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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 be mapped to Object File Name - Best practice, the
column that contains the file names of the imported images in the last field
column used in the Excel 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 metadata 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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Multiple Single Items

# multi-single-item-tab-delimited D@
_ "1'

File Edit View Favorites Tools Help
>»

@Back - () - (F O search [ Folders

Address ‘D amples\murti-singIe-‘rtem-tab-delim'rtedI b ’ Go

Folder set up for
multiple single items.

Folder contains:
--Tab-delimited file (txt),

=l Mult-single-items. txt
Mult-single-items.xls

™ \'YD0001.jpg )

™ \'YD0002.jpg
™ \YD0003.jpg
™ \YD0004.jpg
™ \'YD0005.jpg _

--Excel file (xIs),

--and the 5 single items
to be imported into
CONTENTdm Project
Client for this example.

(The tiff files can also
be in this folder but
must be stored in a
sub-folder).
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Excel file set up for multiple single items:

EJ Microsoft Excel - Mult-singel-items.xls

@ Fie Edit View Insert Format Tools Data Window Help Adobe PDF Typeaquestonforhelp v - & x

P | PromptE

: ) B2 i |23 @ 3 M @ @: A EEEE o 0 00 IE| i, A

R W W B NS | O | (2] By (i1 | ¥ Reply with Changes... End Review... !

1 | '

2 |Mapof Mayrc Morse, llka | 2009-01-28 Map of the Mayrohofen area with the hikes marked in red ¥YDOoo1 ¥YDO0001.jpg

3 |Cl “wordle Morse, llka | 2003-01-21 Information from a COLC document put into the Wordle ¥YDOoo1 ¥YDO0002.jpa

4 | Chihfly sculpt Morse, llka | 2012-06-02 Flower sculpture by Chihuly in a fountain in the Atlanta Botanic Garden. ¥YDO0o1 ¥YDO0003.jpa 4
5 | Jellyfigh MacMinn, Ch 2010-10-27 Jellyfish in the large tank at the Monterey Bay Agarium ¥YDOoo1 ¥YDO0004.jpg

€ |Man dntop o Hingeley, Johi 2010 Man climbing over the top of a big event tent to place a flag at the top of the tent. ¥YDOo1 ¥YDO005.jpg

7

8

9 v
4« »| M)\ Mult-singe]-items / 2
Ready

The first row contains the es of the metadata fields for the metadata
beir*g imported. All are formatted as text. The first row must contain
Title and File Name fields (Best Practice: last metadata field column used for
File Name) .
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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).

) o
. () [ ;
| 10 |A = : £ o Normal Bad IS
7 U - &- Al Fle Edit  View Favorites Tc ",' ;08| | Conditional Format Good Neutral - || Insi

= = — ' | Formatting ~ as Table ~ i 1

Font Save As @ : L @
Back ~ </ ?
\ 2

v|] @ @ XciE-

= Sa

‘ D - - Q@
of O Contribut H Z Address ||0) C:\Documents and S¢ ¥ Go [Relation_Sot
wrd[Z]  Mult-single-items. txt
Mult-single-items.xIs
™ yvDoo0

fudimentary ca

Desiyt P \vDOO0O2

1™ yvvpooo3
™ yvDO004 =Jab delimited file

_ .
¥¥D000S --Excel file
--Image files

All in one folder
|

> (%<

Excel Template
Excel Macro-Enabled Template
=l O a0 & Iate
«Text (Tab delimited)
> Unicode Tex
XML Spreadsheet 2003

Cancel

<
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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

User Support Center

*Open CONTENTdm Project Client.

*Open a Project or create a newProject.

In the Project tab view.

*The next 5 steps are very important because the File 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
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 ...
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X CONTENTdm Project Client
Project Add Item Edt Ad

\ 4} Home \7 General Settings Metadata Templates - CDLC Staff Sample Collection
nd & Replace, Spel Check | Re EFE R ETp R Select and customize metadata templates for items you are importing.

Project Settings Manager - CDLC Staff Sample Collection

Metadata Field Types
i The Project template is applied if no file-specific metadata templates are selected. If the Images 1
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.
CDLC Staff Sample OCR 3 I th P H t
A Collection Project Options Project template (general) Edit . n e rOJ e C
Common Tasks Find in Collection [[]Images template .
[1JPEG (.jp@) template Edit T I t d
G Add tem e empiate window,
4= Add Multiple Project Template I
- | Il d th
. Add Compound To create a metadata template, select a property from the Default Type options and enter a value in the Default Value column. Scro Own e
= Objects .
P Field Default
Edit Existin: Default Type Default Value t | t t F I
2 s Name e Subtype empiate 10 rFliename,
tem Tasks rcor T [Tt B lick on the d d
. ext i
£z Open n b ClICK Oon the drop aown
View Language Text v
3% Delete Coverage Text v b d D f I t
. Upload for Original Ite... | Text N OX u n e r e a u
= Approval Type Text N . . L]
en__[Toc 8 Type, and highlight File
Other Tasks Source Text v ’
< View Upload Resource Id... | Text v
Manager
- = Publisher of ... | Text v N a m e n
|2 Edit Metadata ;
Template Date of Digttal | Text v
74 Edit Project Format of D... | Text v
. .
Settings Digttal Collec... | Text v 4 C I k 0 k th
trat Holding Insti...  Text v - IC O n I n e
Admini on C tctIfmet . .
M L]
() CONTENTdm ontact °nl... | 1€ P t T I t
Administration Rights Text b/ rOJ e c e m p a e
Technical D... | Text v
Transcript Text v v d
>  Flename Fie Name | v y I n OW .

Checksum
Directory Impo| m]
File Extension

>

No items uploaded show details Project Client is up to date

14 start

&5 TabDeimitedFie... & CONTENTdm Pr... A m gl S @ lle 121pM
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R CONTENTdm Project Client 5 "

Project Add Item Edt Administration Help

%} Home H @ Find in Collection ‘ £\ The Project ‘
Project Settings Manager - The Project
CDLC Staff Sa General Settings Metadata Templates - The Project
X iciacalapencitss Select and customize metadata templates for items you are importing.
A The Project Metadata Field Types
i The Project template is applied if no file-specific metadata templates are selected. If the Images

Common Tasks Images & Thumbnails template rather than the JPEG template is selected when you import a JPEG file, the Images template
S Add Item Processing will be applied. If neither JPEG nor Images templates are selected, the Project template is applied.
=) Add Multiple OCR

Ite;ns Project Options Project template (general)

Add Compound
o Objects pe Find in Collection [[]1mages template

Edit Existing []3PEG (.jpg) template
2 tems []3PEG2000 (.jp2) template
Item Tasks [ Tagged Image File (.tif) template
= Open in Tab [] PDF file template
; U=y [] Compound object template
Jeibeite [ URL template
< xg[l;arzt\i/af?r [[] Video template

[[] Audio template

Other Tasks
2% View Upload

Manager
|2 Edit Metadata

Template
274 Edit Project

Settings
Administration
£ CONTENTdm

Administration

|4
<

No items uploaded show details

14 Start

M CONTENTAm Pr...

& Microsoft Power...

Project Client is up t

 Browse | New Y...

15

lick on Ok in the
Project Settings Manager

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

Remember, items can not
be uploaded to the
CONTENTdm server

without the File Name

metadata field information.
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R CONTENTdm Project Client E]@ YO U a re n OW

Project  Add Administration  Help

£} Home ‘ @ Findin Collection A\ The Project baCk |n th e
() CONTENTdm* Project Client Project tab

Collection description undefined. i View CDLC Staff Samples: VI eW a n d re a d y

CDLC Staff Samples HH http:f{nyheritage.nnyln.org:2011/ t . t h
A The Project CDLC Staff Samples Upload Manager Summary show detals | . B
Common Tasks Last indexed: 4 Create new project Ta b -d e I I m Ite d
] Add Item August 31, 2012 4:59 PM No items have been uploaded From this project

0 items in pending queue LQ_:J Import shared project f- I d th
) Add Multiple Ttems &wctim e y an e
4] Add Compound Objects T ——— = =

The Project It I I
|: Edit Existing Items _ m u I p e s I n g e

Project type: Local 7 Edit project settings it e s

Cheriasis Ttems: 0 [B5 View project tab User Support Center A2 A-4] ms.
5 View Upload Manager Logged in as:  imorse
|- Edit Metadata Template @rep

Other projects in this collection [#] G Tutorials

74 Edit Project Settings . C I . k d d
(&) User Suppart Center I C O n A

Other Collections

Collections on http://nyheritage.nnyln.org/ & CONTENTdm Community M u Itl p I e Ite m s .

Featured Collections

@ 19th Century Monographs on the History of Western New York
@ Greensboro Historical Newspapers

175th Anniversary of the Buffalo & Erie County Public Library The Zaner-Bloser Penmanship Collection
Administration . @ Carberry Collection of Caribbean Literature
@ CONTENTdm Administration Qi Expand to show all collections
@ Southern Oregon Historical Society
Phntnaranhs A
< |
Mo items uploaded show details Project Client is up to date

iy ] s » . P . r . . ) | 7 N
iy Start g YL 3 helpsheet3 - imorse@... | Tf Mult-single-tmes-tab... ~  #8 CONTENTdm Project ... | # B, 6 E aseem
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' ltems window opens.

X CONTENTdm Project Client
Project Add Item Edt Administraton Help

| & Home | @ FndinColecton | & CDLC Staff Sample Colection | .
Find & Replace Spell Check | Replace Items. More Aﬁ)ns —0 SeIeCt Im port US| ng a

Select AlJ Clear Al IéUpIoad for Approval | .Open.in Ta_b | Delete 1 1 0ofOje

Date of Publisher of | 1y o rintion BTECLLCSH Sub ta b-del i m ited text

Original Original

Thumbnail Title Creator Contributors

CDLC Staff Samples

Add Multiple Items ~ fi Ie .

7 Click on Browse and
find and highlight the
tab-delimited text file.

&) Add Multiple
Items

«Add Compound
Objects

Choose your import method

(O Import from a directory

DirW | Browse
(® ImpOrt using a tab-delimited text file

| Brows&e] |

Edit Existing
L2 Items

Open in Tab
= View

Upload for
Approval

< View Upload
Manager

File name: |

If you are importing
contain the field nam Open
contain the file name

tab-delimited file mus Look in: |B multi-single-item-tab-delimited v | Q2 Ey . Cl iCk O n O pe n
] Muit-singek-items.txt -

e Click on Next in the
Add Multiple Items

-
(=}

&

emplate
27 Edit Project v Wl ndOW
Settings (&
My Documents

(= CONTENTdm
Administration

©

ly Computer
— File name: |Mult—singel-items.bd 4 | l Open ]
Q Files oftype: |Tex1ﬁ|es (*.txt) ~ | [ Cancel ]
No items uploaded show details Project Client is up to date

M CONTENTdm Pr...
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The Add Multiple Items —

Project Add Item Edit Administraton Help

18

Import Type window
opens.

\ £ Home | @ FndinColecton | £\ CDLC Staff Sample Colection |
Find & Replace  Spell Check J. Replace Items  More Actions.....»
Select AllJ Clear Al I%Upload for Approval | Open.n Tab | Delete
Thumbnail Title Creator g?tzglf Contributors
CDLC Staff Samples &
a CDLC Staff Sample
Collection
Sa) Add Item
a f:‘ld Multiple What do you wish to import? /
ems
(® Import files from a directory
Add Compound
= Objects Directory name: [ ‘ [ Browse |
[ Edit Existing (O Import URLS
Items
(O Import metadata only
= Open in Tab
View
22 Delete
. Upload for Please select a folder below:
“= Approval
=, View Upload @ [£) Mutt-singekitems.txt
Manager =] Mult-singel-tems.xIs
[ Edit Metadata & ™ vYD0001.jpg &
Template ™ \YD0002.jpg
274 Edit Project ® ™ vYD0003.jpg
Settings ® ™ vYD0004.jpg
@ ™ vYD0005.jpg v
a m ‘ 2 [ <Back |[ Next> | [ cancel |
£ CONTENTdm o o
Administration
Make New Folder I [ oK ] I Cancel ]
<

Publisher of

Oridinal e i

No items uploaded show details

gl

23 TabDelimitedFile...

M CONTENTdm Pr...

Select Import files from a
directory

Click on Browse

Find and highlight the name
of the folder that contains
the multiple items that are
being imported into the
Project Client.

Click on OK

Click on Next in the Add
Multiple Items — Import
Type window.
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Add Multiple Items - Display Image Settings @

Do you want CONTENTdm to generate display images from items you import?

19

The Add Multiple Iltems
— Display Image
Settings window opens.

__Select No.

O Yes

@' NO 4

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

¥

() (=)

[ Cancel |

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.
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Add Multiple Items - Map Metadata Fields @

Click a collection field to map it to the imported field

Imported Fields Collection Fields

Title Title v
Creator Creator v
Date of Original Date of Original v
Contributors Contributors v
Publisher of Original Publisher of Original v
Description Description N
Subject.LCSH Subject.LCSH v
Subject. TGM Subject. TGM v
Personal Name Personal Name v
Corporate Name Corporate Name v
Location Location v
CDLC DP Topic CDLC DP Topic v
Language Language v
Coverage Coverage h
Pubisher of Digital Publisher of Digtal v
Date of Digital Date of Digital v
Format of Digital Format of Digital v /
Digital Collection Digital Collection

Holding Institution Holding Institution

Contact Information Contact Information v
Rights Rights v
Technical Data Technical Data v
Transcript Transcript v 4
Filename Object File Name v

The Add Multiple Items —
Map Metadata Fields
window opens.

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.

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

/Click on Next.

*(file names in example are based on
old CDLC template)
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window opens. Check the settings.

Click on Add ltem.

Add Multiple Items - Confirm Settings @

Summary of settings for import.

Import using tab delimited fiie.

Tab delimited file: C:\Documents and Settings\Dale\Desktop\Agenda&Handouts-2012-07- P ro g re s s WI n d OW O e n S - S h OWS Ite m S

20\2012-07-20-TabDelimitedExamples\multi-single-item-tab-delimited\Mult-singel-items.txt
Import Item Type: Object

Directory containing scans: C:\Documents and Settings\Dale\Desktop\Agenda&Handouts- b e I n g a d d e d "

2012-07-20\2012-07-20-TabDelimitedExamples\multi-single-item-tab-delimited

/

Adding 2 of 5 items

Summary

[ <Back | [Add Item | [ cancel | =l

&) Summary (1) € Errors (0) £ Warnings (0)

i)Added 5 of 5 items.

_—

Summary window opens.

If there are no Errors or

Warnings then click on
Close.

A 4
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The multiple items

Project Add Item Edt Administration Help .
droe | Ccoemn | & Couc 5ot samp G | have been imported
Find & Replace Spell Check | Fenlace 12 Mo ions ... ~ . n
Select Al | Clear Al | al | Ope ab_| Delete [t 1 1to5of5items » ¥l Into the PrOJect
- . Thumbnail Creator g:if]ilglf Contributors POL:ZE_:]I;Tr of Description  Subject.LCSH Subject. TGM - . .
COLC Staff Samples Client with their
5 CDLC Staff Sample : ,i%//} 2 e of Meprohofen .
COI]:.C::L > v “ : 1@\ ‘ riz;ohofen Mors! 2009-01-28 ;irkeeas wmit:rlt(r:j a S S O CI a te d
Sa) Add Item 2 €. 7 = in red t d t
® ﬁdetrinl;dultiple Information m e a a a "
from a CDLC
Add Gompound CDLC-wordle |Morse, Tka | 2009-01-21 document put
Ob-]ectsA . into the -
5 Eon g Additional metadata
= o be added if
ST Of o/ P Morse, Tka | 2012-06-02 fountan Ccan be a ed |
s needed.
= Approval g-a—n E}nbing
o bi event
) ig even .
2 Ve o . N o ~ Click on
Managen top of the _—
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