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800-843-8482 x2891 

}Focus on CONTENTdm aspects needed by LHDRP: 
ƁCONTENTdm workflow 

ƁUploading single objects 

ƁUploading multiple objects 

ƁUsing tab-delimited text file 

ƁUploading compound objects 

ƁBasic editing 
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By the end of today, you should be able to: 
} Import, edit, upload and make a single object publicly 

accessible and searchable 

} Import, edit, upload and make a compound object publicly 
accessible and searchable 

} Import objects using a tab-delimited text file 

}Edit objects after they are publicly available 
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}CONTENTdm Project Client 

}Collection administrator for a collection 

}Workshop folder 

}Your files 
ƁImages 

ƁTab-delimited text files 

}Current browser 

}Internet access 
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}Overview of public interface 

}Overview of collection setup 

}Project Client 

}Workflow 

}Single objects 

}Multiple objects 

}Tab-delimited text files 

}Basic editing 

6 http://contentdm.califa.org 
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1. Add a collection 

2. Define collection / metadata fields 

3. Create a project 

4. [Define project] 

5. Add / upload objects 

6. Approve objects / index collection 

7 

Califa 

You 
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Steps 1 & 2: 
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}Ȱ#ÒÅÁÔÅ .Å× 0ÒÏÊÅÃÔȱ ÏÒ 0ÒÏÊÅÃÔ ȿ .Å× 
ƁCONTENTdm Server URL: 

¶http://contentdm.califa.org 

ƁUser name: 

ƁPassword: 

}Choose your collection 

}Name your project 
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}Options for importing: 
ƁIndividual item 

ƁMultiple items in single directory 

ƁCompound objects 

ƁFinding aid 

ƁURL 
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http://contentdm.califa.org/
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1. Add Item - browse to find file 

2. Use preprocessed display images - browse to find 
file 

3. Add 

4. Close 

5. Select All 

6. Upload for Approval 

7. Administration | Approve 

8. Approve/Index 
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}Project menu 
ƁProject Settings Manager | Processing 

ƁPDF File Conversion 

ƁDo not convert . . .  

ƁOK  

}CONTENTdm auto-generates display images 

}Transcript automatically pulled from pdf 

}Archival file will be pdf, not tif , file 

}Cannot edit pdfs within CONTENTdm 
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}Upload 

}Administration - 
Approve 
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}Options: 
ƁImmediately / one at a time or in batch 

ƁImmediately In batch, then immediate indexing 

ƁScheduled 
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1. Add Multiple Items 

2. Import from a directory - browse to find directory 

3. Display images? Yes 

4. Use preprocessed display images ɀ browse 

5. Add Items 

6. Upload for Approval 

7. Administration | Approve 

8. Approve/Index 
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1. Add Multiple Items 

2. Import from a directory - browse to find directory 

3. Display images? Yes 

4. Auto-generate display images * 

5. Add Items 

6. Upload for Approval 

7. Administration | Approve 

8. Approve/Index 
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}Open file in Excel 

}Highlight all cells with data 

}Page Layout 

}Print Area | Set Print Area 

}Save As . . .  

}Save As Type . . . Text (Tab delimited) (*.txt) 

}Save 
 

Converting rows with no data will cause errors in 
CONTENTdm 
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}Text file 

}Each row = record 
Ɓ<ctrl> between each record 

}Each record consists of values 
Ɓ<tab> between each value 

}First record includes names of fields 

}Next records describe each object 
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}Metadata exported from another system 

}From scanning vendor 

}Using volunteer/student help 
ƁNeed spreadsheet software only 

ƁNo Project Client license necessary 
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}Tab-delimited text file created 
ƁCan be located anywhere except in images folder 

ƁSource/filename should be last column 

}Images in single folder 
ƁCan be different types 

ƁMetadata templates in force 

ƁMatches on filename 

}Display images in different folder 
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}Be sure order of fields is same 
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}Be sure order of fields is same 
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}Add multiple items 
ƁImport using a tab-delimited text file 

ƁSelect tabd\tabd.txt  

}Import files from a directory 
ƁSelect tabd\tiffs  

}Create display images? Yes 

}Use preprocessed ɀ tabd/jpgs 

}Check mapping 

}Add items / Upload / Approve / Index 
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}Add multiple items 
ƁImport using a tab-delimited text file 

ƁSelect pdfs\pdfs.txt  

}Import files from a directory 
ƁSelect pdfs\pdfs 

}Create display images? Yes 

}Auto-generate display images * 

}Check mapping 

}Add items / Upload / Approve / Index 
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}Directory of tiff/pdf files 

}Directory of jpg files (not needed for pdf) 

}Text file located outside these directories 
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}Compound Objects 
ƁTwo or more files bound together with an XML structure 

¶Document  (sequential) 

¶Monograph (hierarchical) 

¶Picture Cube 

¶ Postcard 
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http://www.flickr.com/photos/willhumes/2264146874/
http://www.explorepahistory.com/images/ExplorePAHistory-a0a0g4-a_349.jpg
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Organized in folders 

}Roots of filenames much match 
Ɓbell1.tif 

Ɓbell1.txt 
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}Add Compound Objects 

}Add 

}Document 

}No tab-delimited file 

}#ÈÏÏÓÅ ÓÃÁÎÓ ÆÒÏÍ ȰÔÉÆÆȱ ÆÏÌÄÅÒ 

}Use preprocessed images ɀ ȰÊÐÇȱ ÆÏÌÄÅÒ 

}Label pages 

})ÍÐÏÒÔ ÔÒÁÎÓÃÒÉÐÔ ÆÒÏÍ ȰÔÅØÔȱ ÆÏÌÄÅÒ 

}Finish / Upload / Approve / Index 
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