Using CONTENTdm’s Multiple File Import Feature
to Import EAD Files

Use this procedure to import and upload new Encoded Archival Description (EAD) XML files to the repository
on CONTENTdm. You can upload as many new files as you like in one batch upload. You will run an
extraction script to extract the EAD elements required and then use CONTENTdm Acquisition Station to
import and upload the files to the server. (To change existing EAD files, do not use this procedure. Instead, see
the procedure on “Updating an EAD File using XEAD and CONTENTdm.”)

Extraction of EAD Elements

1. Place the completed EAD files and the extraction script file, ead-to-cdm-extraction_v12.vbs, into the same
folder, probably the “upload to CONTENTdm” folder for your division on the O: drive.

2. Double-click the file ead-to-cdm-extraction_v12.vbs to run the script.
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Multiple File Import

4. After a few second, an alert box displays, noting the number of EAD files processed. Click OK. Notice that
an additional file has been added to the folder. This is the tab-delimited text file with the extracted
metadata. At this point the files can be imported into CONTENTdm using the Acquisition Station.
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Importing Files into Acquisition Station

1. Open CONTENTdm Acquisition Station. Click “Open” to access the existing projects list.
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Multiple File Import

2. Select your EAD project from the list. (For training purposes we will use a project that uploads to a test
collection, called “Training Project.” For actual import and upload process, use your “EAD Project.”) Click
OK.
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From the Import menu select “Multiple Files.”
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4. Click the “Import using a tab-delimited text file” radio button. Click Browse.
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5. Navigate to the appropriate directory and select the new tab-delimited text file you just created, called ead-
to-cdm- extractlon txt. Click Open.
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6. CONTENTdm displays the import file path you specified. Click Next.
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Select the location of the EAD files (i.e., the same directory). Click Browse and navigate to the same

directory. Double-click the folder name. A list of the files inside the folder will appear in the right panel.
Click OK.
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8. CONTENTdm displays the import directory path you specified. Click Next.
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9. The default mapping of metadata fields displays. This should be correct by default. Click Next.
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10. Click Finish.
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11. The import process begins, with a Progress bar displayed.
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12. The imported files appear in the Project Spreadsheet, and the import function is now complete. Your item
thumbnail will be the EAD thumbnail:
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Editing Imported Metadata for Date Ranges

Because of a bug in CONTENTdm, some date ranges do not expand correctly and will need to be manually
edited. Normally, CONTENTdm’s import expands most date ranges from the format yyyy-yyyy into the
expanded list of years. For example, “1813-1815" expands automatically into “1813; 1814; 1815”. However,
when CONTENTdm encounters a date range that spans a century or more, it mangles it instead into an incorrect
date with the format yyyy-01-dd. For example, “1898-1905" is converted to “1898-01-05". If you catch these
errors before you move on to upload the records, you can correct them fairly easily as follows.

1. Carefully examine the Date column in the Project Spreadsheet. In the example below, there may be an error
in the date field of the second record, and you need to check it. (If the unitdate of the EAD file happens to
be January 25, 1910, there is no error. However, if the unitdate was 1910-1925, it has been mangled by
CONTENTdm’s import.
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2. Double-click the thumbnail for the record. The Media Editor window opens.

CONTENTdm Acquisition Station
File  Edit © FullResolution Tools Imaging Administration  Help

E.B. Olesen photograph collection

<7wml| version="1.0" encading="UTF-8" 7> =
— <ead xmins="urn:isbn:1-931666-22-9" xmins: xsi="http://viww.w3.0rg/2001/XMLSChema-instance!
wmins:xlink="http:/ /www w3 .0rg/ 1999 /xlink” xsiischemalocati urn:isbn:1-931666-22-9 http://wwiw.loc. gnvlead/ead sesd>
— =eadheader langencoding="is0639-2b" scriptencodin 015024" relatedencoding="dec" repositoryencodin
countryencoding="
<eadid countrycode
Collections and A}
— hledess I Edit Metadata
— <titlestmt>
- <titlsproper encq s
E.B. Olesen P|
=date type="ir] Repository IUrah State University, Special Collections and Archives
1925.</date Eibares
< titlepropers

Med

[E-B. Olesen photagraph callection

[Phokoaranh Collection

_ Zlitleproper typd) [EoTedten NomBer [Fosie
olesen (E.8.)| Gene o Form [Giass piste regatives.; Negatives.
<date type
1925.</datd [reater IHopkins, wiliam H., 1573-1958.
</titleproper> = T
<author encodin
University</of D32 fis10-01-25
<sponsar encodifl Goanty ['8 linear FE.; 2 bowes, 164 items
</titlestmt>
~ Spublicationstme- | = [Engiish.
<publisher encodl [Deseription This collection is comprised of nitrate and glass plate
_ <address> Inegatives taken by W H. Hopkins, The photos are

caregorized according t the lacation in which they were
<addrassline> taken. Photoaraph locations include alta Ski Re:
<addressline>U \American Fork Canyon, Bingham Copper Mine, Er’lghmr\ 2L
<addressline> Eugee
<addressline>1]

[5 resorts—Utah-Fistory--Photographs. University of

[Gesaraphical flame=  [american Fark Canyen (Utah)—History—Phatographs. ;
Fnction T

[eeupation T

Enter data into the metadata fields, You must complets the Title field. Searchable
fields are highlighted.

Thumbnail Permissions savesgack | Save ]  savemmext Cancel

69,
73
77,
51;

1570)
1574]
1878]
1882]

56,

6
65

21;
25;
23,
33;

11;
15;
15;
23,

Multiple File Import

3. Click anywhere on the larger Digital Object Display window behind the Media Editor window, to bring the

Digital Object Display to the foreground.
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4. Press Ctrl + F to bring up the search window. Enter “unitdate” and click Find Next.
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5. The search finds the first unitdate element in the EAD file. Note the “normal” value of the unitdate on this
line. In the example here, the normal value is “1910/1925”. (You may consult the document “Date Formats
for EAD Central Index Project” for more information on what EAD normalized date formats are possible

and how they are converted for CONTENTdm.)
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6. Compare the normal value of the unitdate as given in the Digital Object Display with the one in the Media
Editor in the Date field. Re-type the date range, using a hyphen. In this example, change “1910-01-25" to
“1910-1925”.

Click Save. The Media Editor closes, and CONTENTdm expands the date range correctly. Your items are
now ready for uploading.
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E.E. Olesen photograph
collection

Arvil B. Harris Manuscript
Collection

Utah State Historical
Socieky

Stewart Library Special
Collections

19th 8 20th Century
Western

MssES

M35 12

Corinne Mill, Canal and
Stock Company

Harris, Arvil B, Manuscript
Collection

1868; 1869; 1870; 1671,
1872; 1673; 1674; 1675;
L876; 1877; 1878; 1879;
15a0; 1861; 1662; 1683;

1855; 1856; 1857; 1858;
1859; 1660; 1661; 1662;
1863; 1964; 1865; 1866,
1867; 1868; 1869; 1670;

1 box {0.5 linsar

9 folders; (0,30 lir
fest)

Japanese-American
Citizer's League {JACL)
Av Collection

3. willard Marriott Library,
University of Utsh

UU_AOZEE

Mas Hashimoto; Trene
Mari {J4CL)

1920; 1921; 1922; 1923;
1924; 1925; 1926; 1927,
1928; 1929; 1930; 1931;
1932; 1933; 1934; 1935;

Japanese Church of
hrist Photograph
Collection

3. willard Marriott Library,
University of Utsh

Uu_P1036

Uploading, Approval, and Indexing

Japaness Church of
hrist

1. Click the Upload button in the bottom right corner of the project window.

Huold

Delete

pload

1910; 1911; 1912; 1915
1914; 1915; 1916; 1917;
1918; 1919; 1920; 1921;
1922; 1923; 1924; 1925;

303 Tkems

11
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2. A progress window displays during the upload process.

¥ CONTENTdm Acquisition Station

File Edit Import Full Resolution Tools Imagng Administration  Help

- 30 T JEN

=% Project - xEAD test  Collection - Sandra’s Test

Title Repositary Subarea Collection Mumber

Genre or Form Creator Contributor Quantit;

1868; 1865; 1670; 1671;
Corinne Mil, Canal and | Ukah State Historical — Corinne Mill, Canal and 19725 Lo73, LO7AL 102! Lsnann
Stock Company Records | Society Stock Company 1876 1877; 1878 1879;

1880; 1881; 1882; 1883;

1910; 1911; 1912;
Ukah State University 5 :
E.B. Clesen photograph g 7 ; Glass plate negatives.; Hopkins, Wwilliarm H., 19195, 1Al A5, .8 linea
S Spatialbolisttians o Photograph Collection PO315 s A T 1516, 1517 1818 caid
rehives 1919; 1920; 1921;
1855; 1856; 1857; 1858;
Arwil B, Harris Manuscript [ Stewart Library Special 19kh & 20th Century MS 12 Harris, Arvil B. Manuscript 1859 1860; 1861; 1862; | o Folder|
Collection Collections western Collection 1863; 1864; 1865; 1868; |fest)
1867; 1868; 1869; 1870;
i - 1920; 1521; 1922; 1923;
spanese-American L 1924; 1925; 1926; 1927;
S 3. willard Marriatt Library, Mas Hashimoto; Irene ] ] 5 f
Clizents League (IACLY | [niversity of Utah WlZAo=as: Mori {JACL) 1926, 1529; 1930; 1931,
ollsction 1932; 1933; 1934; 1935;

5 —_—— i 1511; 1912; 1913;
apanese Church of . ; H 4 4

3. Willard Marriott Library, Japanese Church of 19185 1916; 1917;
Chesst Phiotootachs ittt UL_P1086 il 1516 1920; 19213 | 303 Tre
Collection: 1923; 1924; 1925;

Progress

2 FTF. 1 of 5 files uploade:

3. CONTENTdm displays confirmation of upload success. Click OK.

PFE CONTENTdm Acquisition Station

File Edit Import ol beoolobon  Tools  Imaging  Administration  Help

v =D @ | il €| .| T

=% Project - xEAD test Collection - Sandra’s Test

ollection Number Senre or Form Contributor

Upload Successful

You have successFully uploaded S items to the pending queus. They must be reviewsd and approved before they are added to the collection.

oK |

12
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4. The new items need to be approved and indexed before they can be viewed by the public. From the

Administration menu, select CONTENTdm Administration.

CONTENTdm Acquisition Station
File Edit Import  Full Resolution  Tools  Imaging

& 8 e

Fending Compound Chjecks

=% Project - xEAD test  Collection - Sandra's Test

Title Repositary Collection Number

5. The CONTENTdm Administration interface opens. On the “items” tab panel, click Approve to open the

approval queue.

CONTENTdm Acquisition Station
Edit  Import  Full

Back Mext Stop Refresh | Home

{0 CONTENTdm Administration

admin home

Current collection: [Sandra's Test

Item administration

Approve
approve, edit or delete iterns in the pending queue,

Index
Index the collection after adding, approving, editing and deleting items.

Add

add an item to the pending queue. Items are reviewed and approved before becoming part of the collection.

Edit
Edit and delets iterns in a collection.

Find & replace
Find and replace metadata within one field, all fields, or change fields for all items,

Lock administration
Unlock iterns in a collection.

¥iew collection
“iew current collection in the web termmplate interface.

| |contributor

13
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6. The approval queue displays items uploaded to the collection and awaiting approval and indexing prior to
becoming publicly available. The entire list of items can be approved by clicking approve all. (Note: Items
can also be approved one at a time by clicking “edit” to the right of the item. The record will open and it can
be approved.)

[= =]

FlexE Stop  |ReF

COMNTEMNTA

=1 EEnTTe|

Approve items

Review 5 pending items delete all | approve all

Approve all itermn ewiew items individually before they are added ta the collection.

d Stock Company Records edit
edit
edit

dapanese-American Citizen's League (JACL) AY Collection =dit
Shurch of Christ Photograp h Collection =dit

delete all |

File names

COMTEMTArm renarmes files to ensure data integrity .

* Generate unique file narme (recormmended)

£ Retain original file name within generated file name

7. The collection needs to be re-indexed to reflect the metadata from the new additions. On the “items” tab
panel, click Index. The Index window opens. Click start index.

E CONTEMTdm Acquisition Station
Edit port  Full Resol r Administration  Help

=% Project - xEAD test Collection - Sandra’s Test

Titl= Repository Subarea Coll=ction Number Contributor

A= http:ffcontent.lib.utah.edufcgi-binfadmin/bld.exe?CISODB —/fstest (=0
<= = | & ol
Back Mext Stop Refresh Harne

00 CONTENTdmMm Administration

Current collection: [ Sandra’s Test EZll chang= |

Inde:x

Index the collection once you have added or deletsd iterns, or changed rmetadata within a collection, Indexing may
take seweral minutes. Wait for the completion message before accessing other administration pages.

14



Multiple File Import

8. Wait for the window to display Index build successful. (Note: As a collection grows, indexing time will
increase.)

=¥ Project - xEAD test Collection - Sandra’s Test
Titl= Fepository Subarea Collechion Mumber Contributor

42 hitp:ficontent. lib. utah.edufcgi-binfadminfbld2.exe?CISODB—% 2 Fstest&build—1 (= =11E=3

= | = | & | [3 | ra¥

Back Mlexk Stop Refresh Home
0 COMNTEMNTAmM Administrartion

admin home

Current collection: Sandra's Test

Build versian 4.2.0

Iding Title field
Repositary field
Subarea field
Collection Murmber field

9. The items have been added to the collection and are publicly viewable. To see the collection, click view
collection on the menu bar. The collection opens in a web browser. Note that the number of items has
changed to reflect your new additions. You can use the advanced search to locate the exact items you just
uploaded if you like.

2} CONTENTdm Collection : Browse - Microsoft Internet Explorer _ O] x|
File Edit “iew Favorites Tools Help | 1"
OBack - O - @ @ \J_’:j ‘ pSearch “L\{Favorltes @‘ Bv (&= I@ - a - ﬁ

Address I@ http:ffcontent.lib, utah, edufcdmd/browse, phpCISOROOT=/stest Links ** @ -

a-z | library catalog |
J.Willard Marriott Library

THE UMIVERSITY OF UTAH Search Library Website |

B
HELP

Spccial COI .I.CCtiO.IlS Encoded Archival Description (EAD) Finding Aids

: preferences : my favori ] Y opping cart : about

Browsing 64 itern((=z) in: ISandra'S Test ;I m
Image: & Tite: Subject: Descrption:
Imi Andersan, Barbara Stewart Timp Haven and Raymond Stewart; Slides; Before Sundance -

Section 1 Before Sundance - Section 1: Before Sundance -
Section 2 Before Sundance - Section 3 Before Sundance -
Section 3; Before Sundance

Photagraph Caollection Peter Oki, Italy; 2 George Hamai from Sacramento, California; 4
"The Sgt. Stripes are somecone else's so don't get excited," Peter
Cki,

| Arakaki, Seiko and Sumi Oki 1 Oshiro and myself cleaning the 105 Howitzer, Me on the left.; 2

@ http: e, lib.utah. eduportalfsite/marriottlibrary fmenuitem. 71 fe4cfS04cesabob 1 2306101291609 Fwanesxt |0 Internet

N K

15
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10. To review the metadata records and perform additional edits as necessary, click edit on the menu bar to
open the Edit screen.

¥ CONTENTdm Acquisition Station

=¥ Project - xEAD test  Collection - Sandra’s Test

Title Repository

#% CONTENTdm Administration
= | =+ | D A
Back | Mext | Stop |Refresh| Home

{0 CONTENTdAm Administration

admin home

Current collection: [ Sandra's Test

Edit

Browse ar search for iterns you wish to edit, delete, export or add to compaound objscts.

Search: #&cross all fields | Selected fields | By proximity | By date browse collection

Find results

Al of the words

The exact phrase

|
[
Any of the words |
|

None of the words
Display | 50 -1 results per page

[cearch ] cicacan ]

11. Click selected fields and from the drop down menu, select the field you want to search.

%] CONTENTdm Acquisition Station

¥ Project - xEAD test  Collection - Sandra’s Test

Repository subarea Collection Number Contributor

/2 CONTENTdm Administration
e | =

Back | Mext

Current collection: [Sandra's Tast

Edit

Browse or search for itemns you wish to edit, delete, export or add te compound objects.

Search: Across all fislds | Selected Fields | By proximity | By date browse collection

Find results

|2l of the words = | in the |Title | field show terms
Tite
[exact phrase =i inthe [Repositary field show terms

Collection Humber
Genre ar Farm

Display [50 -] resuits per page et

Quarntity
i

e

+ more fields | - fewer ficlds

Uze =
Altarrative Forrnats Ausilable
Related Matarial

Format,xml

16



12. Optional: Clicking show terms at the right provides a handy way to view a list of terms that have already

been used in a given field.

P2l CONTENTdm Acquisition Station

e Edit  Import  Full Resolution  To Imaging  Administration  Help

v [-E) @ G S | D)

Project - xEAD test Collection - Sandra’s Test

Repository Subarea

CONTENTdm Administration

« | =

Back | Mext | Stop |Refresh Homel
OI. CONTENTdAdmMm Administration

Collection Mumber Contributor

ZX htip:ficontent.lib.utah.edu - C...

Indexed terms in the Ti

Current collection: [Sandra's Tast

Edit

Browse or search for items you wish to edit, delete, export or add to compound objects.

Multiple File Import

= =1E

search: across all fields | selected Fields | By proximity | By date

browse collection

Find results

[all of the words = |

inthe [Tide =1 field show terms

| exact phrase =1
+ more fields |

Display |50 <] results per pags

inthe |Tide ~ | field show terms

- fewer fields

[ =carcn [ ciearan ||

13. Search results display in grid view. If you want to review the public display of an individual EAD file, click

Q CONTENTdm Acquisition Station

File Edit Import FulResolution Tools Imaging Admin: i Help

-5 &S| D)

S¥ Project - xEAD test  Collection - Sandra’s Test

Title Repository Subares

the thumbnail. If you want to check or edit the metadata, click metadata at the right.

# hitp:Hicontent. lib. utah.edu/cdm4fadminfitems/edit_results. php?CISOMAX-50&CISO0P1-allRCISOBOX1-%20anne&CISOFIELD1 —contriGCISO0P2-e.

| > | D

Back Mezxt Stop |Refresh| Home
a4 arvil B, Harris  Civil War; Religion; Missionaries; within this collection are biographical accounts of arvil B, metadata | delete
Manuscript UMabroad--Religion; UMAnarrow--  Harris' father, Leander S, Harris and his grandfather, Martin
Collection Missionaries Henderson Harris of which Harrisville in Weber County is
named after, These biographies have been compiled and
edited by Arvil Harris, &lsa in this collection is a diary kept by
ITEM Leander on his experiences in his LDS mission to the eastern
states, an Ogden Standard Examiner article on Martin H.
Harris, an historical account of life in the early 19005 in the
Ogden area by Arvi
r 2 Corinne Mill, Business enterprises -- Utah -- Box Correspondence, financial and legal records; rmetadata | delete
Canal and Elder County.; Business records -- Correspondence; Business and legal records; Background
Stack Utah -- Box Elder County.; Texts, Mote; Correspondence; Received, 1866-1897; Received, n.d.;
Company Correspondence, Financial and Legal Letter book includes correspondence, forms, abstracts,
Records records; Material Types and deeds, financial statements, & March 1892 - 11 February
ITEM Business, Industry, Labor, and 1898; Business and legal records; Proof sheets and balances,
Commerce 1865-1892; Financial materials includes tax notices, receipts,
canceled checks, promissory notes, statemnents of overdrafts,
1B867-1892; Legal materials includes medical &
r s E.B. Clesen Ski resorts--Utah--History -- This collection is comprised of nitrate and glass plate metadata | delete
photograph Photographs.; University of Utah-- negatives taken by W.H. Hopkins. The photos are categorized

collection
ITEM

(Manti, Utah}

Histary--Photographs.; Wasatch
Mountain Club--History--
Photographs.; Utah State University. Canyon, Bingham Copper Mine, Brighton Ski Resort, Boulder
Cooperative Extension Service-- Darmn, Pravo, Salt Lake City, Southern Utah sites,

History.; Ladies' Literary Club

according to the location in which they were taken.
Photograph locations include Alta Ski Resort, American Fork

Timpanogos, University of Utah, and photos from an outing of
the Wasatch Mountain Club, W.H, Hopkins was a Salt Lake
City dentist and an avid amateur photographer.;

Japanese
L4 Church of

Christ
Photograph
Collection
ITEM

Organizational History; 1 1922, Second church location at 135 metadata | delste
West 100 South.; 2 1923, Location far third church. The

church was built with loans from the Preshytery, United

Church of Christ, and with a great deal of faith from

members.; 3 1923, Groundbreaking ceremonies with Rew,

Tajima.; 4 1923, Women standing in front of bales of clothing

and dry goods gathered for Tokyo's earthquake victims.; 5

1923, Clathing and dry goods were packed in bales in frant of

the church far shipment to Japan's e

Japanese-
Armerican
Citizen's
League (JACL)
AW Collection

s
ITEM

Chronological and by Subject.; Gur Mavy in the World War metadata | delete

Collection Hurber Contributar [oate |

B
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Appendix A.

EAD Collection Fields in CONTENTdm

10

11

12

13

14

15

16

17

18

19

20

Field name

Title
Repository
Subarea
Collection Number
Genre ar Form
Creator
Contributor
Date

Quantity
Language
Description

Subject
Geographical Narmes
Function

Occupation

Access Restrictions

Use Restrictions

Alternative Forrmats
Available

Related Material

Forrnat.xml

Field name

DC map

Title
Publisher
Publisher
Identifier
Type
Creator
Contributors
Date
Format
Language
Description

Subject
Coverage
Subjact
Subject
Rights
Rights

Relation

Relation

Format

DC map

Data type Large Search Hide ¥Yocab

Taxt No Yas Mo No
Text Mo Tes Mo Mo
Text Mo Tes Ho Mo
Text Mo Tes Mo Mo
Text Mo Tes Mo Mo
Text No Yes Mo Mo
Taxt No Tes Me Ne
Date Mo Tes Mo Mo
Text Mo Tes Mo Mo
Text Mo fes Mo Mo
gﬂ;:;hxt Tes Tes Mo Mo
Text Mo Tes Mo Mo
Text Mo Tes Ma Mo
Text No Yeas Mo Mo
Text Mo Tes Mo Mo
Text Mo Tes Ho Mo
Text Mo Tes Mo Mo
Text Mo Tes Mo Mo
Text Mo Tes Mo Mo
Text Mo Tes Mo Mo

Data type Large Search Hide ¥Yocab

[rove to =]
|rn-:.rue to 'I
|mnue to 'I
|mmu to vl

|rn-3u-e to ‘I

|mnue to "I
[rove to =]
|rnmre to vI

|mnue to "I

|rn-:1.re to ‘I
|mnue to "I

add field

edit | delete
edit | delete
edit | delete
edit | delete
edit | delete
edit | delete
edit | delete
edit | delete
edit | delete
edit | delets
edit | delete
edit | delete
adit | delete
edit | delste
edit | delete
edit | delete
edit | delete
edit | delete

edit | delete

edit | delete

add field

*Setting Searchable Fields:

Not every field in every collection is set to be searchable. So if you need to search for a term in a field that
doesn’t appear in your query collection window in Acquisition Station, here is how to make it searchable:

18

1) Click Administration, click the Collections tab, and choose Field Properties.

2) Review fields in the metadata template to see which ones are set as searchable.

3) Click edit next to your targeted field. Choose Yes instead of No in the pull-down menu under the
searchable option. Click Save Changes.

4) Close and reopen your project in Acquisition Station.




Multiple File Import

Appendix B.
Applying the Custom EAD Thumbnail Icon

To apply a custom thumbnail to EAD files as you import them in CONTENTdm, follow these directions for
each CONTENTdm workstation. The thumbnail will be applied to all files ending in “.xml” upon import.

Open CONTENTdm Acquisition Station.
Open the project that you are using for your EAD collection.
From the “Tools” menu, select “Thumbnail Manager.”
Click the “Add” button and enter:
o Mediatype: EAD
o File extensions: xml
o Choose Thumbnail: [browse to the file eadThumb_UU.jpg]
5. Click “OK”.

PwnhE

Note: This assumes that you are not uploading any other type of XML file to CONTENTdm. If you intend to
upload other XML files (that is, XML files that are not EAD registers), you will need to disable or replace this
thumbnail when uploading the others.

19
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Appendix C.
Additional CONTENTdm Help

Contentdm.com provides extensive tutorials and documentation.

1) To sign up go to http://contentdm.com/. Click the Users tab to register.
2) Register using your University of Utah e-mail address.

3) The organization ID for the University of Utah is UUT1003.

4) Once you’ve logged in, the tutorials and help files will be accessible.

Useful Help Files, available at http://contentdm.com/help4/index.html:

e Starting a new project:
http://contentdm.com/help4/acg-station/starting2.html

e Collection Administration
http://contentdm.com/help4/collection-admin/index.html

e Item Administration
http://contentdm.com/help4/item-admin/index.html

Useful Tutorials, available at http://contentdm.com/USC/tutorials/index.asp:

e Quickstart Guide
http://contentdm.com/USC/tutorials/quickstart-quide.asp

e Controlled Vocabulary

http://contentdm.com/USC/tutorials/controlled-vocab.asp

e Creating Compound Obijects

http://contentdm.com/USC/tutorials/compound-wizard.asp

Contacts:

20

Anne Morrow, Digital Initiatives Librarian
anne.morrow@utah.edu
(801) 581-8594

Kelly Taylor, Digitization Specialist
kelly.taylor@utah.edu
(801) 585-5587

Sandra Mclntyre, Program Director, Mountain West Digital Library
sandra.mcintyre@utah.edu
(801) 585-0969




