for SIL. Scroll down to the bottom of the screen, where you will see the new
spreadsheet you just uploaded. Click “View Duplicates.”

.
SILDupeslist1_5_2011.xls View Duplicates | Show Picklist | Wed Jan 05 11:52:24 -0500 2011
SILDupeslist01_13_2011.xls view Duplicates | Show Picklist [ Thu Jan 13 12:15:11 -0500 2011
SILDupeslist03_08_2011.xls view Duplicates | Show Picklist | Wed Mar 09 17:04:09 -0500 2011
.
SILDupeslist3_21_2011.xls view Duplicates | Show Picklist | Mon Mar 21 09:14:35 -0400 2011
; .
SILDupeslist3_23_2011.xls View Duplicates | Show Ficklist | Wed Mar 23 08:17:06 -0400 2011
SILDupeslisto4_13_2011.xls view Duplicates )| Show Picklist | Wed Apr 13 10:53:08 -0400 2011

Jpload a new Picklist

(View Duplicates to see possible duplicates for the items you want to scan)

The next screen lists all items from the spreadsheet you just uploaded that may already be in the
monographic de-duper as scanned. The monographic de-duper compares the entries in your
spreadsheet to various fields on other spreadsheets and returns matches based on various criteria.
These criteria and resulting matches are listed as sections on this screen. For example, in the first
section the monographic de-duper compares the OCLC and volume numbers on your spreadsheet to
those of all other entries already in the database. If OCLC and volume number match another record
in the database, the record on your spreadsheet is listed in this section as a possible duplicate.
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Various other sections include OCLC number only, Title and Author, Title and Chronology, and Title.
For the purposes of de-duplication, it is really only necessary to check those records listed in the
“OCLC and Volume” and the “OCLC Only” section.

Logged in as Smithsonian Institution Libraries

Dupes for SILDupeslistl12_13_2010b.xls e o

Duplicates By Oclc And Volume

No duplicates found!

Duplicates By Oclc Only

show Local Number | 0CLC Title Author Volume | Chronology | Call Number Publisher Publisher {00 o

Dupes Place
Memaire sur les coquilles terrestres et fluviatiles, v.1 qQL40S M67 | Société de Physique et d'histoire

87235 39068000457777.0 | 19215990 |, 1 coc da Bahia par M.S. Blanchet, Moricand, Stephano. | o o mene | 1836.0 1836 naturelle de Geneve, 1836-45] &
Memoire sur les coquilles terrestres et fluviatiles, v.2 q QL405 .M67 Société de Physique et d'histoire

87236 39088000487769.0 | 19215990 | .o ées de Bahia par M.S. Blanchet, Moricand, Stephano. | ol,0jerment 16360 1836 naturelle de Geneve, 1836-45] &
Memaire sur les coquilles terrestres et fluviatiles, v.3 qQL40S M67 | Société de Physique et d'histoire

87237 | 32088 0BT | 2 ey ke s Bahia par MS . Blsnchet. orcand e <l bl ment il e 1836 naturelle de Geneve, 1836-45] _IX

; : : Schepman, :
87238 | 39088005921192.0 | 6802800 | The Prosobranchia of the Siboga Expedition ; pt. 1-3 1908.0 qQL430.4 .32 |E.J. Brill, 1908-13. X
Mattheus Marinus.

Duplicates By Title And Author

No duplicates found!

Duplicates By Title And Chronology

No duplicates found!

Duplicates By Title

(Various categories to compare duplicates, accessed after clicking “View Duplicates”)

To determine whether those records listed are actual duplicates that have already been scanned,
click on the number in the “show dupes” column.

Logged in as Smithsonian Institution Libraries
Dupes for SILDupeslist12_13_2010b.xls [
Duplicates By Qclc And Volume

No duplicates found!

Duplicates By Oclc Only

Show Publisher

Local Number ocLe Title Author Yolume | Chronology | Call Number Publisher Delete
Dupes Place
Mermoire sur les coquilles terrestres et fluviatiles, v.1 qQL40S M67 | Société de Physique et d'histoire
39088000487777.0 | 19215990 | .\ ées de Bahia par M.S. Blanchet, Moricand, Stephano. | o o rgne  [1836:0 1836 naturelle de Geneve, 1836-45] %
Mermoire sur les coquilles terrestres et fluviatiles, > v.2 QQL4DS ME7 | Société de Physique et d'histaire
87236 | 39088000487769.0 | 19215990 | o, 5yges de Bahia par M.S. Blanchet, Moricand, Stephano. | g1 jement | 16360 1836 naturelle de Geneve, 1836-45] i
Memoire sur les coquilles terrestres et fluviatiles, - v.3 QQL4S M67 | Société de Physique et d'histoire
2ol SELLLRUE RRT L | Shnekkl envoyées de Bahia par M.S. Blanchet, Morcand;jstephancs Supplement SRE 1836 naturelle de Geneve, 1836-45] X
. Schepman, 2
87238 | 39088005921192.0 | 6802800 | The Prosobranchia of the Siboga Expedition pt.1-3 1908.0 q QL4304 .S32 | E.J. Brill, 1908-13. X
Mattheus Marinus.

(Link to see possible duplicates to the record in your spreadsheet)

The resulting screen lists all records already in the monographic de-duper database that matched
the criteria of that section (for example, in the OCLC and Volume section, this list is all existing
records in the monographic de-duper database that match the OCLC number and volume for that
record on your spreadsheet). You must look through each of the records on this screen to determine
if they truly are duplicates to the record on your spreadsheet.
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Logoed in a2 Smithsenian Instituton

(a0w]

Dupes for Bietrdage zur Kenntniss der Cyperaceen /

Duplicates By Oclc And Volume

No duplicates found!

Duplicates By Oclc Only

Publisher
Place

occ

Gtion  Picklist | Local Number Author | Volume Chronology Call Number Publisher

al Garde

5o den |42 1
The New York . |[—
eatanical Garden | <22 108

Smithsonian

No duplicates found!

Duplicates By Title And Chronology

No duplicates found!

Duplicates By Title

No duplicates found!

(List of items that may be duplicates (based on OCLC Number Only) to the record in the spreadsheet you uploaded)

To flip back and forth between your spreadsheet records and the possible duplicates, use your
Internet Browser back button to go back, and click on the “show dupes” column number to go back
to the possible duplicates.

- Deduplication Tool - Microsoft Internet Explorer provided by SINET

)~ ‘é http:/{dedup.mbl.edu/picklists{S43/books /88223

File Edit View Favorites Tools Help

W ‘@Deduplication Tool ‘ ‘

Dupes for Bietrage zur Kenntni:

Duplicate

No duplicates found!

Dupli

Local Number ocLC Title

‘ Institution Picklist

(Browser Back Button to go back to your spreadsheet)

Logged in as Smithsonian Institution Libraries

Dupes for SILDupeslist12_13_2010b.xls gl

Duplicates By Qclc And Volume

No duplicates found!

Duplicates By Oclc Only

Show Local Number | 0CLC Title Author volume | Chronology | Call Number Publisher Bublisherifl e o

Dupes Place
Memoire sur les coquilles terrestres et fluviatiles, ; v.1 qQLA0S M67 | Société de Physique et d'histoire

39085000487777.0 | 19215990 | 10+ coc da Bahia par M.S. Blanchet, Moricand, Stephano. | & oo rope | 16360 1836 naturelle de Geneve, 1836-45] i

Memoire sur les coquilles terrestres et fluviatiles, v.2 qQL40S M67 | Société de Physique et d'histaire

87236 39088000487769.0 | 19215990 | o ¢ec de Bahia par M.S. Blanchet, Moricand, Stephano.. | &\ Sojermene  [1836:0 1836 naturelle de Geneve, 1836-45] i
Memoire sur les coquilles terrestres et fluviatiles, v.3 qQL40S M67 | Société de Physique et d'histoire

87237 | 39088000487751.0 | 19215990 M d, Stephano. 1836.0
envayées de Bahia par M.S, Blanchet, anicanc, SRePnan?: | supplement 1836 naturelle de Geneve, 1836-45] i

: - Schepman, ;
87238 | 39088005921192.0 | 6802800 | The Prosobranchia of the Siboga Expedition : pt.1-3 1908.0 qQL430.4 532 | E.J. Brill, 1908-13. X
Mattheus Marinus.

(Show Dupes link to go back to the list of possible duplicates)
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For any items that are true duplicates (meaning the duplicate entry in the monographic de-duper
exactly matches the record in your spreadsheet), remove the record from your spreadsheet by
clicking on the “x” in the “delete” column. Make sure that you delete the record from your
spreadsheet and not from the existing list of records from other institutions.

Logged in as Smithscnian Institution Libraries

Xls
E Log Out
Jclc And Volume
. Publisher
Author Volume | Chronology | Call Number | Publisher B, Delete
te, Charles A._g an e X
arles Abiathar),_d1826- 1877.0 ?SQ;?’O “WS83r . a7
5 1
By Oclc Only
Author Volume Chronology Call Number Publisher Pu:llaiiter Delete
tarles A._q - we X
1877.0 38‘25’70 -W83E 48773
,_d1826-1910 £
Breitschadel &
, Otto. v. 1 1888.0 QK495 .C997B66 | Vogt, 1888-
1890.
Breitschadel &
, Otto. v. 2 1888.0 QK495 .C997B66 | \fogt, 1888-
1890.

(To delete a duplicate record from your spreadsheet)
Once the record is deleted from your spreadsheet, follow the Rejected Items (page 17) instructions.

Repeat this process for all records listed in the “OCLC and Volume” and “OCLC Only” sections. If the
records are not exact matches and are thus not duplicates, simply leave the records on your
spreadsheet and send the item(s) for scanning.

Separate for Delivery and Prioritize as Necessary

The final step in the pre-digitization process is to separate the books according to the location they are
going to, and prioritize them as necessary.

Take all items for FedScan to the FedScan staging area in the Scanning Room. If there are particular
items that should be prioritized above others (see prioritization chart in previous section, page 4), place
them on the “priority” shelf.

All items that are to be scanned at the Scribe should be taken and placed in the Scribe staging area in
the Scanning Room. Priority items should be placed on the “Priority” Scribe shelf.

Pennsy items should be placed on the Pennsy staging shelf, where they will be sent out to Pennsy for
scanning at regular shipment intervals.
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Items with cataloging problems should be taken to Bess Missell (missellb@si.edu) and placed on the BHL

cataloging correction cart. Tell Bess if any are a priority and need to be rushed. Once they are corrected
and returned, as long as you have already processed them through all previous steps, they can simply be
checked out to the new appropriate borrower and taken to the appropriate location for scanning.

Preparing Shipments: FedScan

Every week, SIL sends a new shipment to Fedscan and receives a scanned shipment back. To prepare a
shipment for FedScan, a manifest must be created for all items that will be sent in the shipment. The link
to this manifest must be emailed to the scanning center. It will be used by the scanners to pull the
metadata for each item before scanning.

To generate a manifest, input the date range during which you “selected” (marked the scanning location
as FedScan) the items you are sending for scanning. Make sure that during the date range indicated, you
have only selected for FedScan the items you want to send in the shipment, otherwise the manifest will
include items you are not sending in the shipment. Input this date range in the “Wonderfetch for
FedScan” section of the picklist.

+ Add a record to the picklist database. If you want to delete, though, contact Keri

G ared dedup
& ooy if

o sl s
AND| O Selected onl

nly”. If you want to

Between | Iready Scanned

What to do with the dedup list

 Format:to

remove the
o Save the packing list
 Go to the Dedup t

highiight a and go to Format...Cells. number” and make sure there are no decimal places. Do a search and replace in the OCLC column to

save to the C:\

WonderFetch™ !
Generate an online “packing list" for FedScan (Library of Congress)
Enter aste range you selected the fiems fom the picdist (mmda/yyyy) i il

m the picklist (mmiddlyyyy) if sil items were selectedon the same day, just put that dsy's date in both fields - make sure to email the URL genersted to your scanner-persont

nter dste range you s o
Between | AND| get list

Review/Cl items on the - by date the was created
note: once you modify an item in the old packinglist. the date modified will change to today.

(Date fields to generate Manifest list for FedScan)

The resulting list of items comprises the manifest for the shipment. The URL provided at the top of the
manifest should be sent to the scanning center in the shipment email. Make sure that the number of
items in the manifest match the number of items you want to send.
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Smithsonian Libraries Packinglist for Fedscan
http://www.bhl.si.edu/wonderfetch.cfm?date1=4/20/2011&date2=4/20/2011
ick on title/author information to pre-populate Biblio

York State Museum. Author-New York State Museum Year: 1387
e'no. 27 1899 Barcode:39088013006762 Collection(s): Biodiversity

Title: Bulletin
Call no.: Volu

~

Title: Bulletin - New York State Museum. Author:-New York State Museum Year 1887
Call no.: Volume/issue:no. 28 1899 Barcode:39088013006770 Collection(s): Biodiversity

w

Title: Bulletin - New York State Museum. Author:-New York State Museum Year: 1887
Call no.: Volume/issue-no. 29 1899 Barcode:39088013006788 Collection(s): Biodiversity

»

Title: Bulletin - New York State Museum. Author:New York State Museum Year 1887
Call no.: Volume/issue-no. 30 1899 Barcode:39088013006796 Collection(s): Biodiversity

Title: Bulletin - New York State Museum. Author:New York State Museum Year: 1887
Call no.: Volu sue'no. 31 1900 Barcode:39088013006804 Collection(s): Biodiversity

o

=

Title: Bulletin - I

Call no.: Volu

York State Museum. Author-New York State Museum Year 1887
no. 32 1900 Barcode:39088013006812 Collection(s): Biodiversity

-

Title: Bulletin

Call no.: Volume

w York State Museum. Author:New York State Museum Year: 1887
sue'no. 33 1900 Barcode:39088013006820 Collection(s): Biodiversity

8. Title: Bulletin - New York State Museum. AuthorNew York State Museum Year 1887
Call no.- Volume/issue-no. 34 1900 Barcode:39088013006838 Collection(s): Biodiversity

9. Title: Bulletin - I
Call no.: Vol

York State Museum. Author-New York State Museum Year: 1887
no. 35 1900 Barcode:39088013006846 Colle ): Biodiversity

10. Title: Bulletin - New York State Museum. Author:New York State Museum Year: 1887
Call no.: Volu sueno. 36 1901 Barcode:39088013006853 Collection(s): Biodiversity

11, Title: Bulletin - New York State Museum. Author:New York State Museum Year: 1887

(Manifest resulting from entering a date range of selected items. The URL to send to the scanning center in the manifest email
is circled.)

Send an email to the scanning center indicating how many items will be on the shipment and providing
the URL for the manifest. Detail any rescans that you might be sending in the shipment as well (See
Returning QA Failed Items section, page 42, for more information).

NOTE: Since shipments are often created from backlogs that have been selected over a wide range of
dates, it is often easiest to build the shipment by simply re-updating the items from the backlog that you
want to send that week. So, select the appropriate number of items from the backlog for the shipment
and simply click “update” on each of them in the picklist to create a date range that will pull only the
items you want to send in the shipment. Make sure that each newly-updated item is selected for
FedScan, and that you do not update any other items selected for FedScan on the date you put the
shipment together.

Furthermore, make sure that each item you are sending for scanning in a shipment has the “Packinglist
Date” field filled in on the item screen. This date is the date on which you are sending the shipment. If
the item is being resent for some reason, and thus already has a packinglist date, be sure to put the
original packinglist date in the notes field for the record before inserting the new packinglist date.

If Rejected, please note why item was not sent for scanning:
- Select reason below use ctrl+click to select multiple - &
~~Physical problems~~

brittle pages or spine

fragile

margins too narrow

missing pages

oversewn/tight

too big

too small

other sizefcondition physical problem

~~Metadata or other reasons~~

duplicate

scanned elsewhere

recordfitem mismatch

copyright date post 1923

foldouts =l

ackinglist date: 01/07/2010 Manifest return date: | 1A id:
Manifest note {from 1A}

(Packinglist Date field with the date of the shipment indicated)
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Preparing Shipments: Pennsy

In general, a new shipment of about 4-5 folio-sized, non-rare items are sent to Pennsy every other week.
The staff member responsible for sending these shipments will create a manifest following the same
steps outlined above, with the exception that the Pennsy location will be checked instead of the
FedScan location. This staff member will also send an email to the Pennsy scanner, indicating which
items are being sent in the shipment. However, because Pennsy scanning does not use IA software, it is
not necessary to send a manifest URL in the email. You can simply type out a list of the items.

Furthermore, this staff member will choose one of these items to mark for QA. He/she will send an
email to Joel Richard (richardim@si.edu) including this barcode and indicating that it should be marked

in the Pennsy scanning software Macaw as selected for QA (see more on Pennsy QA in the QAing Items
for Pennsy section, page 43).

The items will be boxed and sent via Inter-Library Mail to:
Attn: Stefaan Hurts

Imaging Center/Pennsy/SILRA

MRC 806

Tel.: 301-238-2239

Post-Scanning Process

Once items are returned from being scanned, there are several post-digitization steps that must be
performed.

Check Manifest

If the shipment is being returned from scanning at either FedScan or Pennsy, there will be a manifest
returned with the items. Upon receipt of the shipment, confirm that all items listed in the manifest are
present, and that there are no additional items included that are not on the manifest.

If there is a discrepancy between the shipment and the manifest, contact either the FedScan scanning
center or Stefaan Hurts (hurtss@si.edu) at Pennsy and outline the problem, correcting the manifest as
necessary, ensuring that all parties are aware of the problem, and confirming that all problematic books
are accounted for.
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QA

Once the manifest has been checked (where applicable), a statistical sampling of books from the
shipment or scanning batch must be quality reviewed. SIL follows NISO’s standards for quality review to
determine how many items should be reviewed. Using the chart below, determine how many items
should be QAed from the FedScan shipment or the batch of scanned items from the Scribe.

QA for items scanned at Pennsy follow a different workflow. These items are QAed on SIL’s scanning
software, Macaw. See section below on QAing Pennsy material, page 43.

Items in 9-15 16-25 26-50 51-90 91-150 151-280 281-500
Scanning
Batch

Numberof | 3 5 8 13 20 32 50
Items to
QA

Numberof |1 1 1 2 3 4 5
Errors to
Fail the
Scanning
Batch

QA is done on the Internet Archive website at http://archive.org. To find the book in the Internet

Archive, use the search box on the main page. You can either search by the title of the item, or if you
know the Internet Archive identifier, you may search by this to directly bring up the book. The identifier
will be included in the slip inserted into the books returned from FedScan or scanned on the Scribe.
Once you have located the item, you must perform a metadata and scan check.

Metadata Check

First, confirm that the metadata on Internet Archive reflects the item in hand. If the metadata is wrong,
notify the scanning center and they should be able to fix the problem. If QA is being done on material
that was scanned more than a month ago, metadata should be corrected by hand in the BHL portal via
the editing tool as well.

Scan Check

Checking the scans is simply a matter of checking each page of the physical book while clicking along
with the Internet Archive flip-book. You may access the flip book by clicking on “Read Online” on the
item’s main page.
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http://archive.org/

ARCHIVE

Web Moving Images Texts Audio Software Patron Info AboutiA¥

American Libraries | Canadian Libraries | Universal Library | Community Texts | Project Gutenberg |

Search: ‘ || Biodiversity Heritage Library v| @ Advanted Saarch

Ebook and Texts Archive > Biodiversity Heritage Library > Antarctic penguins; a study of their social habits

Antarctic penguins; a study of their social habits (1914)

Author: Levick G. Murray (George Murray) b 1376

Subject: Penguins
Publisher: Londen W._Heinemann

Possible copyright status: NOT_IN_COPYRIGHT

Language: English

Call number: b1012024

Digitizing sponsor: Biodiversity Heritage Library

Book contributor: American Museum of Natural History Library

Collection: biodiversity: americanmuseumnaturalhistory: americana
< Read Onling (~280 pa) Scanfactors: 3

U (10.7 1)

EP‘U;DF |~2L8807p’33 ﬁTh?s book _has an edltab_le web}p}age on Open Libr_arv ) ) )

= L4 BHLThis book is available with additional data at Biodiversity Heritage Library
Kindle (~280 pg;}

Daisy (~280 pg)

Full Text (171.8K) Reviews

Divu (5.3 M)

All Files: HTTP. Selected metadata

Help reading texts Scanningcenter: nyc

(Read Online to access the flipbook on Internet Archive for QA)

[@ = + zoom Auto[ ][] P9 Antarctic penguins. f their social habit =< YPagend Je<sf@ sl (b)| [search
Search results

ANTARCTIC
PENGUINS

A STUDY OF THEIR SOCIAL HABITS
2 BY 5
? DR. G. MURRAY LEVICK, R.N.

Z00LOGIST TO TEE BRINSH ANTARCTIC EXPEDITION
)

HE PENGUINS ™ (1

OUNEABLE - Lo

URACe

OUCASIONALLY A

LONDON
WILLIAM HEINEMANN

(The flipbook on Internet Archive)

Perform QA by clicking through the page images on |IA while turning the physical pages of the book at
the same time. Be watchful for: missing pages (pages skipped when the item was scanned), readable
text, text that has been cut off, the scanner’s hand turning the page in the shot, or anything that the

camera might have caught that obscures the text.

DO NOT depend on pagination. Page numbers often lie or hide missing plates within otherwise
numerically correct spans.
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For any pages that seem too light, off-color, etc. download and check those pages in the PDF. Rarely, it
does happen that pages missing or pages that seem too light to read on the flip-book will, in fact, be

readable and present in the PDF.

You can download a copy of the PDF on IA by clicking on PDF.

= ARCHIVE

Web Moving Images

Texts Audio Software

Search: | A

Ebook and Texts Archive > Biodiversity Heritage Library > Antarctic penguins; a study of their social habits

Antarctic penguins; a study of their social habits (1914)

Author: Levick G Murray (George Murray) b 1876

Subject: Penguins

Publisher: Londen W._Heinemann

Possible copyright status: NOT_IN_COPYRIGHT

Language: English

Call number: b1012024

Digitizing sponsor: Biodiversity Heritage Library

Book contributor: American Museum of Natural History Library
Collection: biodiversity: americanmuseumnaturalhistory: americana

Onling (~280 pg) Scanfactors: 3
< PDFE (10.7 1)
E‘Pl‘L‘Y,IBDF |»2l8807 M) @@This book has an editable web page on Open Library ) )
= pa; BHLThis book is available with additional data at Biodiversity Heritage Library
Kindle (~280 pg)
Daisy (~280 pa)
Full Text RRETIM Reviews
Divu (5.3 M)
All Files: HTTP Selected metadata

Help reading texts

Scanningcenter: nyc

(Accessing the PDF on Internet Archive)

Returning QA Failed Items

If any items “fail” QA, they must be returned to IA or the Scribe to be fixed. An item fails QA for the
following reasons:

e Missing pages (except missing blank pages)

e Text that is too light to be read by OCR (Always verify this in the PDF. IF you can highlight the
text in the PDF, the computer can read it and it is dark enough. If you can't highlight the text,
OCR will not be able to “read” the text and the item must be sent back for scanning.)

e Missing, 'chopped off,' or otherwise obscured text, figures, graphs or plates if it is part of the
intellectual content of the book itself (SIL does not send back books where the ads have been
cropped).

e Indication of scanner “presence,” i.e. scanner hand present in scan

e Blurry text that cannot be “read” by OCR (again, check the PDF to confirm)

e Foldouts still folded (i.e. not opened and scanned properly)

e Plates spanning the gutter but not scanned as a foldout

To return an item to Internet Archive, insert a slip of paper explaining the QA problem in the book at the
problematic location. In the picklist, check the “rescan” box for the book and indicate the QA problem in
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the notes field. Take the book to the scanning room and, if it was scanned at FedScan, place it in the
staging area to be returned in the next shipment. Be sure to include a list of items being sent back for
rescan in the shipment email (see Shipment section for more information on building and sending a
shipment to FedScan, page 37). Note that when the item is returned for rescanning at FedScan, it will be
given a new packinglist date in the picklist record when it is resent and a new manifest return date when
it comes back rescanned. Thus, you should capture the original packinglist date and manifest return date
in the notes field for this record.

If the book was scanned on the Scribe, return it to the Scribe scanner, indicating the issue to them in
person if possible.

Batch Fail for FedScan

If more than 2% of a shipment from FedScan fails QA (See “number of errors to fail the batch” row in
chart above, page 40), return the entire FedScan shipment containing these items to FedScan,
requesting that they perform 100% QA on the shipment themselves and correct any discovered errors.

QAing Items from Pennsy

As previously stated, items scanned at Pennsy do not use IA’s scanning software, but instead a software
created by SIL Web Developer, Joel Richard (richardim@si.edu) called Macaw. Once items have been

scanned and approved in Macaw, they are uploaded to IA to be ingested into BHL. Normally, once the
Pennsy scanner has scanned and paginated an item, he marks it as “complete” and it is queued for
upload to IA. However, those items that an SIL staff member previously indicated should be “selected
for QA” via an email to Joel Richard (see Preparing Shipment: Pennsy section, page 39) will only upload
to IA once an appointed SIL staff member has QAed them and marked them as “complete.”

Once those items that were selected for QA at Pennsy are marked as “complete” by the Pennsy scanner,
an email is sent to an appointed SIL staff member informing him or her that the item is ready for QA.
Once this staff member receives the item back from Pennsy, they will log into Macaw, access the item,
QA it, and, if all is well, mark it as complete. They will follow the same guidelines indicated above as QA
standards. Once this staff member marks the item as complete in Macaw, it will be uploaded to IA, after
which it can be ingested into BHL.

(For more information on Macaw and how to navigate through and locate items in it, see the Macaw
user manual/Appendix B).

If the item fails QA, it will be sent back to the Pennsy scanner in the next Pennsy shipment, and the
shipment email will include information on why the item failed QA.

If the book passes QA, this Pennsy item, as well as all other items received back from Pennsy, will then
be processed via the following steps.
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Picklist

Once QA is complete, the next step is to update the items as scanned in the picklist.

Access the picklist at http://prism.si.edu/sil/projects/245331/BHL picklist.cfm. Login if necessary.

For each scanned item, find the record for the item in the picklist. It is easiest to find the item by

searching by barcode.

Scanning Picklist Database

Go'to SIL Procedures (on wikispaces)

Batch update picklist titles for: | select location | |All ~] DIScanned only [ Selected only

Repors & audit lsts
View Foldouts Report for: | select location ¥

Listtites for: select location ¥] [JHAC (‘Smithsonian’) CIBHL ‘biociversity’) C]Scanned only ClSelected only [89)

Gensrats xis ofttles [THAC (‘Smithsorian’) CBHL (biodiversity”) [JScanned only []Selscted only and Modiied batween

List titles in date range CTHAC ("Smithsonian’) CIBHL {"biodiversity”) []Scanned only [ Sslected only and Modified betwsen |_

]

Search for item(s) to edit:

Barcode search: [39088013501796]

< OCLC number search

or author (245/1xx) search: |

all number search:

+ Add a record to the pickist database. Ifyou want to delete, though, contact Keri

(Finding the item in the picklist)

Click on the correct search result to access the item screen.

P R RN

«Main Page

Results display in Call Number order

o Call: Vol/iissuev.36 1880 Fixfielddate: 1845 Size: 22 cm
Title:the Quarterly journal of the Geological Society of London

Click on a Record to Edit/Update
Displaying 1- 1 of 1

Barcode:390858013501796

00000000000 000000000000

(Click on the correct record in the search result list)

P00 000000000000 000000 000t ttttttttttttttittttttttttiititttttttttiiitttstititisitestsssssessssssssscscccse

Unclick the location box and click the scanning complete box.
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Update picklist/packlist item

«Back record last modified:02/02/2(

Updat
Call:QL466 .S294 1766 Volliss: Loc:kell Coll: Other locations:
Author:Schaffer. Jacob Christian
Title: Elementa entomologica
Pub:Regensburg : Gedruckt mit Weissischen Schri- Size:29 cm Monograph?: ¥
Bib: 141084 OCLC:07417840 Barcode:39088013953195 if for LC fetch, enter MARC 001. for NHM fetch enter CatKey. for AMNH fetch enter bibno

For priority books from other collections (will default to SIL values)
Book is from: | SIL ¥ Fetch my MARC record from: | SIL i

Selected for scanning

[~ :@Fedscan " @ TSP I~ @ Pennsy

= collection ¥ BIODIVERSITY collection -- Funding Source (@sfsults te s+Ly | BHL M|
I” Copyright: if item is © post-1923 and we have permission to digitize. check this box!

I” Rejected for scanning
v Scanning complete_L> Rescan needed

Note:

If Rejected. please note why item was not sent for scanning

- Select reason below use ctrl+click to select multiple - |
~~Phuairal nrhlama~~ I

(Marking an item as “Scanning Complete.” Be sure to un-click the FedScan, TSP, or Pennsy box.)

If the item is from an Internet Archive shipment, be sure to put the manifest return date in the

appropriate field. If the record already has a manifest return date because it was resent to FedScan for
some reason, be sure to capture the original manifest return date in the notes field of the record before
entering the new date in the manifest return date field.

If you notice that there is no packinglist date for the record, extrapolate a date from the “record last
modified” date for the record (seen in the upper right hand corner of the screen). In other words, see
what is listed as the “record last modified” date and determine which date is the closest Thursday to
that date. This will most likely represent the shipment for which this record was updated. Place that
extrapolated date in the packinglist date field.

For priority books from other collections (will default to SIL values)

Book is from } SIL L Fetch my MARC record from: |sIL v

Selected for scanning

I” @Fedscan T @ TSP I @ Pennsy

B S collection ¥ BIODIVERSITY collection - Funding Source (sefeuts to axL; | BHL M
™ Copyright: if item is © post-1923 and we have permission to digitize, check this box!

I” Rejected for scanning

v Sca_nnilj_g_completg”l_ Rescan needed

Note:

- Select reason below use ctrl+click to select multiple - A
~~Physical problems~~

brittle pages or spine

fragile

margins too narrow

missing pages

oversewn/tight

too big

too small

| other size/condition physical problem

i ~~Metadata or other reasons~~

duplicate

scanned elsewhere

record/item mismatch

copyright date post 1923

foldouts M

Packinglist date: 3/10/2011 Wanifest return date: 4212011 Tid:

Manifest note (from IA):

(Enter the Manifest Return Date (the date the shipment with the book was returned) in the appropriate field.)
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If the item was scanned at FedScan or on the Scribe, input the Internet Archive identifier in the
appropriate text box.

For priority books from other collections {will default to SIL values)

T =
Bookisfrom |SIL  ¥|Fetchmy MARC record from: |SIL |

Selected for scanning

" @Fedscan T @ TSP I” @ Pennsy

L collection ¥ BIODIVERSITY collection -- Funding Source (gsfsults to 5+L) | BHL |
™ Copyright: ifitem is © post-1923 and we have permission to digitize. check this box!

I Rejected for scanning

W Scanning complete | Rescan needed

Note: | |

If Rejected. please note why item was not sent for scannin
- Select reason below use ctrl+click to select multiple - &
~~Physical problems~~

brittle pages or spine

fragile

margins too narrow

missing pages

oversewn/tight

too big

too small

other size/condition physical problem

~~Metadata or other reasons~~

duplicate

scanned elsewhere

record/item mismatch

copyright date post 1923

foldouts ¥

Packinglist date: 3/10/2011 Manifest return date: 4/21/2011 1A id:elementaent1766scaf

Manifest note (from IA):

(IA Identifier inserted into IA id field in picklist)

Finally, click update.

Update picklist/packlist item

record last modified

aph?: [
13501796 if for LC fetch, enter MARC 001. for NHM fetch enter CatKey. for AMNH fetch enter bibno

(Update)
Repeat this process for all items.

Sticker

To visually indicate to SIL library staff and SIL library users that a book has been scanned for BHL, SIL
staff place a small “BHL” sticker beneath the barcode of all scanned items. If the book has an acid-free
tag inserted in it, the sticker should be placed on the back of this tag. If the book is in a preservation box,
the sticker should be placed in the upper right-hand corner of the back of the box. If the book is in a
preservation envelope, the stick should be placed on the envelope, either below the barcode (if the
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barcode is on the envelope) or in the upper right hand corner of the front of the envelope if the barcode
is on the actual book.

Check-in

Once all books have been marked as scanned and stickered, they can be checked in via SIL’s ILS, Horizon.
An important aspect to remember here is that each book is assigned a branch location in Horizon. This
branch location is, of course, the branch to which the book belongs and should be returned to. The
branch location is printed on the call number tag on the book. Each book must be checked in to the
correct branch location in Horizon.

To begin, separate the books you are processing according to their various branch locations.

Next, sign into Horizon.

e

- Horizon 75

Information Management System

(Sign-in to Horizon)

Once in Horizon, change the indicated location to the location of the first batch of books that you want
to check in. To do this, go to File>Change Location. In the pop-up box that appears, choose the correct
branch location and hit “OK.”
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Entomology Library (NMNH)
Edit Yiew Tools Help

Search PAC... F2 E]E Lﬂ‘—k ﬁ |'f§ ’ ? ]

Review label file(s) ‘|
Delete label file{s) b

rd...

Change Pas
Change User...
Change Default Owner. ..

Exit Alt+F4

H-a Circulation

Open CKI Wi

Circulation R...

3| Adhoc StatR...
e Calendar_Exc...
@D Circulation C...

E]' a Acquisitions

: (] Budget
@D Purchase Order
&[] Purchase Re...
El E:I Reports

=] a Cataloging

- D Authority Rec...
@D Bibliographic...
@[T Ham Racard

(Access Change Location function)

H Entomology Library (NMNH)
o I

dle Edit Yiew

ERaua = |2

x|
Menu Shortcut
=44 Searching
& rspac F3, F2

8y Generic PAC
@[] New Additions
@[] Request
@ (1] PAC Control ...
=3 circulation
[ open cKiwi...

Open CKO W...
CSAFill
Circulation R...

3l Adhoc StatR..
Calendar_Exc...

@ (] Circulation C...
=43 Acquisitions
@ (] Budget
@ (1] Purchase Order
&[] Purchase Re... Change Location
(] Reports
{3 Cataloging Select the location value to operate with:
@[] Authority Rec...
2] Q Bibliographic... e ,—_!
& Hem Record Location: Ertomology Library (NMNH) ~
(] Export Entomology Library (NMNH) ~
Import F3, m L8 ey (NN
@ (3 Cataloging C. Fred L. Whipple Observatory
B e Freer Sackler Gallery of Art Librar
% George Gustav Heye Center (NY(
[ serials .
o Hirshhorn Museum Sculpture Garc
=3 Administration ertcibirs Lbran
ﬁ Day End Actl.. Interliorary Loan Office
Day End Proc... Invertebrate Zoology Library (NMb ¥ |

@ (] Group Editor ...
@ (1] Index Contral...
=-£3 System Setup

Location...

Borrower...
Collectio...

(Choose the correct branch location from the Change Location box)

Once the location is correct, open the Check-In window.
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I Entomology Library (NMNH)

File Edit View Tools Help
M| 2R

Ky (O

EEEE IR IR
x|
Menu Shortcut

a Searching

8y Rrspac Fg, F2

& Generic PAC

@[] New additions
@ C] Request
(] PAC Control ...

]

CSA Fill

i Circulation R...
o Zil Adhoc StatR..

ok Calendar_Exc...
@[] Circulation C...

(=3 Acquisitions

#-[] Budget

#[[] Purchase Order

@ C] Purchase Re...

# [:] Reports

=3 Cataloging

#-(1] Authority Rec...
#([] Bibliographic...

# (] Iem Record

@ D Export

i g Import F9, m

(Link to open Check-In box)

Wand in the barcodes for all items from the location you have set Horizon to.

I Entomology Library (NMNH) - Checkin / Request Processing

File Edit View CKI Borrower Item Blocks Tools Window Help

=R AR Y R [all -5 A= N E NI AL
————————7|x|

Menu Shortcut
=3 Searching

51 Checkin / Request Processing EH’E"@

CKI Date 04/20/2011

RSPAC F9, F2 Time 04:36PM
8y Generic PAC Checkin Mode
(1] New Additions ¢ Standard (" Bookdrop ( In House Use (" Exempt Fines ( Renewal
® (] Request

@ -(Z] PAC Control ...

=3 Circulation Barcode [39088013501796 @

Open CKIWi... 3 = _ )
E Open CKO W, Status/CKO Location/Copy/Destination Call No. Checkin Note/Collection

csA Fill
Circulation R...

Sl Adhoc StatR...
Calendar_Exc...

(L] circulation C...

Acquisitions

(] Budget

(L] Purchase Order

(] Purchase Re...

(1 Reports <

Cataloging

Gl Authory Rec... [ ok | stowsiocks | changs ckipate | | Edtfiem | cClear

(L] Bibliographic...

&[] Mtem Record

peleesals

K Import Fo.m
[ (] Cataloging C...
@[] Inventory
(1] serials
&

= B dminictiatinn

(Checking-In books)

Once you have checked in all items from this location, repeat the above process to change the location
to the next branch for which you have books and proceed with checking them in. Repeat as many times
as necessary until all books are checked in.
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It is worth noting that some branch locations printed on the call number tag may not be immediately
clear as to which branch to check them into in Horizon. If a location on a call number tag has “REF” next
to it (for example, NHRef instead of simply NH), you will check that item into the overall branch name
listed (in this example NH or Natural History) and not a branch called NHRef, as this branch will not exist
in Horizon.

Furthermore, all items listed as “Mollusks” on the call number tag have been modified to a branch
location of “Invertebrate Zoology” in Horizon. Thus, if the call number tag says “Mollusks,” check it into
“Invertebrate Zoology” in Horizon.

Re-Shelve

Finally, the books are ready to be re-shelved. Be sure that you return each book to the correct branch.

Rare Scanning

SIL also scans items from the Cullman Rare Book Library for BHL. Books are selected for scanning from
Cullman by either systematic biodiversity discipline or by Gemini. For more information on these
selection processes, see the Selection section above (page 3).

Cullman books are scanned at either the Scribe or at Pennsy.
Items that are scanned based on biodiversity discipline are identified by Cullman library staff.

A list of items identified for scanning via Gemini is provided to Cullman Library Staff by an appointed SIL
BHL staff member. At the beginning of every month, this SIL BHL staff member will generate a reportin
Gemini listing all rare scanning requests assigned to SIL during the previous month. He or she will give
this list to Cullman Staff so that the items can be fed through the rare scanning process.

Cullman Library staff members are responsible for reviewing the metadata for rare items for
correctness. They also coordinate with Book Conservation staff to determine scanning viability based on
condition. SIL BHL staff members are not responsible for these steps.

Scribe Rare Scanning

For non-oversized items, SIL BHL staff will retrieve 2-4 rare items each morning from Cullman staff.
Following the steps outlined above, they will mark these items as “selected” for scanning at the Scribe in
the picklist, ensuring that the volume information is correct. If the items were identified via Gemini, they
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will also find the issue in Gemini (typically by searching for the title) and leave a note indicating what is
being scanned. If this scanning resolves the issue, they will mark the issue as closed and complete.

The items are then given to the Scribe scanner to be scanned. If at any point during the day the books
are left unattended in the scanning room, the scanning room door must be locked.

At the end of the day (i.e. before 5pm), an SIL BHL staff member, following the steps outlined above, will
mark all items that have been completely scanned as “scanned” in the picklist, place a BHL sticker on the
back of the acid-free tag, and return the books to Cullman.

Due to the nature of Cullman scanning, staff do not perform QA on rare items. Staff rely on user
feedback submitted via the BHL portal to alert them to any QA problems that need to be corrected for
rare items scanned by SIL.

Pennsy Rare Scanning

Cullman items that are oversized (i.e. folio-sized) are scanned at Pennsy. These items are typically
identified via Gemini, and a list of these items is given to Cullman staff at the beginning of each month
(as described above).

Generally every two weeks, Cullman Staff will put together a shipment of 4-5 Cullman folios to send to
Pennsy. They will mark them as selected for Pennsy in the picklist (following the steps outlined above)
and send a list of the items both to the Pennsy scanner and an appointed SIL BHL staff member. The SIL
BHL staff member will find any Gemini issues associated with these items and update them accordingly.

The Cullman Staff member will box these items up for shipment and coordinate with SIL transportation
and the Pennsy scanner for delivery. Upon receipt, the Pennsy scanner will verify that the items in the
shipment match the manifest provided by the Cullman staff member. Once the items are scanned, the
Pennsy Scanner will mark them as “scanned” in the picklist and place a sticker on the back of the acid-
free tag. He or she will then coordinate with Cullman and SIL Transportation staff to return the items.
Typically, when a new shipment is received, the previous shipment is returned.

Current Work Appointments

As of April, 2011, pre and post-scanning processing task responsibilities are divided as follows:
Gilbert Borrego:

e Responsible for all post-scanning processing of FedScan and Scribe books, including QA, marking
as scanned, stickering, checking-in, and re-shelving.
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e Responsible for pulling and pre-scanning processing of titles for FedScan and Scribe as assigned
through Gemini or other BHL staff members, prioritizing as necessary

Grace Costantino:

e Responsible for pulling and pre-scanning processing of titles for FedScan and Scribe via issues
gleaned from Gemini or other BHL staff members, prioritizing as necessary

e Responsible for all pre-scanning processing of permissions titles, prioritizing as necessary

e Responsible for sending bi-weekly shipments of over-sized , non-rare items for scanning at
Pennsy, including all pre-scanning processing required

e Responsible for all pre and post-scanning processing of all non-SIL items scanned at SIL for BHL

e Responsible for all post-scanning processing of non-rare books scanned at Pennsy, including QA,
marking as scanned, stickering, checking-in, and re-shelving

e Responsible for supplying lists of user-requested titles for scanning for Cullman Rare Books,
coordinating with Cullman staff as to prioritization of titles and scanning location

e Responsible for delegation of Gemini issues to other SIL staff as necessary

Erin Thomas:

e Responsible for all non-BHL pre and post-scanning processing

e Responsible for assembling and managing weekly shipments of books to FedScan, coordinating
with FedScan staff to send and receive shipments and prioritize as necessary

e Responsible for overseeing daily scanning of Cullman Rare, non-oversized scanning
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Accessing Gemini

You can access Gemini here: http://biodiversitylibrary.countersoft.net/Default.aspx

You will get this login screen:

Gemini Logon
Username »
Password

[Jremember Me?

Forgot your password?

Login with your username and password. (If you can’t remember your user name and password, contact
Bianca (at crowleyb@si.edu) or Grace (at costantinog@si.edu). If you cannot remember your password
but can remember your user name, enter your username and click on the “Forgot your Password”

option that you see above).

Once you login you will see this screen:
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http://biodiversitylibrary.countersoft.net/Default.aspx
mailto:crowleyb@si.edu

Home Createlszue - Admindation -

Dashboard
o N IS5ues
® Disgues due this week
o 0 issyas ovordus
® Time Le®t 54 5h 30m

> Unlabeled (1 Project)
BHL Feedback (BHLFEED)

Rashboad - Erfle

Home | lssuee | Boad Map | Change Log | Bepons | Broied
Last logged in: Theu sday, Novermber 04, 2010, Adrinislraron 31:0ct 290ct 17.06 100t | 0\
x1razem
Craated g B N % 4

Welcome
Overdew of BHL Feedback

* 1 Projects
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* 14 Components
* 32Users

* 2116155088

S0 fov repovting & mononing BHL Feacback

Versions: 0 | Componerts 14 | Open Issues 760

©2010 Countergas

¥37.1 Bulld 2732

2 3 o
L24 E w0

Accessing All Issues Assigned to You

From Project Homepage

If you are on this screen:

Rashhoud - Exofle

Home Createlssue - Adminiiation

Dashboard
[ n | 29
® Dissues due this week > Unlabeled (1 Project)
SAaB BHL Foedback (BHLFEED)
S ——— Home | lssuss | BoagMap | ChanoeLog | Regons | Brgied
:"-'1: 2““"" n: Thewsitay, Novemiber 04, 2010, Adroinistraton 31.04 2406t 17.06t 100t | S
Crusted T n % u -
Welcome Clased o % oS o
Overview of BHL Feedbatk S0 fov reporting & mondoring BHL Feecback Commonted. 179. 74 67 .38 o
* 1Projects Versions: 0 | Companerds 14 | Open Issues: 760
* 0Varsions -
* 14 Components Top
* 32Users
* 211615508
©2010 CounterSad ¥371 Build 2732

Click on the “Home” button that you see in the “BHL Feedback” box.
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> Unlabeled (1 Project)

BHL Feedback (BULFEED)

gsuss | Boad Map | Change Log | Bepods | Projeq

on 31.0¢t 230a 17.0ct 1006t 0%

Lt Visnt
Croted 2 n = u K
Clased RS A A )
Sie for reporting & mondoving BHL Feedback Commanted 173 T4 87 38 0

Versions: 0 | Componerts: 14 | Open Issues 760

You will then be taken to the following screen:

B
Project Lead:
Sie for reporung & montonng EHL Feadback
Peasect Sumaary  Open Issues By e
3 Components Verslons Resources
& Coedtare i ¥ “Lnichegated 5] S utassgeed® !
~ W 3 Abaon e > '
* oo ' 3 » E
» 3o = B
= e 8 < -
. s 1 8 ;@
Yiani Y »e & cu - o
Re & 8 o @
’ e 8 ou % f
» > JuUtid ) m
» e 8 oo @
»le ™ D
o e B
» 3
3
Priority Severity Status Resolution
v Lo 2 @ s siaed
- ¢ M t  Oasume & 2 u
T a1 M 3 Qubuaen 24 Cuaa &

Here you see a column called “Resources.” This lists all the people who are assigned to issues in Gemini.
If you click on your name in the list, you will get a list of all issues assigned to you.

#
Project Lead:
a6 for reporing & montonng EHL Feadback
Praject Summary  Open Issues By e
ey Components Verslons Resources Type
x L & Gl i & " Unicheaded 8w o New§
Ver F s 3 4 “» 1
= * e ! &ne E
» i 3 30 =t 4
#* ey 2 & ! Dum
i BaauE 44 B < 11
: “ o & o
» 8 o
e n * i Y
® fis av
» L 36 !
e 8 Ls 3
e $E 4
» 3
J 1
Priority Severity Resolution
ap ¢ M 4. £t x
Ty ™ Capaias 14 &

(List of people assigned to issues in Gemini)
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(After clicking on a name, you will get this screen, which lists all of the issues assigned to the name you
clicked on.)

From Issues Page

If, when you access Gemini you are automatically taken to the page listing all issues in Gemini (this
occurs if you tell Gemini to “remember” you when you enter your username and password and you do
not log-out when you close Gemini in subsequent sessions):

Home Create [ssue » Administration - Dashboardw Profile
Projects- BHLFEED: BHL Feedback- Create lssue - |ssues - ProjectAdministration~ Email Alerts [
<< Issue Filter mPlanner Gantt My Work Reports

[ Exelude Closed Issues

<Al lssuesy v

Excel | Print | Print {Full)

Issues 1-20 out of 759 (Page

fevised
Project lssue Type Priority Component Summary Assigned To e Resoluion "= Crested Actions
rojects e il
BHL Feedback . -
c BHLFEED-4660 E5 Reference g’:ﬂ:ﬁfﬁa;ﬁ‘ggaifj'fnﬁaug) Bianca Crowley  Asigned  Unresolved 11452010 1152010 [ 30525
omponent
Version BHLFEED-4850 [:1% Ew:ﬂ:ig%‘:&ﬁ]gﬁa'm(Eug)r Don Wheeler Assigned  Unresalved 11552010 1152010 [ Sga%
Affected Versions
slEsef sl Scan Requestfram >
BHLFEED-4655 Collect u d Unresalved 11652010 1152010 oga
Resource oureepaess 1] oleen® g eporofila@yahoo.com.ar nassigned |finresotue GOz
e Bianca Crowley,
BHLFEED.d55  I= Permissions ConWhesler,  In Progress Unresolved 11/5/2010 11322010 c
b E o sy et
Briorif Michelle Abein
severi Rovartani lapak : havi folydirat é:?hd‘;‘:j;mi‘a”
Status BHLFEED-a8z2  ¥= 4 Collections killdnas tekintettel a hasznos és Gisnmoni Katie  Assigned  Unresolved 114572010 10/27/2010 (wslcl %
Kérékony rovarokra Mullen
Resolution SeanR i
can Requestfrom Jos deveer, Diana =
Risk erireenassn 0] Collestions o ga@mncn csic.es i Yot Matlen AiNEd  Unresalued 11872010 1071772010 [305E5%
Dates .
erireenaszs 0] Gollestians CUoN REGUESTITOM Bianes CIOWSY.  signed  Unresolved 118672010 1072010 [3()BS%
Keywor: pat@lafollette.com Jos deifeer
Jos deveer, Diana
Issue ID: puireepasae [I] 4 colestans Doon REOUESIIOM Shiby Chiline  cigned  Unresoived 11572010 srazot0 (0535

(Issues Homepage in Gemini, listing all issues in Gemini)
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Click on the “Resource” link on the left-hand side of the page:

Home Create lssue ~ Administration - Dashboard -~ Profile
Projects- BHLFEED: BHL Feedback- Creats |ssue - |ssues « Project Administration ~ Email Alerts B4
<< Issue Filter mPlanner Gantt My Work Reports

[ Excluge Closed Issues

<Al lssues> s B
Escel | Print | Print (Full

Issues 1-20 out of 759 (Page of 38)
Status Revised

N lssue Type Friority Component Summar: #ssigned To 2 Fesolution -
Projects e Ml

BHL Feedback,

Created Ations

BHLFEED-4860 Refarence | Il CEC-4BB01 Crested Buad- oo amigned  Unvesehed 1152010 112010 FOax
Component cumaximiliani@yahoo.com
Version BHLFEED.4850 0a [BHLFEED-4859] Crested Buod- o iy Assigned  Unresolved 11052010 1152010 C
. mwill D8 @uthse. ety E [BOix
Sean Reguestfrom 5
BHLFEED.4855 Collactians Unassigned Unrasalved 115572010 11152010 ogs
m esporofila@yahoo.com.ar o relch 2
Bianca Cromley,
= BHLFEED-48565 O |ParmissionsjposmalCiEEnCBoIooe DoniWhesler,  InFrogress Unresohved 1162010 11722010 [ (5895
Priority (S teall 29 @y Michelle Abeln
Severi Rovartani lapok : havi folydirat Jﬁ:‘f:i‘ﬁ;ﬁ"”
status BHLFEERAzz B= 4 Collectians kg\unuswkmteﬂe\ @ hasznos és Giannoni, Katie | ASSianed  Unresolved 115/2010 1072772010 (T}
R ! kartekony ravarokra Mullen
esolution
Sean Reguestfrom Joe deVeer, Diana 5
BHLFEED.4550 Collactians Assigned  Unresahved 1152010 101772010 [_3(Z)ga
Risk o zarazaga@mncn csic.es Shih, Katie Mullen “=10 [BOzx
Dates .
BHiFEEDas3s  [0] Collastians ©T3N REGUESTIOM Biance CIonlsy.  signed  Unresoived 11572010 1072010 [ 335
Keywords: pat@lafollette. com Joe deleer
Jos deleer, Diana
Issue ID: prircevassz [0 1 collections Seon REQUESLIOM Shih, e pesianed  Unsotved 1152010 Bzanot0 (05057

(Resource link on left-hand side)

And in the pop-up box that appears, click on the name that you wish to see all assigned issues for:

Home Create ssue - Administration « Dashboard« Profile
Projects- BHLFEED: BHL Feedback~ Create Issue ~ lssues ~ Project ~ Ermail Alerts (1
<< Issue Filter wPlanner Gantt My Work Reports

Exclude Closed Issues

<l lssues> -

Issues 1-20 out of 759 (Page Excel | Print | Print (Full
“igw >> - .
- - RO P pmwerte I poon B0 gene s
Projec — ~
B Tetock

[BHLFEED-4860] Created (Bug) -

Component BHLFEED-4860 Reference curnasimiliani@yahos.com Bianca Cronley  Assigned  Unresobved 1152010 1152010 [ (5850
Version EHireEpastn an ﬁahﬁ%ﬁ%mﬁﬁs“”(B“D)' Donhasiar  Amigned  Unresolved 1182010 1182010 (30535
Affected Ve

Resource enreeoass [1] Collestions §§§2,’§;‘;g§ﬁ§g‘wm Unassigned Umresaived 1192010 112010 (1300555
Tvp: B Joumal of Ethnobiology vol 1 Blanca Crawley,

hissions Don'Whesler,  In Progress Unresolved 1162010 1122010 [()5S
Prig | pans Felnaer | (1981) to vol. 24 (2004) e ek
ey | Hin o dbadk Rovartani lapok ; havi folyGirat Joe deVesr. Diana

ctions Kilinds fekinlettel a hasznos 85 aaenl juge  ASIINSd  Unesolved 1162010 10272000 (30835

Kartékany rovarokra Mullen
Scan Request from Jos devear, Diana
oo deveer ctions Zarazaga@mnen.csie.es Shih Kot Mallen ASSiGned  Unresolved 1182010 10s172010 [0 5353
Date |Judy Wamement ianca Crowle,
Kt o ctions ggfé"zm‘;:z'xﬂrr Blanca CIONSY. psigned  Unesolved 11152010 10720t [gS5
Keyw: | Kari Thomy oc deveer
pean

Joe devaer, Diana
Scan Request from Shi, Chistine

Kavin Nolan
Matin Kalfatavic

sctions Assigned  Unresolved 11452010 8242010 [1(H)2Ss2

(Name for which to see all assigned issues)

If you want to see only “open” issues assigned to this person (issues that have not yet been resolved),
leave the “Exclude Closed Issues” button clicked.
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# Gemini Commercial License

Home Create |ssue~ Administration -

Projects- BHLFEED: BHL Feedback-

<< e Filte IELES Planner Gantt My Work Re

[l Exclude Closed Issues

e

Issues 1-20 out of 759 (Page D or38) [ Gi

(e

. lezue Type Friority Component Summar

Projects

BHL Feedback

BurEEDassn = Reterense [BHLFEE

Component cumasir

Version BHLFEEDasse  §= oA [BHLFEE

I il 0

(Exclude Closed Issues Option Box)

If you want to see all issues assigned to this person, including “closed” issues, or those that have already
been resolved, unclick the “Exclude Closed Issues” button.

Once you have made your selection and clicked or un-clicked the “Exclude Closed Issues” button, click
“View”:

# Gemini Commercial Licen

Home Create |ssue~ Administration «

Projects- BHLFEED: BHL Feedback-

<<Issue Fiter m Planner Gantt MyWork Re
[F Exciuge Closed Issues
Issues 1-20 out of 750 (Page 1o 38) [ Gr
. fssus Tipe Pricrity Comporert Summar
Project
BHL Feedba.
e BHLFEEDanon I Reterence [TILFEE
Component cumaxim

Version BHLFEED-4858 1= oA [BHLFEE

(View Button)

Sorting Issues in Gemini

Once you are viewing issues, there are several categories by which you can sort these issues. You can
sort by issue Number, Type (designated when the user submits the issue), Priority, Component (a more
specific designation of an issue type, asserted by BHL staff), Summary (the “title” of the issue), Assigned
To, Status, Resolution, Revised Date and Created Date.
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To sort, simply click on the heading by which you want to sort:

I Search

Home Create lssue ~ Administration - Dashhoard ~ Profile

ProiectSv EHLFEED: BHL Feedback-~ Create Issue » |ssues~ ProjectAdministration » Email Aleris 54
<< Issue Filter @Planner Gantt My Work Reports
¥l Exclude Closed Issues
<Al lssuesy v =
Issues 1-20 out of 305 (Page 1 46— Excel | Print | Print (Full
- =]
»
P . s . .
- Iszue Type Priority Cormponert summary *. Assigned To Resclution Revised  Cresied ions
Projects S — _ He=on
BHL Feedbadk. BHLFEED-4541 5= 4 Collections Zoologische Jahrbacher ot Assigned Unresolved 14/1/2010 112010 [ 3()g352
Component ) ) Grace Costanting, )
Version BHLFEED-3504 m Collections Zarazaga@mncn_csl[:_es Joe deveer Aszigned Unresolved 6/302010  &531/2010 lj-@s:g

(Simply click on any one of these headers to sort all issues listed by that category. For instance, if you
want to sort by Resolution, simply click on the “Resolution” header)

I Exclude Closed IssUes

<Al lszuesy b i i
s ] Issties 1-20 out of 305 (Page [ |of 16) Excel | Print | Print (Full
Projects lssus Typa Friority Componart | summary ¥ Assigned To s Fevised  Crested Actions
Erin Thomas, Grace

FHL Feedhad BHLFEED-4541 = 4 Collections Zoologische Jahrhicher Costanting sfssigned Unresolved 1172010 117402010 [ 50 885¢

(Click on “Resolution” to sort by the resolution of all of the listed issues)

Once you have made a selection to sort by, you can re-select any other header option to sort by that

option instead.

Remember as well to click or unclick the “Exclude Closed Issues” button, depending on whether you

want to see closed issues or not.

Priority Sorting

You can also sort the issues listed by their priority. By clicking on the “Priority” header once, you will see
the issues listed in the order of lowest to highest priority. Clicking on the “Priority” header option again
will list the issues in the order of highest to lowest priority.

Issues 1-20 out of 305 (Page of 16)

Projects

Issus T m Componert Summary

(Priority header to sort by Priority status)
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Filtering in Gemini

You can filter issues in Gemini to see only those issues matching certain requirements. The most
important requirements to filter by in Gemini are issue Component (staff-designated type of issue),
Resource (who is assigned to the issue), Priority, Status, Resolution, and Date.

To filter by any of the above requirements, simply click on the text for your choice listed on the left-hand
side of the Issues Page in Gemini:

Projects- BHLFEED: BHL Feedback -

<< Issue Filter @ Planner Gantt My\V

Exclude Closed Issues

<Al lssues> iw
’ Issues 1-20 out of 305 (Page

I=sue Type Friority Compons

Projects
BHL Feedbadh.

Component
Version

Collectior

puLrEED-100s  [M] Pattol Edi

Resource
Grace Costanting.

Type

BHLFEED-1242 Fortal Edi

Friority BHLFEED-1554 Collectior
Severity

Status )
Resolution BHLFEE-1804  [M] Rt

Risk
ates

ords: Collectior

BHLFEED- 1753 0] Pt i

Issue Ix

BHLFEED-204z = EOI!e‘C{lD.r.

(Left-Hand panel listing options by which you can filter)

Clicking on any one of these options will bring up a pop-up box with the various options under that
category by which you can filter. You can click on multiple options in each pop-up box by holding down
the “Crtl” button when clicking on your choices. Then click the “View” button.
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Priority BHLFEED-1554 22 Collections  jitish@rmweh.com.n:
Severity

Status )

Resc I;::téod?ts sabina.swahn@lsn.:
Risk

rotinng,
s, g
Gl | Edit prpE@noc.soton.ac.ul

Development Complete

R
Clozed
Issue

L 1 = L Gollectons

BHLFEED-2042 3= o+ lipscombhig@si.edu
Reported By: Portal Edit @

(Pop-Up box activated by clicking on the “Status” link. Multiple options selected by holding down the
“Ctrl” button while clicking on choices)

When you select multiple options, Gemini reads this as an “or” command, not an “and” command,
meaning that Gemini will return all results that have any of the selected options, not only all of the
selected options.

So, if you were filtering by who was assigned to an issue, and you wanted to see all of the issues
assigned to three different people, you would click on the “Resource” link and in the pop-up box click on
all three names you want to see. However, Gemini would return all issues with any of those names in
them, not only those issues with only those three people assigned to them. So, you would also receive a
list of issues assigned to only one of those people, two of those people, and those assigned to all three
of them.

Remember as well to click or unclick the “Exclude Closed Issues” button, depending on whether you
want to see closed issues or not.

To undo any filtering choices, simply click on that header on the left-hand side and in the pop-up box
click on the “any” option. Then click the “View” button.

Sevarity
Status

setions,

1l Edit sab

Date |Assigned
In Frogress

Keywi | Development Complats ot
Released to 04 R
Closed Il Edit

Issue

] - Collectons,

R BHLFEED-2042  §= Fortal Eait IS

(“Any” option to un-do a filter choice)
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Saving Filters

If you have a certain filter that you want to access regularly (such as you regularly want to access all
issues assigned to you that are still listed as “Assigned” or “In Progress”), you can save your filter for
future use.

To begin, enter the various filter criteria that you want to see (in this case, Resource = your name, Status
= Assigned [and] In Progress). Then, scroll down to the bottom of the screen and on the left-hand side
you will see a Text Box with “Save” next to it. Choose a name for your filter and hit save.

CUTEUITETIT e

Version BHLFEED-a3z6  [T] Collections  Scan Requ
Affected Versions pHLFEED-az1a  [T] Collestions  Scan Requ
Resource pHLFEED-aza1  [T] Collestions  Scan Requ
s
Ay, BHLFEED-azz4  [¥] Collestions  Scan Requ
Type BHLFEED-az1z  [¥] Collestions  Scan Requ
Priority BHLFEED-az15  [¥] Collestions  Scan Requ
Severit BHLFEED-a31z  [0] Collections Lo 20U
Trivial. erecuero@
status BHLFEED-az17  [¥] Collections  Scan Requ
Unassigned BHLFEED-a31s  [¥] Collestions  Scan Requ
EESDIutmn BHLFEED-asaz  [T] Collections  Scan Requ
ny. -
) BHLFEED-4387 Collections  Stan Requ
Risk o Gean R a
tan Requ
BHLFEED-4371 Collect
Dates L TR pracuenn@
Keywords:
til BHLFEED-asse  [T] Collestions  D0aN REAU
esporofilag
Issue ID: pHLFEED-a3ze  [T] Collections  Scan Requ
Scan Requ
BHLFEED-4367 Collections
Reported By: m adrianoki@
pHLFEED-a350  [0] Collections  Scan Raqu
BHLFEED-a345  [0] Collections  Scan Requ
BHLFEED-a36z  [0] Collections  Scan Requ
BHLFEED-az8z  [T] Collections  Scan Requ

Batch Update | Bulk Move

(Box by which to name and save your filter)

You can then access this filter with one click by going to the “Issues” drop down box at the top of the
screen and finding the name you designated for this filter and clicking on it.
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ernini Commercial Lice gistered to Countersoft Hos

18 Create lssue - Administration - Dashhoard » Profil

jects- BHLFEED: BHL Feedback~ Create Issue » |#€les » Project AdminisIstion » Ernail Alerts (=

. Alllssues
<<Issue Filter mmanner Gantt My Work Reports

Mew [ssues
Exclude Closed Issues

<Al lszues> b
Issues 1-20 out of 75 (Page of 4)
Ty >3
Componernt

Updated Issues

Birder Unassigned

) ) S
Reruests Pring | Print (Fully

- s Tupe Priority = Summers Eoeie unassighed reguests Actions
jects - =
Feedback, ift fil

BHLFEED-g550 8= web - otner | MEMALONGIE Monatsschift il anatomie Unassifned_ Uniesolved 11642070 110172010 (30 3@5
ymponent . und physiologie
wrsion EHLFEED-4226 m Collections  Scan Reguest from pat@lafollette.com Unassigned Unresolved Q/1/2010  2/22/2010 E@a‘:g
fectad Versions EHLFEED-4210 m Collections  Sean Reguest from pat@lafollette.com Unzssigned Unresslved 812010 s21/2010 [ 30885
isource BHLFEEL-4241 m Cellections  Scan Reguest from pat@lafollette_com Unassigned Unresolved 9M/2010 24262040 E@a‘:g
i EHLFEED-4224 m Collections  Stan Reguest from fwelter@owdo.de Unassigned Unresolved 8/1/2010 22402010 EJE‘:%
pe EHLFEED-4312 m Collections  Sean Reguest from pat@lafollette.com Unassigned Unreselved 8//2010  S/2472010 EJ%‘:%
iority BHLFEE[-4315 m Collections  Sean Reguest from pat@lafollette.com Unsssigned Unresslved 812010 ez1/2010 (30985

i Scan Request from

tverity BHLFEED-az1z  [T] Callections 4 Unassigned Unresolved 9/1/2010 siz0/2010 (30055

erecUero@mneh.csic.es

rial

(Issues drop down box in which your filter will be saved for all subsequent uses)

Searching in Gemini

You can also search Gemini by a Keyword, Issue ID Number, or Who Reported (or submitted) an issue.
To do this, go to the main page listing all issues in Gemini. In the lower left-hand side of the page, you
will see three text boxes that allow you to enter criteria. Simply enter your criteria and hit “View” to

search.

PN .
Severity BHLFEED-2363 (&
mi BHLFEED-3052 9,
Resolution BHLFEED-2385 (&
BHLFEED-3535 G
BHLFEED-d44 'SQ
BHLFEED-1725 (&
BHLFEED-d320 B3

EBHLFEED-4445

BHLFEEL-4G32

BE 4

BHLFEEL-94633

(Text Boxes by which to Search)

Entering search terms will search only the issues you have displaying in the list of issues at that time.
This means that, if you have filtered the issues by a certain status or resource, and then subsequently
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enter search terms, Gemini will only search those issues matching your filter criteria for the entered
terms. To search all issues, not just those from your filtered list, first un-do your filter by choosing the
“Any” option instead of your earlier-designated criteria for each attribute, hit view, and then enter your
search terms. Remember as well to click or unclick the “Exclude Closed Issues” button, depending on
whether you want to see closed issues or not.

Updating Issues in Gemini

To open an issue and then update various components in the issue, begin by clicking on the BHL Issue
Number Link:

Projects- BHLFEED: EHL Feedback- Create |ssue » |ssues» ProjectAdministration » Email
<<Issue Filter MPlanner Gantt My Work Reports

[“IExclude Closed Issues

<Al lssuess b
Issues 1-20 out of 305 (Page of 16} Excel | Print | Prirr
Wiew »>

- Issue Type Priority Component | Summary Assigned To S‘f;ﬁs Resolution Revised  Crested
Projects Desc.
BHL Feadbadk. Erin Thamas,

Grase
Caollections, " In —
Component - . . :
BHLFEED-1095 m Fortal Eqit | OWade@oenharvard.edu Costanting, Joe Frograss Untesolved 2/8/2010  10/72008 [

deVear, Michelle

Version Abeln
Affected Versions Efin Thomas,
Resource Grace -
ResoUrte BHLFEED-1248 = Portal Edit  neale@hishoprmuseurn. org Costantino, igned Uniesolved 9/25/2000 120872008 [
Frace Costanting. i -
iane Rielinger,
Type Matt Person
Priority BHLFEED-1554 Collecti f b Edn Thomas, |In Uniesolved 3M6/2010 3212009 [
riori - wy ollections  jitish@mweh.com.na Grace Costantine Progress UNEsolve L

(BHL Issue Number link to open an issue)

When you open an issue, you will see the following screen:

== |ssue 1 of 305 issuefs) »= D 5 bt fthiadiversitylibrary. countersoft. net/Defadlt. asps Pp=:
BHLFEED-1095 - gwade@oeb.harvard.edu

Type: [T]Bibliographic 3 Description
Issue
Name: Gretchen Wade
Priority: Triwial URL: hitp:hweasr biodiversitylibrary. orgfitem/20563
Severity: | Trival Viewed Page: 2666139

Status: @In Progress I believe thatthere's a typo in the title of Bulletin de I'Académie royale des sciences et belles-letires de Bruxelles. The actual it
Resolution: Unresolved

Assigned To: Erin Thomas, Grace
Costantino, Jog
deveer, Michelle

Abeln m Attachments (0) Issue Watchers (2} Sub Issues (0) Issue Links (0} Time (0) So

Reported By: ™ Anonymous User™
Comment [+]

Component: Collections, Portal

Edit Expand All Collapse All

Fixed In Version: MNong

Versions Affected: Mons Michelle Abeln
21812010 11:48:10 Am [Edit]
Risk Level: Mo Risk
Votes: 0 e pulled the 4 volumes that Joe mentioned (series 2:volumes 3,21,37 and 42) and moved themn to priority scan. | can mer
) And justto letyou know, at this pointl cant update MOBOT's bid list to reflect this
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You will be able to see all communication that has occurred concerning this issue listed under the
comments link in order of most recently to least recently added comment.

On the left hand side of the issue screen, you see the different category designations asserted for this
issue, such as its priority, status, resolution, who is assigned to it, who reported it, and its component.

The other aspect of an issue that is commonly used in BHL is the Issue Links options. Related or duplicate
issues are linked in Gemini to try to keep all communication about a particular title or volume in one
place. You can see any linked issues to an issue you are on in the middle of the issue’s page. Simply
clicking on the Gemini Issue Number in the link box will take you to that issue in Gemini.

-~
BHLFEED-3299 - Scan Request from birder11021@yahoo.com ;
R
Type: [T] Bibliographic [A pescription
Issue
Name: Arlene Rosenthal
Priority: Trivial Email: birder 1021@yahoo com
Severity: | Trivial Type: Book
Status: @Close(l Title: Systernatische uebersicht der vigel Nord-Ost-Afrika's | nebst abbildung und beschreibung von finfzig theils unbekannten, theils noc
dargesteliten arten
Resolution: Duplicate Year: 1845
Volume: All volumes
Assigned To:  MNobody OCLC: 458822215

Author: Ruppell, Wilhelm Peter Eduard Simon

Reported By: Web User
C By: Publisher: Frankfurt A. M. . 5. Schrnerberschen
Component: Special Handling Language: German
Fixed InVersion: Mone Note: Main Stacks, Acaderny of Matural Sciences, Philadelphia

Versions Affected: MNone

Risk Level: Mo Risk

Issue Links
&= In Frogress [T] BHLFEED-3729 Sean Request from birder! 1021@yahov.com Duplicaie

Votes: 0
Visibility: Everyone
Start Date: ?

Due Date: ?

Percent Complete: m——— Attachments (0) Issue Watchers {0) Sub Issues (0) Issue Links (1) Time (0) Source Contr

Comiment ]

(Issue linked to this issue. Clicking on the Gemini issue number — seen above in blue — will open that
issue)

Adding Comments

To add a comment to an issue in Gemini, make sure you are on the “Comments” tab and click on the
“Comments” link.
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Risk Level: Mo Risk .
Issue Links
Votes: 0 4= In Progress m BHLFEED-3724 Scan Request fram birder!1021@yahoo.com

Visibility: Everyone
Start Date: 7

Due Date: 7
ttachments (0} Issue Watchers (0) Sub Issues (0) Issue Links (1} Time {(

Comment [+]

ercent C

Assign lssue to me

Edit (+] Expand All Collapse All
Camment [+

Movel Grace Costantino
Copy 2042010 7:53:21 PM [Edit]
Delete

Vote ResefVotes already requested and in the waorks. am closing this duplicate request.

Wiatch this issue

(Comments tab and Comments link)

Once you click on the link, you will get the following screen by which you can enter a comment in the

available text box:

tered to CounterSoft Hoste 1] I Search Logout Duke
Dashhoard » P

stration -
: BHL Feedback~ Create Issue » lssues~ Project Administration » Ernail Alerts
iment

ican Reguestfrom birder! 1021 @yahoo.com

Issue Type: |Elibliographic\55ue V|

> Previous Comment

commett | B 7 Uae E=E=28E xx hazsr-[@e @
| A~ 3y - |FontName '|Sizevlﬁea|f|-|ApplyCBS CIa-lParagraph Bwl-| E ﬂ [ﬁ |
(9-0- 8 2@ 86 B0 FTF QB
|/ Design  ©\ Preview
Visibilitve: [ Eoaniann I

(Text box by which to add a comment)

You will notice that you can also update other aspects of the issue on this screen. This will be covered in
the next section. Once you have added your comment, scroll down to the bottom of the screen and hit
“Create.” You can also “Cancel” your comment if you decide you do not want to add one after all.
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Once you hit create, you will be returned to the main screen for this issue, and you will see your
comment listed with the other comments.

Updating Other Aspects of an Issue

You can update the various other aspects of an issue in two ways. You can either make these changes on
the “Comment” screen discussed above, or you can make them on the main screen for this issue itself.

On the comment screen, simply select the options from the drop-down boxes available that you desire
for the various categories offered before you hit “Create” to publish your comment.

It
| _/’ Design 0\ Preview

Visibilty: | Evenyone |

Status: |Assigned v‘

Resolution: | Unresalved v

Component Affected: | Bo|evance A
Survesy

Tech Feedback

Weh - Cther

Issue Priority: | Trivial g
Issue Severity: | Trivial v
Fixed In Version: | ¢<Mong> v
Versions Affected:

Assigned Resource: |gignca Crowley 2
Chris Freeland E

Christine G

Collection
Risk Level: | Na Risk h

Due Date:

On the issue screen, the left-hand side of the page lists the various attributes assigned to that issue.
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== |ssue 2 of 758 issuels) ==
BHLFEED-4514 - crowleyb@si.edu

Type: [T] Bibliograpgic 2 Description

Issue

Name: bianca
URL: hitp:fbiodiversi
Viewed Title:35149

Priority: Trivial

Severity: | Trivial

Status: {7} Assigned

relevance? another(

Unresolved

Resolution:

Assioned To:  Collections Listsery

Reported By: 'Weh User

Comments (0)

Component: VWeh- Other

Maone

Fixed In Version: R
Comment [+]

ersions Affected: Mone

Mo Risk
a

Risk Level:

Votes:

Ewveryone

Visibility:

art Date: 7

5

Percent C

® Assign lssueto me

(Attributes assigned to issues)

Any of these attributes, are clickable. Selecting an attribute generates a drop-down box listing all of the
various options you can change. Simply choose your desired option and make sure to save by clicking on

the green check mark that appears.

<< |ggue 2 of TA8 issueis) ==
BHLFEED-4514 - crowleyb@si.edu

Type: m Bihliographic lssue L:'_. Description
Priority: Trivial Name: bianC_a _
— ettt

SIEITE @ relevance? anaothel

Assigned

Unassigned
In Progress
Assigned To: | Cjoged
Reported By: Development Complete
Released to QA
Component: VWeh - Other

Resolution:

Comment [+]

Fixed InVersion: Mone
Versions Affected: Maone
Risk Level: Mo Risk
Votes: 0
Visibility: Everyone
Start Date: 7

Nua Natar 2

(Drop down box from which to select an attribute)
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Once selected, you will see a green check mark appear below the option. Click on that to save your
choice.

BHLFEED-4514 - crowleyb@si.edu

Type: mBiinographic lssue L,: Descrif
Priority: Trivial Name: hianc
URL: hitp:ifbin

Severity: | Trivial
Status:

: relevance? a
@s:ﬂgned A

Resolution: Ulnresplved

Viewed Title:

(Green Check Mark)

Adding Issue Links

To add any issue links, first record the issue number(s) that you would like to link to the issue you are
on. Click on the “issue links” header you see in the middle of the page.

ons Affected: Mone
Risk Level: Mo Risk .
Issue Links

Votes: 0 ¢= InProgress [T] BHLFEED-3783 Scan Requestfram birder! 1021 @yahoo.com Duplicate

Visibility: Everyone
Start Date: 7

Due Date: 7
nt Comy m Attachments (0) Issue Watchers (0) Sub IssueTime {0} Source Ct

Foamannt oo

(“Issue Links” header)

You will see the option to “Add” pop-up. Click on that:
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mne

13SUE LINRS

= In Progress [T] BHLFEED-3784 Scan Request from birder! 1021 @yahec

S iumments (1) Attachments (0) Issue Watchers {(0) Sub Issues (0)

Link Type Link Direction Issue
Duplicate = BHLFEED-3754 Bibliographic Issue Scan Requestfrom bird

(Option to “Add” an issue link)

You will then have the option to choose what type of link it is (Duplicate, Grouped, Related) and the link
direction (In-Bound or Out-Bound). The link type defaults to “Duplicate” so please make sure to modify
the link type if it is not, in fact, a duplicate issue. Duplicate issues are typically closed and ignored. In-

Bound or

Out-Bound direction does not matter. To link the issues, enter the issue number that you want

to link to the issue you are on.

Comments (1) Attachments (0) Issue Watchers (0) Sub Issues (0) m

Add

Link Tvpe | Duplicate b’

Link Direction | "lw| 724 Bibliographiclssue Scan Requestiro

Issue

Add

(Pop-up box to designate specifics of the issue you want to link)

Returning to List of Issues

If you want to return to the main page listing all issues in Gemini, or the filtered list of issues you’ve

selected,

from an individual issue screen, click on the “Issue X of X Issue(s)” link at the top of the page.

(This may also be called “Back to Issue Filter” depending on the various options you have selected).
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Home Create Issue » Administration «

Projects- BHLFEED: EHL Feedback-
BHLFEED-4514 - crowleyb@si.edu

Type: [T] Bibliographic
lssue

(3 Description

(To return to list of issues)

Email Alerts in Gemini

Gemini is set up to allow people to receive email notifications about certain aspects of Gemini. You can

designate the types of things you want to receive email notifications about in Gemini through the “Email

Alerts” link. Click on this link and select which of the given options you want to receive email

notifications for.

Home Create Issue » Administration -

Projects- BHLFEED: EHL Feedback-

<< Issue Filter MPlanner Gantt My Work Reports

[ Exclude Closed Issues

<illlssuesy v

Issues 1.20 out of 758 (Page of 38)

I Search

Component
Project lssue Tipe Priority — o Summary
rojects —
EHL Feedback.
feihe BHLFEED-as14  [T] Web - Other  crowleyh@siedu
Component
v R BHLFEED.s0 | 1= Web - Other internationale monatsschrift flr
yersion e = anatomie und physiologie
Affected Versions - Tech !
- BHLFEED-2167 ‘.'j F::dbad( taxidead@shaw.ca
Resource
Ay . Tech . .
BHLFEED-1994 s} Foadback anhirderg@hatmail.com
Vpe
g ==y Tech
Priori BHLFEED-3376 My Feadbag  Gduncan@fieldmuseum.ory
. Py Tech
Severity BHLFEED-236% wa_‘J F::dbad( amblema@hama.ua.edy
Status - Tech
Ay, BHLFEED-2052 Y Feadbagk  Pat@lafollette.com
Resolution @ Tech ictilli i
s, BHLFEED-2305 (& Feadbagk  Gavidwilliambarker@umail.com
i - Tech
Risk BHLFEED-3535 'S Fecdbage  OdUnCan@feldmuseum.arg

(Email Alerts link on main page in Gemini)

Dashhoard » Profile

Create |ssue - |S5UE5 Pro'ectAdministrat\o

Eucel | Print | Print (Full

Assigned T S Recolion Revised  Crested Actions
Eellections Assigned  Unresolvad 11/2/2010 as0z010 [_3(Z)ga
Listeers igne nresalve 52
Unassigned Unresolved 11//2010 112010 [0 885
Chris Frezland  Asmigned  Unresolved 11/2:2008 oMs2008 (100535
Chris Frezland  Asmigned  Unresolved 10M8/2008 7202008 (1000535
DianaDuncan  Asigned  Unresolved 6422010 5M22010 (100535
Chris Freeland, " =
Mike Lichtenbarg A8ned  Unresolved 10/30/2008 10:30:2008 FDsas
Mike Lichtenb 4 Unresalved 20182010 2M0z010 (0535
Chris Frezsland  Asigned  Unresolvad 1110/2008 112008 (300535
Mike Lichtenberg, E
Bians Dunean . #ssigned  Unresolved 8702010 672010 [H()gE5
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ainistration -

zD: BHL F| Gemini x | Broject Admit

@ P Configure Project Email Alerts

Choose which email alerts you wish to receive for this project.
fou can set your preferred email format from by Profile link.

Issues 1-20 |DukeG | [ Select ] E

== [ Receive alert when issue is CREATED =oitan fon o]

EHLFEED-451| Receive alert when issue is UPDATED wresalved 11220

BHLFEED-465 Receive alert when issue is DELETED sresalved 1171728
; ;

-~ [ rReceive alert when COMMENT is added to issue et e
Receive alert when resource ASSIGNED to issue

EHLFEED-104 wresalved 10716/
Receive alert when issue is CLOSED

BHLFEED-337 vresalved 5320
Receive alert when issue is RESOLVED

BHLFEED-236 wresalved 10/3002
Receive alertwhen issue STATUS changes

BHLFEED-305 resalved 315020

Receive alertwhen issue RESOLUTION changes

BHLFEED-239 resalved 1171002

BHLFEED-353] resalved 7201

BHLFEED-442] wesalved 9723720

(Box from which to choose what you want to receive email notifications from Gemini about)

Hit “Update” to save your settings.

Creating Issues in Gemini

To create an issue in Gemini, go to the “Create Issue” option at the top of the screen, left-hand side. In
the drop-down box, click on “Create Issue.” You will get a pop-up box by which you can create an issue.

Create Issue

Plroje Create Quick [ssue iL Feedhack - Create IS5UE » 153UBS »

Create Quick |ssues
<< ISSle Hmer

[ Exclude

Issties 1-20 ot of 75 {Page of 4)

4 Planner Gantt My Work Reports

c: it
; lesue Tope Briority & o Summary fssired Satus g
Projects el To 250
BHL Feedback. il
BHLFEED-c850 §= e - Cher internationale monatsschrift fiir anatomie Unsssigned U
Component | und physialogie
Version EHLFEED-4325 m Collections  Sran Reguest from pati@lafollette.com Unassigned U
Affected Versions BHLFEED-33189 m Collections  Stan Request from pat@lafollette.com Unassigned U
Resource BHLFEED-4341 m Collections  Sean Reguest from pati@lafollette.com Unassigned U
Ay, BHLFEED-azza  [T] Collestions  Sean Reguest from fwelter@awdy. de Unassigned U
Tuna RH FRED.aa1a | [T Fnllectinns  Sran Rednast fiam natmiafllete rom lnassinned 11

(Create Issue Drop Down box)
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mercial Lic red to Co 0% ] I Search Logout Duket

v Create lssue - Administration - Dashhoard -
ects- §|_ Gena % | Emailal
o
e lssue il Create Issue il
Provide information to create a new issue
welude Close .
e Projects: | BHL Faadhack ~|
Al lssuesy i | Pt
. it | Print(
@ Issue Type: |Task V| =
ects Issue Title: || | ted
dback. N
- " oo [0
nponent Detailed Description: - — — — —
o l? BJZ Uaded EE=EEE 5 % % = 3 & le ot0 (3@
scted Vers I A Oy |F0ntName vlSizevl Rea\ﬁlepply CSS C\avl Paragraph Snrlv| =] tﬂ' 23 ‘ f2010 E@
- = o - 2010
source v-u- AEEBEREBEEFISF DS EL‘-)‘ gg
200
e wzoto [0
arity 2010 [AE
"—tuleri izota [0
al.
tu wzoto [0
signed. 010 (3@
olution 010 [0
o10 [0
J |/ Design | ©\ Preview e
s koo [0

(Screen by which to create an issue)

Once you enter the issue title, description, select various settings for the available attributes (status,
resource, component, etc.), and enter a “Work Estimate” time (you must fill in this space for the issue to
be created, but you can just enter 0 since we really do not track estimates of how long an issue will take)
click on “Create” and the issue will be created.

Questions?

For questions, please contact:

Bianca Crowley: crowleyb@si.edu

Grace Costantino: costantinog@si.edu
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Glossary

Component = Type of issue as designated by BHL staff (ex. QA, Collections, PDF, etc.)

Resource = People assigned to an issue, or people available to be assigned to an issue

Type = Type of issue as designated by users at time of issue submission on BHL

Priority = Relative importance of issue in Gemini, from Show Stopper (highest importance) to

Trivial (lowest importance).

Note: priority of Low/Medium/High not used in BHL Gemini

Status = State of an issue thus far (ex. Unassigned, assigned, in progress, etc.)

Resolution = Decision about the status of an issue (ex. Unresolved, won't fix, duplicate, etc.)
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Macaw Mini-HOWTO
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Introduction

In the Summer of 2010, the Smithsonian Institution Libraries developed a process and software
to scan folio volumes, large fold-outs, and other materials not suitable to our existing Scribe
digitization workflow. The Macaw tool is the part of this scanning process meant to collect page
level metadata and manipulate the scanned pages after capture by the digital camera. The
result is a complete digital version of the item ready to be shared with our partners, such as the
Biodiversity Heritage Library and the Internet Archive.
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Getting Started

First, log in to Macaw with your username and password.

Scan the barcode of the book you are currently working on. If you don't have a barcode
scanner, you may also type in the entire barcode and click the “Go” button. As a reminder,
Macaw operates on the item, or barcode, level and treats multiple items or volumes in the
same title as separate, unrelated items.



Scanning Pages

Once the barcode is scanned, Macaw loads the book and displays the title at the top of the
page, which should match the book you have in your hand. Macaw shows you four options for
this book. You should start with "Scan Pages".

This window does not actually monitor the progress of your scanning. Rather it monitors the
progress of ingesting the scanned images into Macaw’s database.

While you are scanning, or when you are done, you should copy the files into the “incoming”
directory. This is a shared folder on the Macaw server. At this time the address is \\sil-
mymO0340rleug\incoming which you can mount as a shared drive on your computer. Anything
you scan must be placed into a folder named with the barcode of the book. This should be
created for you automatically, however if it's not there, you may create it. Be absolutely sure



that you place the files in the proper folder. It’s impossible to remove pages from the Macaw
website once they have been added.

While you are scanning pages, Macaw monitors the destination folder for any new scans. When
a scan is found, Macaw imports and pre-processes the file. On this page, you can monitor the
progress of finding and importing the images.

When you are entirely finished scanning the pages, cover, color cards, white cards, etc of the
book, click the "Review Now" button to being reviewing the order of the pages and entering
metadata.

Entering Metadata

The main metadata collection window consists of three areas, a resizable grid or detailed list of
thumbnails, a preview image for the selected thumbnail, and the metadata for the selected

page(s).

The thumbnails can be resized with the slider tool and you can switch between thumbnail view
and list view with the two buttons next to the slider. Any items you have selected will remain
selected when switching between the two views.

To select a page to edit, click the thumbnail image (in thumbnail view) or click the row (in list
view). You can select more than one page by holding down the ALT key to select individual
pages, or by holding the SHIFT key to select a range of images.

Once one or more pages are selected, there are a number of edits that you can make. To begin
with, you can edit the page "type" for each page. Page "types" include Appendix, Article Start,
Article End, Blank, Cover, Fold out, lllustration, Index, Issue Start, Issue End, Map, Table of



Contents, Text, and Title Page. Others include Tissue, Suppress, Color Card and White Card. The
default page type is always Text.

If you wish to select multiple pages at once, there are a couple of options available. You can
select all pages by clicking on the "Select All" button underneath the window displaying all
pages in the book. If you have several pages selected, and you want to quickly unselect these
pages, click the "Select None" button beneath the same window. If you want to select every
other page in the book, click the "Select Alternate" button. If you want to select all pages not
already selected, click on the "Select Inverse" button. As a reminder, you can hold down the
ALT key to select individual pages or the SHIFT key to select all pages between two pages.

Entering Page Type Metadata

To edit page "type," select the desired page (or pages) to edit, and click on the plus icon next to
the label "Page Type". This displays the drop down to select the page type:

Select the page type that you wish to assert the selected pages as. The new page type will be
added to the list of page types for the book. To remove a page type, simply click the delete icon
next to the undesired page type. The icon will turn red when your mouse is over it.

A couple of notes to keep in mind: if the page you are paginating is a numbered page within the
text of the book, but also contains an illustration of some type (a plate, figure, etc.), you should
designate this page as both "text" and "illustration" page types.



To delete a page type, simply click the round cancel icon next to the name of the page type. The
icon will turn red when you place your mouse over it to indicate that it’s going to be deleted. To
delete the page type (or any information) from

multiple selected pages, click the page icon with the %

small cancel icon. The small cancel icon will turn red

when you place your mouse over it. When clearing

information from multiple pages, Macaw will confirm

the number of items that will be affected.

Entering Page Numbers

The main window has three fields for entering page numbers. The fields are “Page Number
Prefix”, “Page Number Value”, and “Implied Page Number”. These fields are used to enter
exactly the page number that is displayed on each page. The prefix for a page number is any
words or values that precede the actual number of the page (such as "Page" or "Plate" or
"llustration”,) and the value is the numeric part of the page numbers itself.

For example, if the page number on page 5 of the
book is labeled “pg. 5” then the prefix is “pg.”
(including the period, but not the space) and the value
is “5” and since the page number is printed in the
book, the page number is not implied. Generally the
information entered into these fields should be exactly
what is printed on the page in the book.

If there is a page in the book (such as an illustration page) that has no page number printed on
it, and the sequence of the pages numbers before and after the illustration skips over the
illustration, then the page number fields should be left blank. If the sequence of page numbers
includes the illustration, but it is not printed on the illustration page, then you should enter the
page number prefix and value and indicate that the number is implied.

In some cases, a page number may not have a prefix in
which case you would leave the prefix blank. In other
cases, the item may be numbered 13, 1b, 1c, 23, 2b, ...
in which case you would need to enter these values
individually for each page. Macaw is not capable of
numbering these automatically.



Automatic Page Numbering

To automatically indicate page numbers for a group of
pages, click on the edit button located to the right of
the "Page Number" textbox. This will bring up the
"Indicated Page Numbering" dialog box.

Here, you can type in a desired prefix that will display

at the beginning of all selected pages. Next, choose a

numbering "Style" to apply to the selected pages, such

as numbering pages 1-100 as integers, or I-C in Roman Numerals. Then, enter where you want
the page counting to start (such as "start at page 5") by entering the a value to start with in the
"Start Counting At" text box. Finally, indicate what increment you want the numbering to
increase at in the "Increment By" text box.

For example, if you have selected pages 5-15 in the book, and you want them to display as
"Page 5", "Page 6", etc., simply type "Page" into the "Prefix" field, choose the numbering option
"1, 2, 3,4...," enter the "Start Counting At" value as "5", and set the "Increment By" value to
Ill.ll

Hint: Using the “Start Counting At” and “Increment By” fields, you can number only the odd or
even-numbered pages. Simply enter 2 into the “Increment By” field. If you start at 1,the
numbering willbe 1, 3,5, 7, 9, ... and if you increment by 2, then the numbering becomes 2, 4,
6, 8, 10, ...



Another Hint: If you want the pagination style to be
Roman Numerals, be sure you choose one of the
Roman Numerals options in the "Numbering" drop-
down box. (i.e., "I, II, 11, IV...") Continue to use Arabic
numbers (1, 2, 3, etc.) for the "Start Counting At" and
the "Increment By" boxes. So, for example, if you
want the Roman Numerals to start at "lI", in the
"Start Value" box, enter "2".

Additionally, you have four choices for the formatting

of the Roman Numerals. These are all- uppercase and

all-lowercase versions of two different ways of

representing the value "4" which are "iv" (or "IV") and "iiii" (or "IllI"). When choosing the "IV"
format, the value of 40 is displayed as "XL", and the value of 400 is displayed as "CD". When
choosing the "lllI" format, 40 is displayed as "XXXX" and 400 is displayed as "CCCC".

Only Page Prefixes

Sometimes, you want to add a prefix to a group of pages without redoing the entire automatic
pagination. In this situation, open the “Indicated Page Numbering” dialog box, enter a value
into the “Prefix” field and click the “Prefix Only” button. This will apply the new prefix before
any existing prefixes for all of the selected pages. A space is added between the new prefix and
any existing prefix for you.

If you have only one page selected, then you can simply update the prefix in the main window
by updating the first field for the Page Number.

If you want the numbering to be implied (such as designating page numbers to pages that are
not actually asserted in the physical book), simply click the "Implied" box at the bottom of the
pop up box. This will display all pages as "Page 5 impl.", "Page 6 impl.", etc. The italic "impl."
indicates that the page number is implied.

IMPORTANT: The "Page Number Value" field is meant as the space to enter page numbering
information only. Any numbers that are entered into this field that do not relate to page
numberings will be incorrectly read by the citation resolver as page numbers. So, for instance, if
you enter into the "Page Number" field the text string "Vol. 5, No. 3, pg. 6" the citation resolver



will not be able to distinguish that "5" relates to the volume, "3" relates to the number, and it is
only "6" that asserts the actual page number. Instead, it will believe that the "5" is indicating
the page number, and all machine-to-machine communication and citation resolving will act
upon this incorrect assumption. Thus, only enter numbers into the "Page Number Value" field
that applies to a page number for that page. If you need to assert volume or issue information
for an item, you will do so in a different field, which will be addressed in later steps. In our
example above, enter “Vol. 5, No. 3, pg.” into the prefix and 6 into the number field.
(Additionally, you should enter Volume and Number into the Volume and Piece fields
separately.)

Furthermore, only 1 page or plate number per page should ever be entered into either the
"Prefix" field or the "Page Number" field. If you are paginating a page that is both a numbered
page within the text and also contains an articulated plate number, place the page number
only into the "Prefix" or "Page Number" field. Use the Prefix field to enter the plate number
information. So, for example, if you are paginating an item that has a page 5, but that page 5
also includes plate 9, you should enter the information it as follows: Prefix Field = "Plate 9,
page"; Page No Field ="5". Remember, as discussed above, this page, if it contains both text
and a plate, should be designated as both page types "text" and "illustration."

Issues and Articles

If you are working on an item that contains multiple
articles within each item, there are a couple of
steps you should take in order to help both human
navigation and machine-to- machine
communication and citation resolving.

First, for each article start and stop, please indicate
such occurrences in the "Page Type" field. For
example, if you are working on an issue that
contains five individual articles, find the page within
the text that is the start or first page of an article.
For that page, designate the "Page Type" as "Article
Start." Then find the last page of the article and
designate the "Page Type" as "Article End." Do this
for each article within the item you are paginating.

Secondly, if you want to display the title (or abbreviated title) for each article within the issue
you are paginating, please do this using the "Page Number Prefix" field in the main window

Note: Please do not add the title of the article to each page within the article — this will
unnecessarily clutter the screen for users.

Since you can enter non-page number identifying information into the "Prefix" field, and we
want the computer-to-computer communication to be able to link each page with a page



number, we do not have the option to have the article title display after the page number. In
order for the page number to be readable to a machine, there must be a value in either the
"Start Counting By" field of the "Indicated Pages" box (when using the "Replace" button).
However, any information entered into the "Prefix" field is automatically displayed first in the
string of information associated with each page. If you manually type the page number into the
Prefix field first in order for the page number to appear before the article title (i.e. "Page 13,
Zum Jahresanfang"), the computer will not be able to associate a page number with that page
and therefore correct citation resolving will not occur. Thus, if you want to display the article
title for the user on the first page of the article start, it must display before the page number.

Year and Volume

If the item you are working on is a particular volume of a serial, and/or is a volume that also
contains multiple issues or numbers, use the "Year," "Volume" and "Piece" fields, as well as the
"Issue Start" and "Issue End" Page Types, to enter this information.

For example, if you are paginating volume 15 of The Journal of Shellfish Research, and this
volume contains multiple issues bound within it, you would follow the following steps:

Assign all pages as Vol. 15.

Assign each issue’s number and year

Set the Issue Start and Issue End page types for the appropriate pages.
Repeat Step 2 and 3 for each issue.

PwwnNpE

To begin with, in order to assert all pages within the

book as "volume 15," click on the "Select All" option

located beneath the list of pages in the book. Be sure

that you only do this if you know that the item you

are paginating contains only one volume. If the item

you are paginating contains several volumes, the

quickest way to quickly assign all pages from one

volume as that volume is to find the first and the last

pages of that volume in the item, click the first page, hold down the SHIFT key and then click
the last page. This will then select only the pages from the particular volume you are about to
assert without manually having to click on each page.



Once you have selected the appropriate pages, enter the correct year information in the "Year"
field and the correct volume information in the "Volume" field. If the item you are working on
does not designate a specific volume (such as volume 20), but is instead designated by its
publication year (1908), do not enter any information in the "Volume" field. Simply enter the
year information into the year field and leave the volume field blank.

Please note that the designation of "vol.," "bd.," etc. will not automatically display from these
fields. You must enter this designation in the field itself. So, if you are designating volume 15, in
the "Volume" field enter "15."

Note: Please only enter alphanumeric values for volume, year, and issue numbering. So, even if
the volume is printed by the publisher as "Volume XX", please enter the volume information as
volume 20.

Before moving on to adding issue information, and once you have correctly asserted the
volume and year information to the appropriate pages, be sure to click on the "Select None"
button to unselect all of the pages. If the item you are working on happens to contain only one
issue per item, and thus all pages that are already selected can remain selected when you enter
issue information, you do not need to click on the "Select None" button.

More often than not, a volume will be bound with multiple issues. In order to designate, both
for computer-to-computer communication and user navigation, where an issue starts and stops
within an item, use the "Issue Start" and "Issue End" Page Types and the "Piece" field located
below the "Volume" field.

To begin, find where an issue starts within a volume and select that page. In the "Page Type"
field, select "Issue Start." Then find the last page of the issue, hold down the SHIFT key and click
the page. This selects all pages of that particular issue.

You may now enter the issue information
into the "Piece" field. Again, please enter
issue numbering only in alphanumeric
values. Select which "type" of piece it is
from the drop down menu to the right of
the "Piece" label (i.e. Issue, No. Part), and
enter the correct value into the "Value" text
box. Be sure to hit the Enter key to add the
new Piece.

Once this is added, click the last page from this issue to deselect all other pages and select only
the last page. Then assign the Page Type of "Issue End" to this page.



Repeat this process for all issues or pieces within
this volume. While this information does not
currently display to users, it will eventually be
displayed on the pages designated as "Issue Start."
So, for each page type of "Issue Start," the year,
volume, and piece number will also be displayed,
thus easing navigation for users.

Once all pagination edits have been made, click the
"Finished" button to set all pagination changes and indicate that you have completely finished
working on this book. You may also use the "Save" button to save your work before leaving the

page, or the "Finish Later" if you want to save your work and come back later.
Questions or Comments?
Please contact:

Grace Costantino Email: DukeG@si.edu Phone: 202-633-1709
Joel Richard Email: RichardJM@si.edu Phone: 202-633-1706



	process cover
	process
	Macaw Mini-HOWTO



