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Tab-Delimited File
and
Compound Objects -
Documents, Postcards, and Cubes

(Not Monographs)

See Help Sheet: Tab-Delimited File and Compound Object - Monograph
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Why use Tab-delimited Files in CONTENTdm
Project Client to upload items?

*Tab-delimited files are an easy way to upload many single objects, a
single compound object, or multiple compound objects along with their
associated metadata.

*Tab-delimited files leave the creator of the metadata with a record of the
metadata in case the record is needed again.

*Multiple creators of metadata can work in the same file to create the
metadata record.
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How to create a Tab-delimited File:

*Use Excel to create the file — this is the working file.
*All cells must be formatted for text.

*The Excel file must have specific information in specific columns and
rows for single items and compound objects ( documents, post cards and
cubes — one format and monographs — 2" format).

*Once all the metadata has been entered, the file is saved as an Excel
file and then as a Tab-delimited file (txt).

*Best practice is to always work in the Excel file and then save the file as
a Tab-delimited file (txt).
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Work in Excel to create the Tab-delimited File:

*One Excel column must contain the file name of the images being
imported and mapped to Object File Name - Best practice, the field that
contains the file names of the imported images is placed in the last field
column used in the Excel file.

All object metadata field names must appear in the first record of the file.

*The file names must exactly match the contents of the upload directory for
the files. One single mismatch causes the entire upload to fail.

At least one field must map to the Title field.

*‘Remember for New York Heritage collections the Collection ID metadata
field must be filled in for upload to the CONTENTdm server. This content
can be added in the Tab-delimited file or in the Project Client.
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*Use a tab for the delimiting character.
*End each record with a carriage return.
*Do not use carriage returns or tabs within a field.

*The end of the document should be the very end of the last word
In the last line, with no extra blank lines or spaces.

*Remove special characters from file names and collection
metadata field names. Special characters are: \/:*? " <> |
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*\WWhen entering file names, be sure to include the extension, even if
your operating system hides the extension type. Common extension
types are JPG, TIF, GIF, and PDF.

*\WWhen entering file names, enter only the file name of the item, such as
item.jpg. Do not enter full path names such as c:\windows\item.jpg.

\WWhen importing files, use unique file names for each item. Using
capital letters in the file name does not make file names unique. The
file name item.jpg is treated the same as ITEM.jpg and ITEM.JPG.

*Store all of the items referred to in the Tab-delimited file in one
folder or sub-directory.
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Folder set up for a document.

# OneCompoundObject
File Edit View Favorites Tools Help

Folder contains:

Back ~ ( ) ¥ [ search [ Folders
= t rd t

--the 3 jpg images that make up

Address ’c) imitedExamples\OneCompoundObject ¥ the compound object - document

'; 0011_page-1.jpg and
1=/ 0011_page-1.txt _ _
™ 0011_page-2.jpg --the 3 txt files that contain the

Eggﬂ_paggzg-txt transcript files for each associated
D 0011 pagestit - images to be imported into

EJ OneCompoundObject.txt CONTENTdm Project Client for
4] OneCompoundObject.xls this example

--Tab-delimited file (txt),

--Excel file (xIs),

Note: the image files and transcript
files can each be in their own sub-
folder too.

A Capital District Library Council Working Document (2012), supported in part by Federal Library Services and Technology Act funds, awarded to the New York State Library by the Federal
Institute of Museum and Library Services, and by New York State's Regional Bibliographic Databases Program. Title: Tab-Delimited Files and Documents, Postcards, and Cubes.



10
new york heritage

digital collections

Document — Excel file - Rows

B3 Microsoft Excel - OneCompoundObject.xls E

!4 Fle Edt View Insert Format Tooks Data Window Help Adobe PDF
§3&v‘=|Prompt=
DEHRGE LR -2 e @ -0 - B Z U|E

Typeaquestionforhelp = - &

R Bt e B2 RS | O | (9] By 4

Reply with Changes... End Review... B

D1 -

# Contributors

M\ Sheetl / Sheet2 / Sheet3 /

| <

'_%/sg | B | C v | w | X Ly | 7z AA | AB —AC | AD
| ) Creator  Date of OrjFormat of | Digital Coll Holdinc_) Institution Contact Ini Rights Technical | Transcript ( Filename z |
MI meeting mBrownell, Gl 1968-12-14 CDLC No way
Page 1 Brownell, Gladys M. CDLC No way 0011_page-1.txt 0011_page-1.jpg
Page 2 Brownell, Gladys M. CDLC No way 0011_page-2.txt 0011_page-2.jpg
age 3 Brownell, Gladys M. CDLC No way 0011_page-3.txt 0011_page-3.jpg
>

For Compound Objects:

The first row contains the names of the metadata fields for the metadata being
imported. All cells are formatted as text. The first row must contain Title and
File Name fields (Best Practice: last metadata field column used for File

Name).

A Capital District Library Council Working Document (2012), supported in part by Federal Library Services and Technology Act funds, awarded to the New York State Library by the Federal
Institute of Museum and Library Services, and by New York State's Regional Bibliographic Databases Program. Title: Tab-Delimited Files and Documents, Postcards, and Cubes.




11
new york heritage

digital collections

Document — Excel file - Rows

Microsoft Excel - OneCompoundObject.xls E

@_] File Edit View Insert Format Tools Data Window Help Adobe PDF Typeaquestionforhelp = - &
Eadkiiid -
= I ETN Y- G AR RS T N - -0 -|B 7 UEEEES % 0 RBEE-HA
B Wha? s RE7 (o] ;J| ) J | ";-J L.J] ¥ Reply with Changes... End Ret!
o lig
D1 v # Contributors
A . B | C v | w | X Yy |z | A | AB | AC | AD
1_ITitle Creator __ Date of OrlFormat of I Diaital Coll Holding Institution Contact IniRiah Technical | Transcri Al
Second Annual meeting n Brownell. G| 1968-12-14 CDLC No wav
Page 1 Brownell, Gladys M. CDLC No way 0011_page-1.txt 0011 gage-1.jpg .
Page 2 Brownell, Gladys M. CDLC No way 0011_page-2.txt 0011 _fpage-2.jpg
5 “Page 3 Brownell, Gladys M. CDLC No way 0011_page-3.txt 0011 _fpage-3.jpg
R "\ Sheet1 / Sheet2 / Sheet3 / | < 2

For Compound Objects:

The second row of the excel file contains the object metadata.
There is NO image file for the object metadata- so File Name cell is blank.
The thumbnail will be created for the compound object by using the first image
file in the File column.
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Documents — Excel file - Columns

EJ Microsoft Excel - OneCompoundObject.xls
{3 Fle Edt View Insert Format Tools Data Window Help Adobe PDF

A=

Typeaquestionforhelp = - &

i 4 | Prompt !

DEHR G BB 9= -2 [ 10 -|B I U|E
J o s 2 W) ;j| ] ’ Reply with Changes... End Rccl

Nl ]
D1 -

dy |

# Contributors

Ready

M4 N\Sheet\/ Sheet2 / Sheet3 /

| A I B | <c v | w | X Y | z | A | AB AD
1 fTitle reator Date of OrjFormat of | Digital Coll Holding Institution Contact Ini Rights Technical | Transcript
2 KSecond Annual meeting nBrownell, G| 1968-12-14 CDLC No way
3 JPage 1 rownell, Gladys M. CDLC No way 0011_page-1.ixt
4 fPage 2 rownell, Gladys M. CDLC No way 0011_page-2.ixt
5 JPage 3 rownell, Gladys M. CDLC No way 0011_page-3.ixt
6
i |« s

\
The first column in the file con
the object.

e titles for the object and each page of

The last column contains the image file names (mapped to “Object File
Name”). Remember, the object metadata row does not have an image file.
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Once the Excel file is created, completed, and saved as an Excel

file, save the file again as a Tab-delimited file (txt).

E Microsoft Excel - OneCompoundObject.xls g+

4] Fle Edt View Insert

A=A ST

e Bt s B R RS [

Ak B
S6

A | B |

1 [Title Creator D
2 |Second AnnBrownell, GI 1
3 |Page 1 Brownell, Glady
4 |Page2  Brownell, Glad
5 |Page 3  Brownell, Glad
6

1« 4 » n)\Sheetl / Sheet?

Ready

Save As

Save in:

My Rece...

a8

My Computer

“

My Netwo...

OneCompoundObject

¥ /O Search

Edit View Favorites Tools Help

Back ~ \)

|~ Folders | [zf]¥

A

o Jiedbs

&3 My Network Plages

% 29 012-07-20\2012-07-20-TabDelimitedExamples\OneCompoundObject v | Go

~ ™0011_page-1.jpg

] 0011_page-1.txt
™ 0011_page-2.jpg
] 0011_page-2.txt
™ 0011_page-3.jpg
] 0011_page-3.txt
£] OneCompoundObject.txt
) oneCompoundObject.xls

Image files
Transcript files
Tab-delimited file
Excel file

File name:

Save as type:

’OneCompoundObject.bct

a3 |

Save ‘]

|Text (Tab delimited) (*.tx)

v l Cancel
7
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Note: Tab-delimited format does not support Excel workbooks that contain
multiple worksheets. To save the active workbook sheet (the sheet you
have open) click on OK.

Microsoft Office Excel %]

The selected file type does not support workbooks that contain multiple sheets.
! )+ Tosave only the active sheet, click OK.
« To save all sheets, save them individually using a different file name for each, or choose a file type that supports multiple sheets.,

[ ok | [Cancel ]

You want the worksheet in Tab-delimited format, so click on Yes.

Microsoft Office Excel %]

lasherroadworksheet-1.txt may contain features that are not compatible with Text (Tab delimited). Do you want to keep the workbook in this Format?

L \
\l) « To keep this format, which leaves out any incompatible Features, click Yes.
« To preserve the features, click No. Then save a copy in the latest Excel format.
« To see what might be lost, click Help.

= (e ) (o

If changes need to be made in the tab-delimited file, make the changes in the
Excel file, save it, and then save it again as a Tab-delimited file. It is best
not to work in the Tab-delimited file.
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Import Tab-delimited file into CONTENTdm
Project Client

Project Client

Upload Manager Summary  Son sk

*Open CONTENTdm Project Client.

nnnnnnnnnnnnnnnnn

*Open a Project or create an roject.

In the Project tab view.

*The next 5 steps are very important because the F|Ie Name
field in the Tab-delimited file must be mapped to “Object File
Name” not to the metadata field File Name. The items being
imported into CONTENTdm Project Client will not be uploaded
to the CONTENTdm server without the File Name metadata
field information for New York Heritage collections.
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To automatically collect the File Name
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metadata information follow the next 5 steps.

Add

Project

Administration

Help

L [=]x]

@ Home ’

% Find in Collection H

& The Project

() CONTENTdm®

CDLC Staff Samples
£\ The Project
Common Tasks

<) Add Ttem

®) Add Multiple Ttems

Add Compound Objects
|- Edit Existing Ttems

Other Tasks
<%, View Upload Manager

@ Edit Metadata Template
7% Edit Project Settings

Administration
=5 CONTENTdm Administration

Project Settings Manager - The Project

General Settings

Metadata Templates

Metadata Field Types
Images & Thumbnails
Processing

OCR

Project Options

Find in Collection

Metadata Templates - The Project

ther than the JPEG template is
Il be applied. If neither J2j

plate {general)
[[] Images template
[[] 3PEG (.jpg) template
[[] 3PEG2000 (.jp2) template
[] Tagged Image File {.tif) template
[] POF file template
[[] Compound object template
[CJURL template
[] video template
[[] Audio template

Select and customize metadata templates for items you are importing.

nplate is applied if no file-specific metadata

Edit

Edit

Edit

cted, If the
a JPEG file, the
elected, the Project

| v

£

1.Click on Edit
Metadata
Template — the
Project Settings
Manager
window opens.

2. Click on Edit
for the Project
template
(general)

Mo items uploaded show details

[ 2 helpsheet3 - imorse@...

Project Client is up to date

B Mult-single-itmes-tab. .. M CONTENTdm Project ...

A Capital District Library Council Working Document (2012), supported in part by Federal Library Services and Technology Act funds, awarded to the New York State Library by the Federal
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Project Add Item Edt Ad

4 Home | General Settings Metadata Templates - CDLC Staff Sample Collection
Find & Replace Spell Chec | Rep Mctdata Temphtes Select and customize metadata templates for items you are importing.
g Metadata Field Types M
i The Project template is applied if no file-specific metadata templates are selected. If the Images
Images & Thumbnails template rather than the JPEG template is selected when you import a JPEG file, the Images template TGM
CDLC Staff Samples Processing will be applied. If neither JPEG nor Images templates are selected, the Project template is applied.
A CDLC Staff Sample OCR .
Collection Project Options Project template (general) | Edit
Common Tasks Find in Collection [[]1mages template Edit 3 I n th e P r o H e ct
Su) Add Item [1JPEG (.ipg) template Edit . j
=) Add Multiple Project Template ! T I .
Items t d
G To create a metadata template, select a property from the Default Type options and enter a value in the Default Value mn e m p a e WI n OW’
-
e Ild th
E; Edit Existing :Ield Default Type Default Default Value S C ro OW n e
TEns ame Sub-type —

Location Text

Item Tasks

= Open in Tab CDLCDP T... |Text te m p | ate to

“ View Language Text - .

52 Delete Coverage Text Fllename, CIICk On

. Upload for Original Ite... |Text _—

T the drop down box
Relation Text

Other Tasks Source Text

<5 View Upload Resource Id... Text

= E under Default Type,
2 o g Tex. ¥ and highlight File

Settings Digital Collec... | Text

I Edit Project Format of D... | Text
Name.

Holding Insti... | Text
Contact Inf... |Text
Rights Text
Technical D... | Text

4. Click on Ok in the
s e e / Project Template
Svecioimpo _/ Lo JL= window.

Administration
=) CONTENTdm
Administration

File Extension

No items uploaded show detais Format Project Client is up to date

14 start %9 TabDeimitedFie... & CONTENTAm Pr... Username < m g T @ells 121
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R CONTENTdm Project Client

Project Add Item Edit Administration Help

18

5. Click on Ok in the Project

‘ £\ The Project l

‘ 4 Home

CDLC staff Sa

A The Project

Common Tasks

< Add Item

&) Add Multiple
Items

@ Add Compound
Objects
Edit Existing

Lz Items

Item Tasks

= Open in Tab

= View

27 Delete

- Upload for
“= Approval

Other Tasks
&% View Upload
Manager

|.# Edit Metadata
Template

274 Edit Project
Settings

Administration

£ CONTENTdm
Administration

H Q, Find in Collection
” S

Project Settings Manager - The Project

General Settings
Metadata Field Types
Images & Thumbnails
Processing
OCR
Project Options
Find in Collection

Metadata Templates - The Project

Select and customize metadata templates for items you are importing.

The Project template is applied if no file-specific metadata templates are selected. If the Images
template rather than the JPEG template is selected when you import a JPEG file, the Images template
will be applied. If neither JPEG nor Images templates are selected, the Project template is applied.

Project template (general)

[[] Images template
[]3PEG (.jpg) template
[]3PEG2000 (.jp2) template
[] Tagged Image File (.tif) template

[] PDF file template

[] Compound object template

[CJURL template

[[] video template

[] Audio template

Edit

Edit

Settings Manager window.

ow, CONTENTdm Project
Client software will collect
the information needed for
this field automatically.

Remember, items will not be
uploaded to the
CONTENTdm server
without the File Name
metadata field information.

No items uploaded show details

14 Start M CONTENTAm Pr...

& Microsoft Power... 3 Browse | New Y...

Project Client is up to date

A Capital District Library Council Working Document (2012), supported in part by Federal Library Services and Technology Act funds, awarded to the New York State Library by the Federal
Institute of Museum and Library Services, and by New York State's Regional Bibliographic Databases Program. Title: Tab-Delimited Files and Documents, Postcards, and Cubes.
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Import Files

M CONTENTdm Project Client E]

Project  Add Administration

Help

£} Home

% Find in Collection

L'A The Project

() CONTENTdm®

CDLC Staff Samples
A The Project
Common Tasks

] Add Item

8] Add Multiple Ttems

i::}, Add Compound Objects

|- Edit Existing Items

Other Tasks
&%, View Upload Manager

|- Edit Metadata Template

74 Edit Project Settings

Administration
=) CONTENTdm Administration

Project Client

View CDLC Staff Samples:
http:finyheritage.nnyln.orgf

CDLC Staff Samples

Last indexed:

August 31, 2012 4:59 PM
0items in pending queue
94 items in collection

9 Create new project

|@ Import shared project

Project type: Local ject settings

Items: 0 -
|#] View project tab

Loggedin as:  imorse

Other projects in this collection [#]

Other Collections
Collections on http://nyheritage.nnyln.org/ @B
@ 19th Century Monographs on the History of Western New York

@ 175th Anniversary of the Buffalo & Erie County Public Library

% Expand to show all collections

Upload Manager Summary show details

Mo items have been uploaded from this project

User Support Center

@ Tutorials
0 User Support Center

CONTENTdm Community

Featured Collections

@ Greensboro Historical Newspapers

@ The Zaner-Bloser Penmanship Collection

[E5] carberry Collection of Caribbean Literature

Southern Oregon Historical Society
Phntnnranhs

Mo items uploaded show details

r 2 Inbox (89) - imorse. ..

M CONTENTdm Project ... f §| document-tabDelimit. ..

Project Client is up to date

r ,I;i Mult-single-itmes-tab. ..

A Capital District Library Council Working Document (2012), supported in part by Federal Library Services and Technology Act funds, awarded to the New York State Library by the Federal

o B 5:05 PM

You are now
back in the
Project tab
view and ready
to import the
Tab-delimited
file, the
document and

——— the transcript

files.

Click on Add
Compound
Objects.

Institute of Museum and Library Services, and by New York State's Regional Bibliographic Databases Program. Title: Tab-Delimited Files and Documents, Postcards, and Cubes.
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T CONTENTdm Project Client

Project Add Item Edit  Administration  Help

Home Find in Collection LA The Project .
T | , The Add Multiple

Add Multiple Compound Objects

Pt oes Jnagress I ¥ Compound
4

Descripl

RSt BTN Object Wizard v/ Add% Help me choose . . . o bj e cts WI n d oW
wo gEe mmnoEm, SSRGS e opens in the

= Import Objects
tab view.

Click on Add using
the Compound
Object Wizard.

>

Delete

Finish

Mo items uploaded show details Project Client is up to date

» Inbox (89) - imorse... M CONTENTdm Project ... T document-tabDelimit. .. B Mult-single-itmes-tab. .. ; 5:16 PM
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R CONTENTdm Project Client - EX
Project Add Administration  Help
% Home ‘ @, Find in Collection | £\ The Project |

: The Single Compound

Object — Choose Type
CDLC Staff Samples || | " Oblects [Map Fels window opens.

() CONTENTdm®

Add using ‘Compound Object Wizard v ] I Add ] Help me choose . . .
£ The Project
: Compound Compound ]
e e G e W, oee P, o 3% Under, Import files to create
) Add Item 4 Metadata Record L)

S oo || A————— a compound object section,
select Document. Document
S TS with no hierarchy.

S View Upload Manager (® Document. Document with no hierarchy.
[-# Edit Metadata Template

£/ Edit Project Settings

|- Edit Existing Items

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

(O Picture Cube. Object with six views, such as statues or buildings.
(O Postcard. Object with two sides, such as a postcard or baseball card. m Yes ’ fo r A re th e
Are the compound obj metadata defined by a tab-delimited text file? c o m p o u n d o bj e ct stru ct u re

@ Yes O No

-
If you are importing files using a tab-delimited text file: The first record should d t d t d f d b
contain the field names you are importing. One field in each subsequent record a n m e a a a e I n e y a

must contain the file name of the item that you are importing. All images
Administration

specified in the tab-delimited file must exist in a separate directory. ta b -d e I i m ite d text fi Ie ?
£ CONTENTdm E—

g . Click on Next.

— |

No items uploaded show details date

r',‘ start 2 Microsoft Power... M CONTENTdm Pr...  CONTENTdm A... Amg ,s/,::‘n . 428 PM
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Institute of Museum and Library Services, and by New York State's Regional Bibliographic Databases Program. Title: Tab-Delimited Files and Documents, Postcards, and Cubes.
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R CONTENTdm Project Client

P © Admiistration Help .
@ Find in Collection “ £\ The Project The Slngle

Compound Object —
Add M.ultiple Compound O'bjects — Import Type Window
opens.

CDLC Staff Samples

A The Project
Tab-Delimited Text File

Specify the tab-delimited text file

p me choose.. . .

Compound Ttem

Reowa T In the Tab-Delimited
Text File section of the
window.

) Add Item

&) Add Multiple Items

Add Compound Objects
|:# Edit Existing Items

File name: [ ‘ [ Browse |

Lookin: | £ OneCompoundObject v o emr

& Manager @ g ggitﬁiégi .

s wreen SRS Click on Browse and
@] find the tab-delimited
file for this object.
=7

Highlight the tab-
R4 delimited file.

(= CONTENTdm
Administration

File name: [OneCompoundObjectbd v l l Open’

@ Files oftype: lTextﬁIes (".bt) v ‘ [ Cancel

lick on Open.

No items uploaded show details Project Client is up to date

14 Start Microsoft Power... M CONTENTAm Pr... | ‘@ CONTENTdm A...

A Capital District Library Council Working Document (2012), supported in part by Federal Library Services and Technology Act funds, awarded to the New York State Library by the Federal
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Back in the Single Compound

23

Object — Import Type window

R CONTENTdm Project Client

Project Add Administration  Help
%} Home l @ Find in Collection ‘ |
\g ° -
(_) CONTENTdm Proje
d Obje LS

Import Objects
CDLC Staff Samples port Objects |sikieiis

Add using ‘Compound Object Wizard v ] [ Add Woose, ..
A The Project

Compound Compound

co T Tite g%;szpe Structure SDﬁ'aer::tory Obje :‘J'laegt:data Object 'Il't%r;
S Add Item data Record
OLZIIL Sinsle compound Obje =
Add Com
|:# Edit Exist

Tab-Delimited Text File
Specify the tab-delimited text file

Please select a foll

4 Edit Proj Item Type
What do you wish to import?

(@ Import files from a directory

Other Task File name: |C:\Documents and Sg5#Gs\Dale\Desktop\Copies of some fil [ Browse
&% View Uplg
|2 Edit Metz

B onecompoundobiect JNEN
® ™ 0011_page-1.jpg
[£] 0011_page-1.txt
® ™ 0011_page-2.jpg
[£] 0011_page-2.txt |
® ™ 0011_page-3.jpg
® [£) 0011_page-3.txt

Directory name:

[ Browse | [£) oneCompoundobject.txt

(O Import URLs

(O Import metadata only

Mmin'shq
=) CONTEN]
Administi

@ @_J OneCompoundObject.xls
1 (B i A b Siarbenemtaren

a | >

Make New Folder l [ oK ] [ Cancel

[ <Back ][ Next> | [ cancel |

No items uploaded show details

i4 start B2 Microsoft Power...  # CONTENTdm Pr... | '@ CONTENTdm A...

Project Client is up to date

go to the_ Item Type
sectienn, and under

hat do you want to
import?

Select Import from a
directory.

lick on Browse to
find the object files.

Highlight the name of
the file folder.

Click on OK

Click on Next in the
Single Compound
Object — Import Type
window.

A Capital District Library Council Working Document (2012), supported in part by Federal Library Services and Technology Act funds, awarded to the New York State Library by the Federal
Institute of Museum and Library Services, and by New York State's Regional Bibliographic Databases Program. Title: Tab-Delimited Files and Documents, Postcards, and Cubes.
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Add Multiple Items - Display Image Settings @

To establish or change your display image settings, click Image Options.

S
Do you want CONTENTdm to generate display images from items you i
O Yes
® No

5] (b

[ Cancel |

The Add Multiple Iltems
— Display Image
Settings window opens.

__—-Select No.

Click on Next.

Note: CONTENTdm
Project Client can
automatically create a jpg
or jpg2000 file. This is
what the Display Image
Settings window is
referring to. If you are
interested in finding out
more about this feature of
the Project Client please
contact your council.

A Capital District Library Council Working Document (2012), supported in part by Federal Library Services and Technology Act funds, awarded to the New York State Library by the Federal
Institute of Museum and Library Services, and by New York State's Regional Bibliographic Databases Program. Title: Tab-Delimited Files and Documents, Postcards, and Cubes.
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The Single Compound
Object — Page

Information window
Specify page names OQe S.

@ Use file names as titles ‘  Under SpeCIfy page

Ignore information before underscore. Example: 001_Pagel becomes Pagel

© Label pages using sequence names section, for this
Name: | | Beginwith: 1| example, select Use file
(O Label pages using tab-delimited text file .
names as titles.

Transcript
(® Import transcript files from a directory S e I eCt Ig nore i nfO rm ati on
Directory name:

before underscore.

Generate transcripts using OCR
(O No transcripts

PDF
[ ] Create print PDF

[ <Back | [ Next> | [ Cancel |

A Capital District Library Council Working Document (2012), supported in part by Federal Library Services and Technology Act funds, awarded to the New York State Library by the Federal
Institute of Museum and Library Services, and by New York State's Regional Bibliographic Databases Program. Title: Tab-Delimited Files and Documents, Postcards, and Cubes.
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Single Compound Object - Page Information B]

Specify page names

(®) Use file names as titles
Ignore information before underscore. Example: 001_Pagel b

(O Label pages using sequence
Name:

(O Label pages using tab-deljpai

Transcript

(® Import transcript files from a directory
Directory name: »

Generate transcripts using OCR
(O No transcripts

Browse For Folder

Please select a folder below:

Begin with: |

/

Cemowse] 4]

=2 OneCompoundOb]ect ~

k] [(Next> ]
>~

[ Cancel |

® ™ 0011_page-1.jpg

Our document example has
transcript files so,

nder the Transcript section

A

of this window,

Select Import transcript files
from a directory.

Click on Browse.
/

Find the folder with the
transcript files, highlight the
/folder and click on OK.

(Note: If the document does

not have any transcripts then

@ [£] 0011_page-1.txt
® ™ 0011_page-2.jpg
# [£] 0011_page-2.txt
® ™ 0011_page-3.jpg
® [£] 0011_page-3.txt
® [£] oneCompoundObject.txt
] @j OneCompoundObJect xls

v
M (=N Convindn Af Coinnbhina s b e

< >

Make New Folder l [ oK ] ’ Cancel l

\select No transcripts.)
Click on Next back in the

Single Compound Object —
Page Information window.

A Capital District Library Council Working Document (2012), supported in part by Federal Library Services and Technology Act funds, awarded to the New York State Library by the Federal
Institute of Museum and Library Services, and by New York State's Regional Bibliographic Databases Program. Title: Tab-Delimited Files and Documents, Postcards, and Cubes.
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newyorkheritage The Single Compound Object —
o Confirm Settings window opens.

e ——— 71 Check the settings.

Click on Finish.

Summary of settings for import.

Importing single Document.

Import using tab delimited file.

Tab delimited file: C:\Documents and Settings\Dale\Desktop\Copies of some files from " 3 ]

CDLC work\2012-07-20-TabDelmitedExamples\OneCompoundObject ZAl ¥ Summary (1) €Erors (0) . Warnings (0)
\OneCompoundObject.txt ;

Import Item Type: Object 1)Added Document of 8 pages

Display images wil be generated.

Title pages using filenames ignoring characters before underscore.

Transcripts are contained in directory C:\Documents and Settings\Dale\Desktop
\Agenda&Handouts-2012-07-20\2012-07-20-TabDelimitedExamples
\OneCompoundObject.

[ <Back |[ Finish | [ cancel

Summary window opens.

If there are no Errors or
Warnings then click on Close. p (oo ]

A Capital District Library Council Working Document (2012), supported in part by Federal Library Services and Technology Act funds, awarded to the New York State Library by the Federal
Institute of Museum and Library Services, and by New York State's Regional Bibliographic Databases Program. Title: Tab-Delimited Files and Documents, Postcards, and Cubes.
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Map Metadata Fields

Add Multiple Compound Objects

 Import Objects | Map Fields |
Add using ICompound Object Wi v | Add Help me choose . . .
. Compound Compound
; Compound Directory Scan . Page X
Title ; Object Object Item Type
Object Type Structure Metadata Metadata Record
* v O
y
< i >
Delete
Frich

The Add
Multiple
Compound
Objects window

opens.

~Click on the Map
Fields tab.

A Capital District Library Council Working Document (2012), supported in part by Federal Library Services and Technology Act funds, awarded to the New York State Library by the Federal
Institute of Museum and Library Services, and by New York State's Regional Bibliographic Databases Program. Title: Tab-Delimited Files and Documents, Postcards, and Cubes.
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Add Multipl : Compound Objects

Creator

Date of Original
Contributors
Publisher of Original
Description
Subject.LCSH
Subject. TGM
Personal Name
Corporate Name
Location

COLC DP Topic_
Language
Coverage

Format of Original
Type

Relation

Source

Resource Identifier
Pubisher of Digital
Date of Digital
Format of Digital
Digital Collection
Holding Institution
Contact Information
Rights

Technical Data

Transcript

Filename

Collection Fields

Creator

Date of Original
Contributors
Publisher of Original
Description
Subject.LCSH
Subject. TGM
Personal Name
Corporate Name
Location

CDLC DP Topic_
Language

Coverage

Original Item.Physical_Description
Type

Relation

Source

Resource Identifier
Publisher of Digital
Date of Digital
Format of Digital
Digital Collection
Holding Institution
Contact Information
Rights

Technical Data
Transcript

Obiject File Name

‘—i’

>

RO S RRRERRERERERERERER KR

29

You are now in the Add
Multiple Items — Map
Fields tab view.

This window is very
important. You must check
to make sure each
metadata field* that is being
imported is matched to a
collection field in the
collection template.

Note: Filename is mapped
to “Object File Name” not
to the metadata field File
Name.

_-Click on Finish.

*(file names in example are based on
old CDLC template)

A Capital District Library Council Working Document (2012), supported in part by Federal Library Services and Technology Act funds, awarded to the New York State Library by the Federal
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U CONTENTdm Project Client

Project  Add  Item Edt  Administration  Help
| &} Home H @, Findin Collection | £L The Project ]

Find & Replacs

Add Multiple Compound Objects

Import Objects | Map Fields
Descrip! e

Imported Fields Collection Fields
> Title H
C— Importing

Compound
Objects
progress bar
window

opens.

Date of Original Date of Original

Contributors Contributors

Publisher of Criginal Importing Compound Objects

Description

Subject.LCSH Adding 3 of 3 items
Subject. TGM [

Personal Name 1 of 1 compound objects added

Corporate Name [

Location

CDLC DP Topic

Language Language

Coverage Coverage

Format of Original Original Item.Physical_Description

Type Type

Relation Relation

| 1| B0 56| 56| 6 | 66 | RS | B | 5| 5| B | B | )| B | B | B | B8

Source Source

]
=)
b
@

Mo items uploaded show details Project Client is up to date

9) - imorse... M CONTENTdm Projec... f!'___g document-tabDelimi... t_!‘; Mult-single-itmes-ta. .. Ol By,

A Capital District Library Council Working Document (2012), supported in part by Federal Library Services and Technology Act funds, awarded to the New York State Library by the Federal
Institute of Museum and Library Services, and by New York State's Regional Bibliographic Databases Program. Title: Tab-Delimited Files and Documents, Postcards, and Cubes.
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‘ ) Summary (2) €3 Errors (0) 2% Warnings (0)

i)Added 1 of 1 compound objects
i) Added Document titled Second Annual meeting minutes of the Capital District Library Counci, December 14, 1968

31

Summary window
opens.

If there are no
Errors or Warnings
then click on Close.

A Capital District Library Council Working Document (2012), supported in part by Federal Library Services and Technology Act funds, awarded to the New York State Library by the Federal
Institute of Museum and Library Services, and by New York State's Regional Bibliographic Databases Program. Title: Tab-Delimited Files and Documents, Postcards, and Cubes.
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® CONTENTdm Project Client

32

In the spreadsheet view of the Project
Client:

Project Add Item Edt Administraton Help

l £} Home “ Q, Find in Collection I
Find & Replace Spel Check | ~psce 1o More Actions ... ~

£\ The Project ]

The document (a

Thumbnail
CDLC Staff Samples

SelectAl Clear Al Upload for Approval ]C_)gen in Tab | Delete

\ 4 1toloflitems » I

Title

Date of
Original

Creator Contributors Surt;ﬁgfr of Description  Subject.LCSH Subject. TGM

compound object)

A The Project

Common Tasks

&) Add Multiple
Items

@ Add Compound
Objects
Edit Existing

= Open in Tab

. Upload for

“= Approval

&, View Upload
Manager

|2 Edit Metadata
Template

27 Edit Project
Settings

=] dm
Administration

Second
Annual
meeting
minutes of
the Capital
District Library

Minutes of
the Second
Annual
meeting of
the Capital
District Library
P

has been imported
into the Project
Client with all its
associated
metadata.

Capital District
Library
Council

Brownel,

Gladys M. 1968-12-14

Additional metadata
can be added if
needed.

Double click on the
thumbnail of the
document.

No items uploaded show details

EE Microsoft Power...

Project Client is up to date

14 start

f CONTENTAm Pr...

@ CONTENTdm A...

A Capital District Library Council Working Document (2012), supported in part by Federal Library Services and Technology Act funds, awarded to the New York State Library by the Federal
Institute of Museum and Library Services, and by New York State's Regional Bibliographic Databases Program. Title: Tab-Delimited Files and Documents, Postcards, and Cubes.



newyorkheritage Views of the structure of the -
compound object.

R CONTENTdm Project Client =]
Project  Add Item Edit  Administration  Help

43 Home @, Findin Collection L The Project ‘ Second Annual meeting. .. ‘ ThIS IS the

Find & Replace | spell Check  More Actions ... ~ | Project Tab Items: (3 hext (&3 | Close ®J Vi ew
[]save S f
CDLC Staff Samples View Structure ~ tru Ctu re o

A The project DX &S 3 the compound

e ——— inutes of the @ =2 Eecond Annual meeting mint .
T\er;e: Dog.::a-tm(s pla'lgger:)lnu C | page-1 > Title Second Annual meeting minutes of the Capital District O bJ e Ct .

page-2 Library Council, December 14, 1968
Second Annual meeting minutes of the
page-3
L\' Creator Brownell, Gladys M,
Date of Original 1968-12-14
Contributors Capital District Library Council

Publisher of Original

Minutes of the Second Annual meeting of the Capital

. District Library Council {CDLC), December 14, 1968,
View 1% Description Gladys M. Brownell, recording secretary. Meeting held at
Union College Library, Schenectady, N.Y. Mr. Charles
Item Editing Tasks Custer introduced as the new Executive Director
Replace Thumbnail Subject.LCSH

Subject. TGM

Personal Name

Other Tasks Corporate Name
%, View Upload Manager Location
[_a Edit Metadata Template CDLC DP Topic
@ Edit Project Settings Language
Coverage
Administration
@ CONTENTdm Administration Original Item.Physical_Description
Type
< > v
Mo items uploaded show details Project Client is up to date

(P — - r - - .
‘5 Start 9 ¥ 2 7 | Inbox(89)-imorse... @ CONTENTdmFrojec... | 'O document-tabDelimi... | T Mult-single-itmes-ta... O B, se7em

A Capital District Library Council Working Document (2012), supported in part by Federal Library Services and Technology Act funds, awarded to the New York State Library by the Federal
Institute of Museum and Library Services, and by New York State's Regional Bibliographic Databases Program. Title: Tab-Delimited Files and Documents, Postcards, and Cubes.
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Project Add

® CONTENTdm Project Client
Item Edt Administration Help

% Home

@ Find in Collection

£\ The Project

Find & Replace |

Spell Check More Actions ... -

Weﬁng... ‘

| Project Tab Items: 3

View

Item Editing Tasks
Replace Thumbnail
Permissions

Other Tasks

&% View Upload Manager
|.# Edit Metadata Template
L7 Edit Project Settings

Administration
5 CONTENTdm
Administration

Publisher of Original

% Description

Subject.LCSH

Subject. TGM

Personal Name

Corporate Name

Location

CDLC DP Topic

Language

Coverage

Original

Type

Relation

Source

Resource Identifier

Publisher of Digital

Date of Digital

Format of Digital

Digttal Collection
% Holding Institution

Contact Information

_
View Structure D &«
CDLC staff Samples View Structure
e TS | Field Name Field Values
0j View Spreadsheet inutes
SNLERERe —m [Evgfx | » Title Seconq Annual meeting minutes of the Capital District Library
Second Annual meeting minute |7 page-2 Counci, December 14, 1968
Type: Document (3 pages) [£) page-3
Second Annual meeting minute| 4/ Creator Brownel, Gladys M.
Date of Original 1968-12-14
Contributors Capital District Library Counci

Minutes of the Second Annual meeting of the Capital District Library
Counci (CDLC), December 14, 1968. Gladys M. Brownel, recording
secretary. Meeting held at Union College Library, Schenectady, N.Y.
Mr. Charles Custer introduced as the new Executive Director

0011

CDLC

34

Click on View
Structure.

.. There are three

views of the
structure of the
compound object:

View Structure
View Thumbnail
View Spreadsheet

Metadata for the
object and page
metadata records
can be added in
any of the three
structure views.

No items uploaded show details

14 start

"EE Microsoft Power...

M CONTENTAm Pr... | ‘G CONTENTdm A...

Project Client is up to date

A Capital District Library Council Working Document (2012), supported in part by Federal Library Services and Technology Act funds, awarded to the New York State Library by the Federal
Institute of Museum and Library Services, and by New York State's Regional Bibliographic Databases Program. Title: Tab-Delimited Files and Documents, Postcards, and Cubes.
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Thumbnail structure view:

R CONTENTdm Project Client

Project Add Item Administration  Help

| £ Home | S Find in Collection £\ The Project ‘ Second Annual meetipd”.. ‘
Find & Replace | Spell Check More Actions ... ~ |, Project Tab Items: & 8 & Next EJ | Close &)
V4
(] Save /
View Thumbnais ~ /
CDLC Staff Samples 4

Field Name

A The Project

Second Annual meeting minute|
Type: Document (3 pages)
Second Annual meeting minute|

page-1
View

Item Editing Tasks
Replace Thumbnail

Permissions
page-2
Other Tasks
&, View Upload Manager
|- Edit Metadata Template
27 Edit Project Settings
page-3
Administration
{3 CONTENTdm
Administration

Second Annual meeting miny

»

Contributors
Publisher of Original

"4

s Description

Subject.LCSH
Subject.TGM
Personal Name
Corporate Name
Location
CDLC DP Topic
Language
Coverage
Original
Type
Relation
Source
Resource Identifier
Publisher of Digital
Date of Digital
Format of Digital
Digital Collection

3/ Holding Institution
Contact Information

Field Values A

Second Annual meeting minutes of the Capital District Library Counci,

December 14, 1968

Brownel, Gladys M.
1968-12-14
Capital District Library Council

Minutes of the Second Annual meeting of the Capital District Library
Counci (CDLC), December 14, 1968. Gladys M. Brownel, recording
secretary. Meeting held at Union College Library, Schenectady, N.Y.
Mr. Charles Custer introduced as the new Executive Director

0011

CDLC

No items uploaded show details

14 start 3 Inbox (60) -im... T CONTENTdm Pr...

EZ Microsoft Power...

Project Client is up to date

A Capital District Library Council Working Document (2012), supported in part by Federal Library Services and Technology Act funds, awarded to the New York State Library by the Federal
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Spreadsheet Structure view:

® CONTENTdm Project Client

Project Add Item Edt Administration Help

=

36

Once all metadata

has been entered:

_ Click on Save

Click on Close —

&, View Upload Manager
[z Edit Metadata Template
7 Edit Project Settings

(=) CONTENTdm
Administration

<3

1]

@ Find in Collection J‘ £\ The Project J Second Annual meeting... 1
pel Check More Actions ... ~ |, Project Tab Items: & Save & Back Save & Next Close «
P —
(] Save
e =
Thumbnail Title Creator g?;.:r Contributors slfjlgsr;;ral Description  Subject.LCSH Subject. TGM
Second Annual m::lustszo?\tj
meeting minutes of |0 Capital District Annual
the Capital District Giadys M N Library meeting of
5 ~ | Library Counci, . ncil the Capttal
== December 14, 1968 District Library
Brownel, \
Page 1 Gladys ,&, \
—~—
i Brownel,
» Page 2 Gladys M.
(& Replace Thumbnail s
Permissions
e Brownel,
A Page 3 Gladys M.

No ttems uploaded show details

14 start EZ Microsoft Power...

M CONTENTdm Pr... 3 CONTENTdm A...

Project Client is up to date
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In Project tab view:

® CONTENTdm Project Client E}E”X|
Project Add Item Edit Administration Help
| &} Home || A iy Collection £\ The Project }

pel Check | “enlace Trerms Mordgions ... ~

SelectAI Clear Al | = Up™afor Approval | Open.in Tab | Delete 1 4 1tolofilitems »

Thumbnai Tile Creator Da.t? of Contributors Pub!sher of Description Subject.LCSH = Subject.TGM
Oriainal Original

Find & Replace

Second Minutes of
the Second

Annual
A The Project : meeting Capital District Annual
: | - - minutes of &gl2-14  Library meeting of
Com the Capital Council the Capttal
<) Add Item i ‘
@) Add Multiple
Items

¢~ Add Compound
Objects

Edit Existing

Click on Administration
to upload, approve,
and index the item to
the CONTENTdm

server.

No items uploaded show details Project Client is up to date

14 Start E3 Microsoft Power... @ CONTENTdm Pr... | ‘g CONTENTAm A...
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