Archivematica DIP upload to
CONTENTdm for Digitized Materials

Introduction

Most of the materials created at the Digitization Centre will be added to our content
management system CONTENTdm for public access. To ensure we are meeting our
commitment to preservation, all items should be processed through Archivematica
before uploading to CDM. If you follow the general guidelines for structuring
directories and file naming conventions, this should be a fairly smooth workflow.
After processing, Archivematica will provide a metadata file that will allow batch
upload to the CDM Project Client. This document describes the practical steps for
this workflow, including preparing the transfer packages, processing through
Archivematica, and uploading to the CDM Project Client.

For a full introduction to Archivematica, please see
Archivematica_Introduction.docx, or the full documentation available at the
Archivematica Wiki: https://www.archivematica.org/wiki/Documentation

To explore UBC Digital Collections, visit:
http://digitalcollections.library.ubc.ca

For more information about CONTENTdm, try the online help site:
http://www.contentdm.org/help6 /projectclient/index.asp

Check CDM Collection

Before starting work in Archivematica, the CDM collection and transfer directory
must be set up correctly. First, ensure that the collection has been created on CDM.
Only an administrator can create a new collection (i.e. your supervisor or Leslie).
Second, check the metadata fields and Dublin Core (DC) mappings on the CDM
Administration site:

* Login to the CDM admin

* (lick on the Collections tab and use the drop down menu to select the
collection.

¢ (lick on the Fields tab. Refer to the most up-to-date Metadata Manual to
ensure the template is set up correctly. Check the field names, order, and DC



map—each should exactly match the Metadata Manual. Occasionally a
collection will have additional fields unique to the project.

10 CONTENTdm Administration

admin home
: flelds :

Current collection: | Uno L Family Collection of BC arap! Bl change |

Metadata fields

View and configure collection and administrative fields.

Collection field properties
View, add, edit and delete fields. Enable full text searching and controlled vocabulary. After you have added, changed, or deleted fields,
index the collection to update changes.
Field name DC map Data type Large Search Hide Required Vocab add field
1 Title Title Text No Yes No  Yes No moveto v| edit | delete
2 Alternative Title Title-Alternative Text No Yes No No No moveto v | edit| delete
3 Creator Creator Text No Yes No  No No moveto v| edit | delete
4 Contributors Contributors Text No Yes No  No Yes moveto v| edit| delete
5 ;‘E::"af' : Publisher Text No  Yes No  No No moveto v| edit | delete
6 Date Created Date-Created Text No No No No No moveto ¥| edit| delete
7 Date Issued Date-Issued Text No No No No No moveto v| edit | delete
8 Sort Date Date Text No Yes No No No moveto ¥| edit| delete
9 Description Description Text Yes Yes No No No moveto v| edit | delete
10 Extent Format-Extent Text No No No No No moveto ¥| edit| delete
11 Subject Subject Text No Yes No No No moveto v| edit | delete
Subject - =
12 Geographic Coverage-Spatial Text No Yes No No Yes move to edit | delete
13 Personal Names Subject Text No Yes No No Yes moveto v | edit | delete
14 Genre Type Text No No No No Yes moveto v | edit| delete
15 Type Type Text No Yes No No No moveto v | edit | delete
16 Format Format Text No Yes No  No No moveto | edit| delete
17 Language Language Text No Yes No  No No moveto | edit| delete
18 Notes Description Text Yes Yes No  No No moveto | edit| delete
19 UBC Call Number Identifier Text No Yes No No No moveto v | edit | delete
20 Access Identifier Identifier Text No Yes No No No moveto v| edit| delete
21 Digital Identifier Identifier Text No Yes No No No moveto v | edit | delete
22 Is Part Of Relation-Is Part Of  Text No No No No No moveto v| edit| delete
23 Source Source Text No No No No No moveto ~| edit | delete
24 Date Available Date-Available Text No No No No No moveto v | edit| delete
25 ;‘I‘:I!::‘" : Publisher Text No  No No Mo No moveto ~|  edit | delete
26 Rights Rights Text No No No No No moveto v| edit| delete
27 License Rights-License Text No Yes No No No moveto v| edit | delete
28 Transcript None Text No Yes No No No moveto ¥| edit| delete
Catal Is [move to_
29 R h Ref By Text No No No No No move to edit | delete
Relation-Is
30 Project Website Referenced By Text No No No No No move to edit | delete
31 AIP ULUID Identifier Text No No No No No moveto v | edit | delete
32 File LUID Identifier Text No No No No No moveto v| edit| delete
Field name DC map Data type Large Search Hide Required Vocab add field




Prepare the Transfer Packages

Next, the transfer directory needs to be correctly structured for upload to
Archivematica. This step is a significant amount of work and special attention must
be paid to accuracy of the metadata and contents of the packages. The transfer
packages will be set up on the network storage drives by reorganizing the working
directory used for the project. If the directories of digitized files have been
organized following our general guidelines, the process will be fairly simple. Some
workflow automations may be available to help create the necessary structure from
existing directories (using the Automator app).

v [_] Langmann
» || Documentation
— langman_Objects.workflow
2 Langmann.atn
» ] log files
» || Metadata
v [ UL_1000
» || edited_tif
» || unedited_tif
] UL_1000_new
L uL_1001
] UL_1002
L uL_1003
] UL_1004

VyvVvyvwyVyy

Figure 1: example working directory.

First, we must decide on a convenient package size to divide up the collection. Most
often the transfer packages will simply follow the existing organization created
during the scanning process.

For example, in the Langmann working directory pictured above, individual
albums of the collection are represented as a single directory named by the
identifier, such as UL_1000. In this case, each album is a compound object,
but every page has unique metadata. Because bulk uploading compound
objects with page-level metadata is not supported by CDM, it was decided to
create a separate transfer directory for each album. If there was not page-
level metadata, it would be more efficient to group several albums together
into a single transfer package.



Factors to consider for transfer package size:

* Total file size: our pipelines should comfortably process up to 100 GB
packages (we have tested it to about 50 GB). It is estimated that a package
requires processing space at least three times the package size. The total
number of files has a bigger impact on processing speed than the file size (for
example, 1000 small text files would take longer than 1 large video file at
every step except the initial transfer). Contact IT to get information about
the current resources allocated to each pipelines.

* Intellectual structure: it will often make sense to divide the files following
the existing organization, for example, by the box number.

* Simple vs. compound objects: Individual items and compound objects will
need to be contained in separate packages, because the CDM project client
can only bulk import one at a time. If you would prefer to create a transfer
package with a mix of object types, the resulting metadata txt file could be
manually split into two before import to CDM.

* Occasionally, there will be other considerations, such as the need to add page
level metadata to compound objects, that will constrain the contents of a
package.

Now, we prepare the individual transfer packages. Ensure the transfer directories
are named using the standard naming convention for the collection. If necessary,
directories can be bulk renamed using Renamer on the Windows side (when
scanning, uncheck files to rename only directories).

File Edit List ID3vltags Help

| A 1 IN:'\Langmann'\ Ll ' ) | ?

‘ B |"." v| Files | Dirs ¥ Recurse vV Scan
New name I L| 0ld hame -
Archivematica DIPs 18  Archivematica DIPs \

Figure 2: uncheck Files and check Dirs to rename directories.

For example, an item from RBSC is usually named following the pattern
rbsc_arc_####_box#_folder#. Thus, a package containing only one folder
would be named rbsc_arc_1300 01 01, a series of folders rbsc_arc_1300_01-
03, or a full box rbsc_arc_1300_01. When transferring the entire collection in
one package, it may also be desirable to have the collection’s standard name
included, for example, Peter_Anderson_fonds_rbsc_arc_1007.

Each transfer package will be a directory with two subdirectories named exactly
metadata and objects (all lower case).

The objects directory contains the scanned materials. Usually, the objects will
already be contained in unedited and edited directories. These should simply be



moved in to the objects directory. Subdirectories inside objects can be named
anything, but should not contain spaces or non-standard characters. Ensure that
each compound object is contained in its own subdirectory.

The metadata directory contains information about the package. Add a subdirectory
named exactly submissionDocumentation. Move any relevant documentation to this
directory, such as a copy of the catalogue record (saved as PDF/A), finding aids,
project documentation, or notes that would be important for understanding the
contents in the future. Add a copy of the XLSX spreadsheet containing the metadata
for the items in the package to this directory as well. The top level of the metadata
directory will contain a single file, metadata.csv, described in the next step.

v @ UL_test_1010

v [] metadata
 metadata.csv
v (] submissionDocumentation

 langmann_basic_md_UL_1010-xIsx.csv

" langmann_basic_md_UL_1010.xlsx
v [ objects

v [ edited_tif

M UL_1010_0000.tif

=/ UL_1010_0001.tif

& UL_1010_0002.tif

=2 UL_1010_0003.tif

“4 UL_1010_0004.tif
UL_1010_0005.tif
v [ unedited_tif
UL_1010_0000.tif
UL_1010_0001.tif
UL_1010_0002.tif
UL_1010_0003.tif
UL_1010_0004.tif
UL_1010_0005.tif

i
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Figure 3: example transfer package of simple objects.



(v = AM_compound_1000_01

\ v [] metadata

' metadata.csv
\ v [] submissionDocumentation

™ mixed_test.xlsx
\ A test_documentation.docx
v [ objects

\ v [ edited

v (] Abbotsford_Post_April_1_1921
| [l 00362256.TIF
00362257.TIF
00362258.TIF

[l 00362259.TIF
| » (1] Abbotsford_Post_April_2_1915
v [ unedited
\ v (] Abbotsford_Post_April_1_1921
[l 00362256.TIF

00362257.TIF
00362258.TIF
| [ 00362259.TIF

» [ ] Abbotsford_Post_April_2_1915

‘Figure 4: example transfer package of compound objects.
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v B AM_mixed_test

v (] metadata
| metadata.csv
v (] submissionDocumentation
" mixed_test.xlsx
v [ objects
v (] edited
» (] Abbotsford_Post_April_1_1921
» (] Abbotsford_Post_April_2_1915
8 RBSC_ARC_1007_01_001_ed.tif
ks RBSC_ARC_1007_01_002_ed.tif
B RBSC_ARC_1007_01_003_ed.tif
8 RBSC_ARC_1007_01_004_ed.tif
le# RBSC_ARC_1007_01_005_ed.tif
v [ unedited
» (] Abbotsford_Post_April_1_1921
» (] Abbotsford_Post_April_2_1915
RBSC_ARC_1007_01_001.tif
RBSC_ARC_1007_01_002.tif
RBSC_ARC_1007_01_003.tif
RBSC_ARC_1007_01_004.tif
RBSC_ARC_1007_01_005.tif

Figure 5: example transfer package with mix of simple and compound objects.
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Considerations when setting up the transfer directories:

* Proceeding Zeros: directories will not sort correctly in Archivematica
without proceeding zeros in the digital file names (example,
rbsc_arc_1300_01 versus rbsc_arc_1300_1). It is best practice to always use
proceeding zeros. The Renamer application (on the Windows side) can be
used to add zeros or renumber both digital files and directories. Please ask a
supervisor for training and documentation on using Renamer.

* Deep Directory Structure: The file explorer used to start transfers in
Archivematica shows only 50 files for a directory at a time. To bring up more
it is necessary to click “see next 50”. Thus, it is very slow to navigate to the
transfer package you need if it is in a directory of more than 50 items. It is
best to create deeper directory structures to divide directories containing
more than 50 packages.

* Directory Name: Each time you browse the file explorer to start a transfer,
Archivematica collapses the tree—so you will have to navigate through the
same directory structure over and over. To make the explorer more efficient,
temporarily rename your collection’s main directory “1_...” to put it at the top
of the list.



Quality Assurance: Setting up the transfer packages is an opportunity to
quality control the materials. For example, does your metadata file have
exactly the same number of items as you have edited TIFFs or compound
object directories? Familiarize yourself with the collection so that you have a
sense of what SHOULD be there during the transfer.

Keep Notes! When starting the transfer process, you should create a Word
or text file to keep notes. Save the file in the collection’s transfer directory.
Include all the information necessary for other workers to understand what
you are doing and where you are in the process. Be sure to clearly record all
errors you encounter so that they can be figured out and fixed! Because of
the way the Archivematica Dashboard is set up, it is difficult to backtrack to
figure out what was done in previous sessions—so please ensure you are
documenting problems!

Other Options: Archivematica will recognize a few other special types of
directories. However, we do not currently use these directories in the
workflow. For example, an access directory can contain manually created
DIP access copies of the objects. A service directory can be created to hold
edited versions of the masters that are used to create display images. Items
in the access or service directory must exactly match a file name in the objects
directory, although the extension can be different (for example, access
rbsc_arc_1007_01_01.jpg and object rbsc_arc_1007_01_01.tif). This means if
you create a single PDF as an access copy for ten TIFF images, you must place
a copy of the PDF in both the access and objects directory.

Create the metadata CSV

The most important step of the DIP to CDM workflow is creating a metadata file that
Archivematica can correctly parse. This ensures that the information necessary to
understand the scanned images will be preserved and linked to the digital objects.
Each package requires a comma-separated values file (CSV, a plain text format to
store tabular information) containing the metadata for included items.

To create the metadata.csv from scratch, open Microsoft Excel and create a new
spreadsheet. The basic structure is a first column named “Filename” for individual
items or “Parts” for compound objects, followed by the columns of the standard
metadata template, followed by columns for DC mapping. These elements are
described in more detail below:

Filename/Parts: this column will give the relative file path referring to the
digital file (simple objects) or directory (compound object) included in the
transfer package for each metadata record. Since the files will be putin a
directory objects in the transfer package, the values in this field will always
start with “objects/”. For individual items (such as photographs), the digital
file name as it appears in the objects directory will be added (e.g.
“objects/rosetti_bc1903-32-39.tif"). For compound objects (such as books),



the sub-directory that contains all the files for the object will be added (e.g.

“objects/020_British_Columbia_Can”).

_ A | B

.= |Filename | Title

2 |objects/edited/RBSC_ARC_1007_01_001_ed.tif " Head quarter can
3 |objects/edited/RBSC_ARC_1007_01_002_ed.tif  Cater Pillor loggir
4 |objects/edited/RBSC_ARC_1007_01_003_ed.tif Load going to dur
5 |objects/edited/RBSC_ARC_1007_01_004_ed.tif  Caterpillar loggin,
5 |objects/edited/RBSC_ARC_1007_01_005_ed.tif  Caterpillar load o
7

Figure 6: Filename column.

* Metadata template fields: The next columns will match the metadata
template used for the collection, as shown on CDM admin Fields tab. Fill the
fields with the metadata for each simple or compound object. This metadata

will be preserved with the AIP and also used to upload the objects to CDM.

* DC mapping: To help ensure future understandability, it is best practice to
map metadata to a standard schema. Since our template is customized for

use at UBC Digital Collections, the field names do not necessarily correspond
directly to the Dublin Core they are based on. Thus, we copy each relevant

field into a DC mapped column:

o Check the DC mappings for each field in the Metadata Manual and in

the CDM admin Fields tab.

o For every field that has a DC map, create a column named based on

the DC XML naming convention (dropping the < > and replacing the

colon with a period). For example, CDM “Title” is mapped to DC
“Title”, thus add a new column named “dc.title”. More than one CDM
field may be mapped to the same DC field—create separate DC fields

for each (i.e. DC field names can be repeated).

o Each DC map field will be filled with a copy of the metadata from the

related field. Yes, you will repeat everything.

1 Z [ AA AB \ AC Y o —
€ dc.title dcterms.alternative  dc.creator dcterms.created dc.date ai
Iv Head quartel Headquarter's camp, r W.J. Moore f [between 1930 and : 15395
Iv Cater Pillor I¢c Caterpillar logging W.J. Moore f [between 1930 and : 15835
Iv Load going to dump W.J. Moore F [between 1930 and : 1535
Iv Caterpillar logging at Harrison Lake W.J. Moore f [between 1930 and : 15835
Iv Caterpillar lo Caterpillar load of full W.J. Mocre f [between 1930 and : 1535

Figure 7: DC map columns.



o More information about the DC schema can be found at the
namespace http://purl.org/dc/terms, or the DC in XML guidelines
http://dublincore.org/documents/dc-xml-guidelines

Once the metadata is complete, save the file as an XLSX following the naming
convention for the collection (this makes it easier to modify if corrections need to be
made later on). Next, the file must saved to CSV for Archivematica to parse. Click
Save As, choose “Windows Comma separated .CSV”, and name the file metadata.
Please note that Excel also offers Mac CSV and MS_DOS CSV which may NOT
compatible with the Archivematica. Excel will give you a warning that features will
be lost by saving in the new format—click though these warnings to save it. The file
must be named exactly metadata.csv.

Save As: metadata.csv v
Tags:
1 Where: |1 Desktop B E
Format: Windows Comma Separated (.csv) B

Description

Exports the data on the active sheet to a Windows-compatible text file that uses commas to separate
values in cells.

— LAl
DL S |

Learn more about file formats

Options... Compatibility Report... .. Compatibility check recommended
Cancel | (EEEHN

Figure 8: Save As Windows CSV.

Place the metadata.csv into the metadata subdirectory in the transfer package.

v | | metadata
metadata.csv
» | | submissionDocumentation
v | | objects
» | edited
» | unedited

Figure 9: Transfer package structure.



[t is possible to partially automate this process using a template or an OpenRefine
routine. For example, if your collection uses exactly the standard DI metadata
template, and you have the collection metadata as an Excel spreadsheet:

* Copy all columns and paste into the following columns.

* Replace the field names of the copied metadata with the DC map names by
copying them from the file archivematica_metadata_template.xlsx.

* Delete any blank columns in the DC map and columns that are not mapped
(transcript).

* Create the Filename/Parts column using a formula.

If your collection will involve many packages it is best to use OpenRefine, where a
set of JSON commands can be used to automate the transformation.

Archivematica Setup: Processing Configuration

Once the transfer packages are prepared, you will start processing them using
Archivematica. Log into the Archivematica Dashboard for the pipeline you are
working on by navigating to the URL on Chrome or Firefox (do not use Safari or IE).
The Dashboard behaves slightly different on Chrome and Firefox, so try both and
decide which works best for you.

Always click on the Administration tab and check the Processing Configuration
settings before starting work.

Processing Configuration options are used to automate the decision points during
Archivematica processing when the same actions will be repeated for every
package. If none of the options are checked, the Dashboard will ask for input about
each step on the Transfer and Ingest tabs. Each decision point can be automated by
checking the option in Processing Configuration and selecting the desired input
from the drop down menu. If you make any changes to the settings be sure to click
“Save”.

Please note that anyone working on the same pipeline will be using the same
processing resources and settings. If you change the settings it will be in effect for
everyone on the pipeline.

Ensure that the automated settings match the needs of the current project, allowing
some stops for QC if necessary, but also not wasting time with decision points that
will always be the same. If things are running smoothly, all the steps can be
automated.

For example, look at the screenshot below and the table explaining the options:



archivematica Transfer Ingest' Archival storage  Preservation planning Access | Administration | evanwill

| Processing configuration ] Processing configuration

General
@ Send transfer to quarantine =
Failures @ g No J
Transfer source locations -
Approve normalization Yes j
AIP storage locations
AtoM DIP upload Store AIP Yes LI
CONTENTdm DIP upload
Archivists Toolkit DIP Transcribe files (OCR) No j
upload
PREMIS agent Generate transfer structure report No j
REST API
Users ~I Remove from quarantine after days
Version
Create SIP(s) Create single SIP and continue pj
Extract packages Yes j
Normalize Normalize for access j
Reminder: add metadata if desired Continue LI
Examine contents Skip examine contents LI
Select file format identification command (Transfer) Fido version 1 PUID runs [dent‘fyj
Select file format identification command (Ingest) Use existing data j
Select file format identification command (Submission documentation & Fido version 1 PUID runs ldentwfyj
metadata)
Delete packages after extraction Yes j
Select compression algorithm 7z using bzip2 j
Select compression level 5 - normal compression mode j
Store AIP location contentDM AIP Storage j
| Store DIP location —-Actions-- LI
Save
Figure 10: Processing configuration.
Processing Configuration Typical setting Notes
Option
Send transfer to quarantine No Since we are creating the files in
house, quarantine is unnecessary.




Approve normalization

Yes

This decision point allows you to
review the results of the
normalization process. If things are
running smoothly this step can be
automated (Yes). However, itis a
good stop point to leave if you are
trouble shooting (unchecked).

Store AIP

Yes

You may want to turn off this option
if you are testing.

Transcribe files (OCR)

No

This option can create a text
transcript of image files. We do not
use it.

Generate transfer structure
report

No

This option creates a record of the
contents and organization of the
transferred directories. It is relevant
to born-digital archival collections to
preserve the original order before
preservation steps take place.

Remove from quarantine after

(unchecked)

Since we do not use quarantine this
option is unnecessary.

Create SIP(s)

Create single SIP and
continue processing

After processing completes on the
Transfer tab, the package can be
send directly to Ingest or to a
backlog. We do not use the backlog
function.

Extract packages

No

If your package contains zip files,
Archivematica can extract the
contents for processing. We do not
have zip packages, so the decision is
irrelevant.

Normalize

Normalize for Access

Normalization is the process of
creating preservation and access
derivatives of the original files. The
workflow described in this
document uses “Normalize for
access” because we want
Archivematica to create a DIP with
metadata for CDM.




Reminder: add metadata if
desired

Continue

Package metadata can be added in
the Dashboard. We do not typically
use this option.

Examine contents

Skip examine contents

This option relates to Extract
packages, allowing you to inspect
the contents. We don’t use it.

Select file format identification
command (Transfer)

Fido version 1

Fido is an application that examines
the signatures of the digital files to
determine their type. This
information is essential for digital
preservation.

Select file format identification
command (Ingest)

Use existing data

Format identification can be run a
second time during ingest, which is
only necessary if zipped contents
were extracted.

Select file format identification
command (Submission
documentation & metadata)

Fido version 1

Delete packages after Yes Related to the Extract packages
extraction option.
Select compression algorithm 7z using bzip2 We use the default option.

Select compression level

5 - normal compression
mode

We use the default option.

Store AIP location

Production aip store

Each pipeline has one AIP storage
location.

Store DIP location

(unchecked)

DIPs can be stored in a separate
server for systems not integrated
with Archivematica. We do not use
this option.




Archivematica Processing

After checking the Processing Configuration, you are ready to start transferring
packages to the system. This section describes the step-by-step process:

1. Transfer

Navigate to the Transfer tab. Transfers are initiated using the bar at the top of the
page. Fill in the form using these parameters:

* Type: Standard

* Transfer name: the identifier number of the package, most likely the same
as the name of the transfer directory (e.g. rbsc_arc_1300_2_34). [ suggest
keeping a notepad with the collection identifier to cut & paste from, to
minimize the possibility of typing errors as you repeatedly enter the ID to
name the transfers.

* Accession no.: [empty]. We do not typically use accession number in this
workflow. However, accession number should be used when sending SIPs a
“backlog” or creating AICs. This makes it easier to search for a collection of
packages during Ingest. In general it would be the collection’s number (e.g.
rbsc_arc_1300).

* Drop down (transfer source): Select the current location of the transfer
packages from the drop down menu.

After filling in the parameters, click Browse. This opens a file explorer to the chosen
storage drive. Navigate to the directory of the transfer package and click “add”.
Folders may take a long time to load, particularly on drives with a lot of files, as
Archivematica is counting the number of items in every folder on the drive. Click
the arrow next to the folder icon for the drive so that it is pointed down. Wait for 5-
10 minutes (depending on the size of the drive) and then click the folder icon. Do the
same for each level in the directory if files do not appear immediately.



Select a directory

-

2eq

Cancel

The file path and name of the directory you added will appear below the transfer
name—double check to ensure you have added the correct file!

a I‘Chivematica Transfer Ingest Archival storage Preservation planning Access Administration  evanwill ~

Standard | § | rbsc_arc_1300_9_07 rbsc_arc_13( _: Browse
R

Transfer uuib Transfer start time

© rbsc_arc_1300_9_06 ffc45d6f-e09f-481b-86f4-af83a00ecdd2  2014-02-25 13:45 20

Figure 11: Transfer set up and ready to start.

If everything looks good, click Start Transfer. This begins uploading the digital files
to the processing server. Depending on the size of the package, this can take a few
seconds to several hours. The Dashboard will be unresponsive during the transfer.
When using Chrome, you may receive a “page unresponsive” warning from the
browser—click “wait” and wait...

Once the upload is complete, the package will appear on the Dashboard list. The
package will be at a decision point asking for you to “approve” transfer. This step
can not be automated. Ensure the package is named correctly. If all is good, choose
yes from the drop down menul!



a rChiVematica Transfer ' Ingest  Archival storage Preservation planning Access Administration = evanwill ~ Connected *

Transfer uuID Transfer start time

& rbsc_1300_9_07 ca777883-73ed-428d-9fe5-63aad£3991bd 2015-04-24 14:20 =2
» Micro-service: Approve transfer

Job: Approve standard transfer Awaiting decision % | Actions L]

Figure 12: Approve transfer decision point.

As the packages move through processing, the micro-service steps will appear. In
this basic workflow, all the Transfer steps will be automated by the settings in the
Processing Configuration.

The active micro-service job is highlighted in gold. If the step is successful, the job
will be highlighted in green. If there is an error, the highlight is red.

Each package on the list will have an icon next to its name on the left. A bell means
it is stopped and waiting for a decision. Refresh arrows means it is currently
processing. A green check means it is completed with no errors. A circle with blue
square inside means the package was rejected at some point and processing was
stopped permanently. Any errors or failed services should show up highlighted in
red, or ared X icon.

% tbsc_1300_9_07 ae2135ed-£72a-4e68-a73d-6b5fdfe2162d 2015-04-24 14:29 =@
» Micro-service: |dentify file format
Job: Identify file format Executing command(s)

Job: Determine which files to identify Completed successfully

| 0|

Job: Select file format identification command Completed successfully
Job: Move to select file ID tool Completed successfully
» Micro-service: Clean up names

Ll

» Micro-service: Generate transfer structure report

» Micro-service: Scan for viruses
Job: Scan for viruses Completed successfully 5]
Job: Move to processing directory Completed successfully sey

» Micro-service: Quarantine

» Micro-service: Generate METS.xml document

» Micro-service: Verify transfer checksums

» Micro-service: Reformat metadata files

» Micro-service: Assign file UUIDs and checksums

» Micro-service: Include default Transfer processingMCP.xml

» Micro-service: Rename with transfer UUID

» Micro-service: Verify transfer compliance

» Micro-service: Approve transfer

Job: Approve standard transfer Completed successfully ]
Figure 13: Package being processed.
When the Transfer processes are done, a SIP will appear on the Ingest tab.

Note: Artefactual suggests we work on one package at a time, waiting for the
full processing to complete. More than one can be started, but care must be



taken to not exceed the limits of the processing space. Transfers take about
three times as much space to process as the total package size

2. Ingest and Normalization

Ingest moves the package through the process of Normalization, creating DIPs for
access and AlIPs for archival storage. The package you sent through the Transfer
process should now appear as SIPs on the Ingest list, and will automatically start
processing. If you follow the configuration settings for this workflow given above,
you will be normalizing for access and this stage will be automated except Upload
DIP.

However, if it is necessary to trouble shoot issues with the collection (i.e. you are
getting errors), it is best to turn off some decisions in the Processing Configuration.
In particular, it may be helpful to manually complete Approve normalization. This
stop is a good point to check the files in the package to ensure that there are no
anomalies using the Normalization Report or Review:
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Keyword
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evanwill
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Job: Approve normalization (review) [?] VAwailing decision : %% [ [ Actions | 4]
Job: Move to approve normalization directory ] Completed successfully !
Job: Remove files without linking information (failed normalization artifacts etc.) Completed successfully

Job:

Set file permissions

Completed successfully

Job: Normalize for preservation Completed successfully
Job: Normalize for thumbnails Completed successfully
Job: Create thumbnails directory Completed successfully
Job: Move to processing directory Completed successfully

Job:

Set file permissions

Completed successfully

Job: Normalize [?] Completed successfully
Job: Resume after normalization file identification tool selected. Completed successfully
Job: Identify file format Completed successfully
Job: Select pre-normalize file format identification command Completed successfully

Job:

Move to select file ID tool

Completed successfully

Job:
Job:

Set resume link after tool selected.

Find options to normalize as

Completed successfully
Completed successfully

Job: Move to workFlowDecisions-createDip directory Completed successfully
Job: Grant normalization options for pre-existing DIP Completed successfully
Job: Set remove preservation normalized files to renormalize link. Completed successfully
Job: Check for Access directory Completed successfully

Job:
Job:

Check for Service directory

Identify manually normalized files

» Micro-service: Clean up names

» Micro-service: Remove cache files

» Micro-service: Include default SIP processingMCP.xml

» Micro-service: Rename SIP directory with SIP UUID

» Micro-service: Verify transfer compliance

» Micro-service: Verify SIP compliance

© rbsc_arc_1300_9_06

Figure 14: Approve normalization stop.

Normalization Report:

o On the right side of the “Job: Approve normalization” entry, click the

5d2db18b-702f-42a3-a507-bcb5409a5d09

Completed successfully
Completed successfully

2014-02-25 13:46

CoaLegEghegpegpegegreggegieg e ghegregpeggreapeghgreggs:

[E1C)

notepad icon near the action drop down menu. This will open the
Normalization Report in a new window. Any problems will be

highlighted in red and brought to the top of the list. Corrupted or zero
byte files will probably cause an error that will be flagged. If there are

more than ten digital files in the package, you will need to click
“next/previous” to review them all.

o After checking the report, close the window to go back to the Ingest

page. If there is no error, approve. If there is an error reject the

package—you will need to restart the transfer process (after fixing

the issues in the transfer files).



archivematica Transfer iwl‘ Archival storage  Preservation planning Access Administration =~ evanwill ~

File Preservation Already in Aooess( A Access. )

A - preservation
format attempted failed format attempted failed

Preser\{at»x?n Already in

File name access format

rbsc_arc_1300_9_7_004_002.tif TIFF No No Yes Yes No No
rbsc_arc_1300_9_7_002_002.tif TIFF No No Yes Yes No No
rbsc_arc_1300_9_7_001_004.tif TIFF No No Yes Yes No No
rbsc_arc_1300_9_7_002_001.tif TIFF No No Yes Yes No No
rbsc_arc_1300_9_7_001_001.tif TIFF No No Yes Yes No No
rbsc_arc_1300_9_7_003_003.tif TIFF No No Yes Yes No No
rbsc_arc_1300_9_7_003_002.tif TIFF No No Yes Yes No No

cts/aSfa2e0a-99fa-4dab-92ea- Acrobat No No No No No Yes
c056524fd66e-rbsc_arc_1300_9_7.pdf PDF 1.6

rbsc_arc_1300_9_7_001_003.tif TIFF No No Yes Yes No No

rbsc_arc_1300_9_7.pdf Acrobat No No No Yes No Yes
PDF 1.6

Showing 1-10 of 14 Next

Figure 15: Normalization report.

* Review:

o Click on “review” near “Job: Approve normalization” if you want to
more closely inspect the contents of the package. However, Review
does not highlight errors, it simply allows you to explore the
approveNormalization directory of the pipeline. In most cases review
is unnecessary.

*  What to look for:

o Check over the file names to ensure that everything in the package is
correct. For example, check that the SIP for rbsc_arc_1300_2_36 has
TIFs and PDFs with rbsc_arc_1300_2_36 file names. Occasionally
incorrect files can be inserted when creating the transfer package
directories.

o Ensure that the correct number and types of files are present. If the
correct number of files is not present, there is likely an error in the
transfer directory.

3. Upload DIP

The Upload DIP micro-service allows you to enter parameters for sending DIPs to
access systems. The decision points cannot be automated at this time. DIP upload
to CDM has a series of stop points where you will have to make a selection from the
drop down menus:

* Upload DIP: choose “upload DIP to CONTENTdm"”
Once you have entered choices for the DIP micro-service decision points, processing

in Archivematica will go on to completion. However, you will have to complete
further steps outside of Archivematica to upload the objects to CDM.



NOTE: The microservice “Upload DIP” will process before the “Prepare AIP” and
“Store AIP” microservices; however, it is best to wait for these microservices before
proceeding to “Upload DIP” in case any errors occur in the AIP.

4. Complete Upload to CDM

To efficiently upload the batch of images to CDM, Archivematica provides a tab
delimited text file named simple.txt or compound.txt. This file will contain the
descriptive metadata provided in the metadata.csv, plus the UUIDs for the AIP and
file in preservation storage. It is structured for batch uploading to the CDM Project
Client.

First, you will need to download the TXT file from Archivematica which can be done
by two methods:

* Option one: DIP Review on the Dashboard.

o Inthe Upload DIP service, Job: Move to the uploadedDIPs directory click
on “(review)”. This opens a new window with a file explore for the
directory “uploadedDIPs”. Click on the directory to browse to
uploadedDIPs and find the package you have processed.

{3 test_07_03-e3c6a16e-52c8-4c4b-bed3-7966e295df4b

METS.e3c6a16e-52c8-4c4b-bed3-7966e295df4b.xml

v objects
15ae60e3-33a1-43e1-8ec0-adfc5517ad5a-RBSC_ARC_1007_01_003_ed.jpg
66f058ce-2dbc-46a8-bbbe-a058773af14f-RBSC_ARC_1007_01_002_ed.jpg
87ad1b7f-6930-4a56-83ff-74c5b91fd49e-RBSC_ARC_1007_01_003.jpg
29492a74-a562-4cf9-ada1-a349d20159cc-RBSC_ARC_1007_01_001_ed.jpg
71710cdc-0e61-43f3-b6ff-d5{62561c83c-RBSC_ARC_1007_01_004.jpg
10027835-56b7-486f-a701-a2d521d48caa-RBSC_ARC_1007_01_005.jpg
abad8bb3-9baa-43d7-bb1b-c44bdfe62e8a-RBSC_ARC_1007_01_002.jpg
a24eab7a-cd2e-4f3b-952e-ce1f1821e3c2-RBSC_ARC_1007_01_004_ed.jpg
b573e076-3234-4444-95c8-e5c6e6c8e8ef-RBSC_ARC_1007_01_001.jpg
¢72199bf-4a54-49¢2-955e-f9307823abcf-RBSC_ARC_1007_01_005_ed.jpg
simple.txt

processingMCP.xml

»(1 thumbnails

Figure 16: Navigate to the DIP using the Dashboard review.



o There will be a file “compound.txt” for compound objects or
“simple.txt” for simple objects located in the “objects” folder of the
DIP. Click on the name which will open the text in a new tab. In the
new tab, right click and choose “save as”. Change the name to
something meaningful and add the extension .txt, for example
“simple_anderson.txt”, and click save.

B ——— wE $ A

title alternative_title creator contributors date_created sort_date description extent
subject subject_geographic personal names genre type format language notes

access_identifier digital_identifier is_part_of source date_available publisher_digital

rights catalogue_record AIP UUID file UUID Filename

Caterpillar load of full lenghts trees going to Hicks lake dumpig place Caterpillar load of full length trees
going to Hicks lake dumping place W.J. Moore Photo Co. [between 1930 and 1939?]

1939 1 photograph : black and white ; 20 x 25 cm Lumber industry ; Forestry ; Machinery ;
Transportation Hicks Lake (B.C.) ; Harrison Lake (B.C.) Photographs Still Image

image/Jjpeg Photograph was part of an album depicting logging in the Harrison Lake region.
RBSC_ARC_1007_01_005 Peter Anderson fonds Original Format: University of British Columbia. Library.
Rare Books and Special Collections. Peter Anderson fonds. RBSC_ARC_1007_01_5 Vancouver : University of
British Columbia Library These images are provided for research and reference use only. Written permission
to publish, copy or otherwise use these images must be obtained from Rare Books and Special Collections:
http://www.library.ubc.ca/spcoll/ http://resolve.library.ubc.ca/cgi-bin/catsearch?bid=3157097 16b2499%e-
686f-4612-8a08-17cBad9a0883 1£005ed2-4029-4160-b3dc-cab5b57b3827 RBSC_ARC_1007_01_005_ed.tif

Head quarter camp, machine shop, and booming ground at Harrison Lake, B.C. Headquarter's camp, machine shop,
and booming ground at Harrison Lake, B.C. W.J. Moore Photo Co. [between 1930 and 1939?)

1939 1 view on 2 photographs : black and white ; 20 x 46 cm Camps ; Forestry ; Lumber industry ;
Railroads Harrison Lake (B.C.) Pt it Feee e

Photographs were part of album depicting lc Save As form one

view. RBSC_ARC_1007_01_001 Pet itish Columbia.
Library. Rare Books and Special Collectior Vancouver
: University of British Columbia Library Save As: | testmetadata.tx{ v nce use only.
Written permission to publish, copy or othe s and Special
Collections: http://www.library.ubc.ca/spec Tags: id=3157097
16b2499e-686£-4612-8a08-17cBad9a0883 364 - 001 _ed.tif

Load going to dump W.J. Moore Where: [ Downloads 9 939 1
photograph : black and white ; 20 x 25 cm — arrison Lake
(B.C.) Photographs Still Image album depicting
logging in the Harrison Lake region. RBE . . | A riginal Format:
University of British Columbia. Library. Ré Format: | Plain Text Document B s.
RBSC_ARC_1007_01_3 Vancouver ! ges are provided
for research and reference use only. Writte LU mages must be
obtained from Rare Books and Special Collec Cancel m
http://resolve.library.ubc.ca/cgi-bin/catse: uBB3
717cal71-6680-4£07-9c75-£4£3ca77cd34 RBSC_ARC_1007_01_003_ed.tif

Caterpillar logging at Harrison Lake W.J. Moore Photo Co. [between 1930 and 1939?)

1939 1 photograph : black and white ; 20 x 25 cm Lumber industry ; Forestry ; Machinery ;
Transportation Harrison Lake (B.C.) Photographs Still Image image/jpeg Photograph
was part of an album depicting logging in the Harrison Lake region. RBSC_ARC_1007_01_004 Peter
Anderson fonds Original Format: University of British Columbia. Library. Rare Books and Special Collections.
Peter Anderson fonds. RBSC_ARC_1007_01_4 Vancouver : University of British Columbia Library

These images are provided for research and reference use only. Written permission to publish, copy or otherwise
use these images must be obtained from Rare Books and Special Collections: http://www.library.ubc.ca/spcoll/

http://resolve.library.ubc.ca/cgi-bin/catsearch?bid=3157097 16b2499e-686£-4612-8a08-17c8ad9a0B8B3 331fb6as5-
£79b-40b1-8e0£-2dB8916aBefIc RBSC_ARC_1007_01_004_ed.tif

Cater Pillor logging Caterpillar logging W.J. Moore Photo Co. [between 1930 and 1939?)

1939 1 photograph : black and white ; 20 x 25 cm Lumber industry ; Forestry ; Machinery ; Trees
Harrison Lake (B.C.) Photographs Still Image image/jpeg Photograph was part of an

Figure 17: Save the TXT from the browser.

o Finding the new DIP may be complicated if many packages have been
processed as the file explorer is very rudimentary. If you have only a
couple DIPs to work on, this option may be simplest. However, it is
cumbersome, so when working with more than one package, it is
better to use option two.

* Option two: Cyberduck SFTP.
o Start Cyberduck and connect to DIP storage



o Navigate to the DIP you have processed (the name will be the transfer
package name plus a long string of characters that is the UUID). Right
click on the name and download the DIP to your computer. The
simple.txt/compound.txt file can be found in the “objects” folder.

o Each time you finish processing another package, simply refresh the
directory, and download the simple/compound.txt.

s e - - - Unregistered
8 B+DB _ N

Open Connection Quick Connect Action  Refresh Disconnect
o) - | - B«
Filename ~ Size Modified
> test-mix-873587f0-5daa-4f9b-9f57-a76d3d6afddS -- 3/13/15, 10:59 AM
v [ test_07_03-e3c6al6e-52c8-4c4b-bed3-7966e295df4b -- 7/3/15, 10:02 AM
METS.e3c6a16e-52c8-4cdb-bed3-7966e295df4b.xml 410.5 KB 7/3/15, 10:02 AM
v objects -- 7/3/15, 10:14 AM
"% 15ae60e3-33a1-43e1-8ec0-adfc...BSC_ARC_1007_01_003_ed.jpg 3.5 MB 7/3/15, 10:01 AM
"% 66f058ce-2dbc-46a8-bbbe-a05...BSC_ARC_1007_01_002_ed.jpg 2.8 MB 7/3/15, 10:01 AM
"% 87ad1b7f-6930-4a56-83ff-74c5...9e-RBSC_ARC_1007_01_003.jpg 3.0 MB 7/3/15, 10:01 AM
"% 29492a74-a562-4cf9-ada1-a349...BSC_ARC_1007_01_001_ed.jpg 4.9 MB 7/3/15, 10:01 AM
"% 71710cdc-0e61-43f3-b6ff-d5f62...c-RBSC_ARC_1007_01_004.jpg 3.5 MB 7/3/15, 10:01 AM
"= 10027835-56b7-4861-a701-a2d...aa-RBSC_ARC_1007_01_005.jpg 2.3 MB 7/3/15, 10:01 AM
"% 26ad8bb3-9baa-43d7-bb1b-c44...a-RBSC_ARC_1007_01_002.jpg 2.3 MB 7/3/15, 10:01 AM
"% a24ea57a-cd2e-4f3b-952e-ce1f...BSC_ARC_1007_01_004_ed.jpg 4.1 MB 7/3/15, 10:01 AM
"% b573e076-3234-4444-95c8-e5¢...ef-RBSC_ARC_1007_01_001.jpg 8.0 MB 7/3/15, 10:01 AM
" C72199bf-4a54-49¢2-955e-1930...BSC_ARC_1007_01_005_ed.jpg 2.7 MB 7/3/15, 10:01 AM
| simple.txt 5.3 KB 7/3/15, 10:14 AM
processingMCP.xml 3.1 KB 7/3/15, 10:02 AM
> thumbnails -- 7/3/15, 10:02 AM
> test_07_24-a5f19185-cb77-4a26-aadd-eb8d8147e06a -- 7/24/15, 9:57 AM
> test_dcterms-498f4654-c686-4715-b59f-510b6abbacf1 -- 8/7/15, 1:15 PM
> test2_07_03-c08e5104-4048-43f3-aB4e-ab52c6bac22b -- 7/3/15, 10:46 AM
> test02-26--3-977bb1d2-2fcd-40cc-abdb-a5¢ca03797fec -- 2/26/15, 3:33 PM
> test02-26-489f71d8-c44c-4b00-9442-445¢c0ab702ed -- 2/26/15, 1:17 PM
> test02-27_02_service-52d40775-d387-4217-8ba6-e4432017c2f0 -- 2/27/15, 12:58 PM
> test1234-6078¢7¢7-9063-4ddc-9168-75927aed074f -- 5/11/15, 12:45 PM
> test5678-16b2499e-6861-4612-8a08-17cB8ad9a0883 -- 5/11/15, 3:59 PM
> UL_1000-b1141051-b552-4296-8a06-a834e3538acf -- 5/20/15, 10:37 PM
> UL_1000-c6d59426-a47c-416b-a18f-0bdalfS5ecd4s -- 5/20/15, 5:58 PM
> UL_1001-c939%ee5e-6dB89-4176-8413-8d72370ba099 -- 5/3/15, 10:19 AM
> UL_1002-62d107c3-5e3f-40bf-30c4-b417a1a15017 -- 5/1/15, 1:52 PM
119 Files

Figure 18: Cyberduck directory.

Once you have the TXT, go to the windows side, start the CDM Project Client, and
open a project for the collection. You should always click “Edit Project Settings” to
check the settings for images, PDF, and OCR. Ensure these options match the
requirements for the collection and that there is enough pages remaining if OCR is
being used (see CDM documentation for more information).

Depending on the material you are uploading, there are three possible methods:
Simple objects, compound objects, or compound objects with page-level metadata.

Add the DIP items using “Add Compound Objects” (for compound objects) or “Add
Multiple Items” (for simple objects) option, found on “common tasks” menu on the
left side of the client.



£ Home | @, Find in Collection £L benchmark-book |
Find & Replace Spell Check | Replaceltems More Actions... ~

Select All | Clear All | % Upload for Approval | Openin Tab | Delete

Alternate

Title Title

‘ Thumbnail

£ benchmark-book

Figure 19: CDM common tasks.

o Simple objects: Add Multiple Items
= (licking Add Multiple Items brings up the multiple items
window. Choose “Import using a tab-delimited text file”, and
browse to the simple.txt file you downloaded from
Archivematica/Cyberduck. Click next.



Choose your import method

" Import from a directory

Directory name: l Browse

& Import using a tab-delimited text file

File name: IZ:\Users\evanwill\Desktop\test-maps-02-02-20ef4cOa-4376-456€ Browse

If you are importing files using a tab-delimited text file: The first record should contain the field
names you are importing. One field in each subsequent record must contain the file name of the
item that you are importing. All images specified in the tab-delimited file must exist in a separate
directory.

Figure 20: Add multiple items using tab-delimited TXT.

* On the next window, choose “Import files from a directory” and
browse to the original transfer directory on our network
storage. Click next.

= Choose Yes to generate display images, and click next.

= Check the field mappings to ensure they are correct (they
should be fine). Filename should be mapped to Object File
Name. Click next.

= (lick Add items. CDM will process the items and generate a
report. If you get any error messages, figure out what went
wrong (usually an issue with the file names). Your items are
now added to the client.

o Add Compound Objects:
= (licking on Add Compound Objects brings up the compound
objects window. On the “Add using” drop down menu, select
“Object List” and then click on “Add”. [if you send only one
compound object in a package Archivematica generates a
different type of TXT with all the file names listed—then object



list method does not work, and you will have to use the wizard
instead, pointing to the TXT for the metatdata and the scans
directory for the images. |

= This opens the Object List window. For compound object type,
select Document. For the Object List file name, browse to the
compound.txt you downloaded. For the Scans directory,

browse to the original transfer directory. Then click next.
A T W

= The next window asks for the field that contains the names of
the compound object directories. Use the drop down to select
“directory name”. Then click next.

= Choose Yes to generate display images, and click next

* On the next window, choose the options appropriate to the
collection. Generally, for Specify page names, we will choose
“Label pages using sequence” (name: page, begin with: 1). If
the items need OCR select “Generate transcripts using OCR”,
otherwise select “No transcripts”. If the object is a text, the

option “Create print PDF” should usually be checked. Finally,
click next.

Ir
Add Multiple Compound Objects

Import Objects | Map Fields |

Add using [object List = Help me choose.. ..
l o — N —— | —

N e

Use Object List import if you have compound objects to import with one text file that lists all the
compound objects. Page-level metadata cannot be entered with this method.

~What type of compound object would you like to create?

@ Document. Document with no hierarchy.

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

€ Picture Cube. Object with six views, such as statues or buildings.

" Postcard. Object with two sides, such as a postcard or baseball card.

~Object List
Select the tab-delimited text file and the directory name where the files reside.

File name: IZ:\Users\evanwiIl\Desktop\e’(he[-johns-test-fc746501-67b8-4b64-b Browse |

Scans directory: IZ:\Users\evanwiIl\Desktop\ethe[-johns-test—fc746501—67b8-4b64-b Browse I

For more information about creating Object Lists, click Help. _

Delete

Finish Close

Help I < Back I

Figure 21: Object list.



| | | | | | |

Object List - Page Information

—Specify page names

" Use file names as titles

™ Ignore information before underscore, Example: 001_Pagel becomes Pagel

% Label pages using sequence

Name: Ipage Begin with: Il

" Label pages using tab-delimited text file

—Transcript

@ Import transcript files from a directory

Directory name: Browse I

" Generate transcripts using OCR

" No transcripts

—PDF
[V Create print PDF

Figure 22: Compound object options.

* On the next window, click finish. A summary report will
appear. If there are any errors you will have to delete the
object(s) and try again. After closing the report you will be
returned to the Add Multiple Compound Objects window.



Import Objects | Map Fields |

Add using ICompound Object Wizard ;] Add | Help me choose.. ..

y Compound Directory =
e Object Type Structure ObrEct Metadata

Compound Full
Object Item Type Resolution
Metadata Record

Compound Page

WDocument ~ 4 ZA\Users\ 1 Object ~ r

Fish, F.J.,, April 28, ... | Document j v Z:\Users\ 2 Object r

*

El r =

»

Delete I

Finish I Close

Figure 23: Compound object wizard.

Click on the Map Fields tab and ensure that the metadata fields
are correctly mapped to the CDM collection fields. Use the
drop down options to correct the mapping (please note:
occasionally this step does not work at first. If you cannot
change the drop downs, close the Compound Objects window,
then reopen it. Your objects will still be there, but you should
be able to change the field mapping now.). The field “Directory
name” should be set to None.



Import Objects  Map Fields |

oo I

Imported Fields
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Alternative Title

Creator

Contributors
Publisher - Original
Date Created

Collection Fields
Title

Alternative Title
» Creator
. Contributors
. Publisher - Original
v Date Created

Date Issued

Date Issued

Sort Date

Sort Date

Description

Description

Extent

Extent

Subject

Subject

Subject - Geographic
Personal Names
Genre

Type

Format

Subject - Geographic
» Personal Names
. Genre
. Type

Format

Language

Language
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Access Identifier
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Digital Identifier
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Encoding

Figure 24: Mapping the fields.

If everything is correct, click Finish. CDM will now complete
the processing (creating display images, PDFs, and OCR) which
may take a long time if you are adding many files. Your items
are now added to the client.

o Add Compound Objects with item level metadata:

You will need to edit the “simple.txt” file from the DIP prior to
upload to CONTENTdm
Open the “simple.txt” file with Excel ON WINDOWS SIDE!
In order to gather the simple objects into a compound object
you will need to insert a row before the first record and
populate it with the metadata for the object.
The first record should contain the file name of the compound
object that you are importing.

* For example, one Langmann album (UL_1001)
One field in each subsequent record must contain the file name
of the item you are importing.

* For example, file names for each image in the album

(UL_1001_0001, etc.)

The filename field for the compound object will be blank but
for subsequent rows (the items’ metadata) should contain the
file names from the service directory.
You will need to manually change the files names since
Archivematica populates that field with the file names from the



DIP. Currently the images in the DIP are generated from the
objects directory (unedited tifs) and we want to upload images
from the service directory (edited tifs)

= Once you have finished edited the “simple.txt” you are ready to
upload to CONTENTdm

= In the Project client, open your project or create a new project
for your upload

= (lick on “Add Compound Objects” and select Add using
“Compound Object Wizard” from the drop down menu and
click “Add”.

= Select “Document. Document with no hierarchy.”

= Select “Yes” for “Are the compound object structure and
metadata defined by a tab-delimited text file?”

= Browse to the “simple.txt” file

= Select “Import files from a directory and browse to the
“service” directory for your upload

= Choose Yes to generate display images, and click Next

= Select Label pages using tab-delimited text file

= Select No transcripts

= Uncheck Create print PDF

= Review the Summary of settings for import and click Finish
and then Click Close

= Select your object from the list and click Finish to start the
Import

Once the items are added to the client, check over the metadata to ensure its
accuracy. When everything is ready, click Select All and Upload for Approval.

After completing the CDM upload, you may need to log on to CDM admin to approve
the added items and index the collection, although in some cases this will be done by
an supervisor or other staff member.

* Before approving/indexing find the Conch picture on the magnet—only one
person at DI should be approving/indexing at any time.

* Select the collection from the drop down menu and click change.

* (lick on the Items tab and approve. You should find the newly added items
in the approval queue.

* (Click approve all, go.

* (lick on Index and index now.

5. Dashboard Clean Up

The transfer and ingest tabs build up a list of everything you have processed. The
Dashboard does not automatically clear itself. If the lists get too long it will



significantly slow performance and responsiveness of the page. Thus, it is necessary
to clean the list manually by individually removing each completed package on the
Transfer and Ingest tabs. This should be done as you work to keep the list small.
Ensure that the package has completed processing successfully before removing.
Keep any packages with errors so that we can refer to them when sorting out the
issues.

To clean the lists:

» Click on the red circle on the right side of a package listing.

* A pop up comes up, click on Confirm to remove the listing.

* Note: removing the package from the list does not delete the package from
the server or stop processing. It only clears the list on the Dashboard.

Issues and Troubleshooting

In general, if errors happen at any point or you reject the package, you will need to
completely redo the transfer process—there is no Archivematica back button! Be
sure to document any problems so that they can be fixed.

Before re-doing the transfer, remove the AIP if it was completed.

* Delete the AIP: Using the Archival Storage tab, find the AIP with an error
and click on the red delete icon on the right. Archivematica will ask for a
reason for deletion, please enter a short description. The deletion request
will be approved by a supervisor.

archivematica. Tenser ingest? Amhivalstorage | Presenvation planning Access Administraion  evanwill -

j Keyword j Search archival storage|  Show files? Show AICs?

Add New

Browse archival storage

AP o Size . uup Date stored . Status Pointer File
test-03-10 684.82MB  eldél 2015-03-10 11:24 Deletion requested Pointer File (€]
rbsc_arc_1135_25_11 177.72MB 2015-03-11 13:01 Deletion requested Pointer File @
rbsc_arc_1135_26_1 9.72MB 7c875870 2015-03-13 10:03 Stored Pointer File @

rbsc_arc_1135_26_2 48184 MB  e287e 2015-03-13 10:27 Stored Pointer File e

rbsc_arc_1135_26_3 106544 MB ¢ 2015-03-13 11:14 Stored Pointer File @

rbsc_arc_1135_26_4 119751 MB  73c3db91-ed0£-4c18-89b4-£29727996265 2015-03-13 12:08 Stored Pointer File e

* Fix DIP metadata: If you used the DIP TXT to upload a batch of files to CDM
before the AIP failed, you will need to ensure the metadata is updated when
you have a successful AIP. In some cases it may be easier to delete the access
images on CDM and re-upload the DIP in the Project Client. In other cases, it
will be more efficient to simply update the AIP UUID and File UUID fields
with information from the successful AIP.



Common issues:

* Package Misnamed: typing error when starting the transfer. If a misnamed
package completes processing, it results in a misnamed AIP which will
prevent or confuse proper retrieval. If you catch this error at any point,
reject the package. If it completes processing before you catch the error,
document the incorrect name and transfer time. Delete the incorrectly
named AIP. Re-do the whole transfer process with the correct name.

* Index failures: packages are indexed by ElasticSearch during several micro-
services. Occasionally ElasticSearch has issues, causing fails during indexing
jobs (in Complete transfer, Prepare AIP, Store AIP). The service needs to be
restarted, which requires an IT ticket. Packages with index failures should be
redone.

* Characterize and extract metadata failed: the Job characterize and extract
metadata is highlighted red, meaning one of the files in the package failed in
some way. Click on the cog icon to view the error report. If the report
contains only a few entries, it may be possible to identify the specific
problem files by clicking on “show arguments.” You may encounter files that
were corrupted at some point, and appear as zero-byte files on the servers.
You will need to track down a different version of the corrupted file to fix the
issue. However, sometime these errors are caused by the tools used by the
micro-service needing to be restarted. You will know this is the case when
the same error occurs multiple times with different packages, and the error
report shows all files in the package as errors. This issue requires an IT
ticket.

e Validation failed: the Job Validate formats shows failed. Click on the cog
icon to view the report. Occasionally this fail is caused by the tool JHOVE
needing to be restarted (requires an IT ticket). Otherwise, the solutions are
the same as Charactize and extract metadata issues.

* Wrong file path in metadata.csv: If the file path given in the filename/parts
column of the metadata.csv has errors, it will generate errors in several Jobs.
Carefully check over the metadata.csv against the original file names to locate
the issue.



