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Schedule

■ Introductions

■ Logistics

■ Overview of Metadata

■ Care and Feeding of Digitized 
Materials

– Publication and Publicity
– Preservation Overview

Presenter
Presentation Notes
So here’s a general overview of what we’ll be covering today. [read slide]

Yearbook screenshots: 
Bottom layer: Johnson C. Smith University, 1929
Middle layer: Appalachian University, 1964
Top layer: Bennet College, 1964



INTRODUCTIONS



Getting to Know You…

Mission: To collect, preserve, manage and 
provide access to information that protects 
citizen rights, documents North Carolina 
history and culture, promotes transparency 
and encourages stewardship of government 
records.

Website: https://archives.ncdcr.gov/

Twitter: https://twitter.com/NCArchives

A statewide digitization and digital publishing 
program that works with cultural heritage 
institutions across North Carolina to digitize and 
publish historic materials online.

Website: https://www.digitalnc.org/

Twitter: https://twitter.com/ncdhc

Presenter
Presentation Notes
Introduction to SANC, the NC Digital Heritage Center.

Earlier this year, the State Archives and the State Historical Records Advisory Board received a grant from the National Historical Publications and Records Commission for transporting, scanning, and online publishing of North Carolina historical records and archival materials through a partnership with the North Carolina Digital Heritage Center. As part of this program, the Digital Heritage Center and the State Archives are holding workshops that go over the basics of preparing collections to be scanned.

https://archives.ncdcr.gov/
https://twitter.com/NCArchives
https://www.digitalnc.org/
https://twitter.com/ncdhc


Getting to know all about you…

■ What is your name?

■ Your institution?

■ What materials are you 
planning digitize?

■ What materials did you bring 
today?

■ What do you hope to get out of 
this talk?

Presenter
Presentation Notes
Photo: “Men Greeting on Main Street” from Farmville Public Library.

Ask participants to introduce themselves: 

Their names
Their institutions
The materials they’d like to have digitized
What they hope to get out of this talk




LOGISTICS



Next Steps
Things for you to do:
■ Prepare an inventory.

■ Sign & submit a loan agreement 
with the NC Digital Heritage 
Center/UNC-Chapel Hill.

■ Fill out & submit a metadata sheet 
for items being loaned to 
digitalnc@unc.edu.

■ Prep and box records (See 
https://www.digitalnc.org/about/pa
rticipate/prepare/ for guidance)

Things for us to do:

■ Finish giving this talk.

■ Schedule a time and location with 
you for us to pick-up the materials.

■ Transport the items to Raleigh for 
delivery to the Digital Heritage 
Center in Chapel Hill. 

■ The Digital Heritage Center will 
digitize the materials and arrange for 
you to either pick them up or for 
them to be delivered back to you.

Presenter
Presentation Notes
Before we get too far along in the talk, I want to go over what you can expect from this process.

On your end, you need to:
Prepare and inventory
Sign and submit a loan agreement with UNC-Chapel Hill/NC Digital Heritage Center
Fill out a metadata spreadsheet

The inventory and loan agreements can be included with the materials when we pick those up. Please email the metadata sheet directly to Lisa Gregory at the Digital Heritage Center. 

On our end we will:
[read our side of the slide.]


https://www.digitalnc.org/about/participate/prepare/


Loan Agreement

■ It includes information about the 
lender (your institution) and the 
borrower (UNC-Chapel Hill/NC 
Digital Heritage Center)

■ The loan agreement should be 
included with the materials at time 
of pickup.

Presenter
Presentation Notes
The loan agreement includes your instruction’s name, the borrower information (UNC-Chapel Hill), a copy of the inventory, and your signature.



Inventory Sheet
Spreadsheet, etc., that including 
information like: 

■ Institution name

■ Name of the person preparing the 
inventory

■ Telephone/Email

■ Number of boxes

■ Information about the materials such 
as:

– What type of materials are 
included (photos, yearbooks, etc.

– Which boxes/folders they are in.

Presenter
Presentation Notes
What kind of information do you need on an inventory sheet? Here’s an example of an inventory sheet and the types of information you may want to include. If you include nothing else, have:

Your institutions name
Name of the person preparing the inventory
Contact information like telephone number and/or email
The number of boxes you’re sending
Basic information about what you’re sending. 

If you can include a list of every item you’re sending, that’s ideal. If there too many items to make this feasible, a more general description is fine. 



Metadata Sheet

Presenter
Presentation Notes
The metadata sheet will look something like this. In it you’ll fill in the required fields and whatever other information you may know about the materials. 

We’ll go over the individual fields in this spreadsheet next.



Questions?

Presenter
Presentation Notes
So, does anyone have any question?

Photo: “YWCA Field Trip” from University of North Carolina at Asheville



METADATA



Metadata = Information used to 
describe and locate materials

Required Metadata 
■ These are the fields or types of 

information that the Digital Heritage 
Center needs from you in order to 
work on your materials.

Optional Metadata
■ Optional information that may help 

future users (and your staff) better 
understand and locate your 
materials later. 

Presenter
Presentation Notes
There are a lot of different definitions of metadata. The one I have on this slide isn’t definitive but it gets at two aspects of metadata that we’ll be primarily concerned with: describing archival objects and providing information that allows both online users and your staff to locate materials. 



DON’T PANIC

■ All of this information is available at: 
http://www.digitalnc.org/about/par
ticipate/describe/

■ The staff of Digital Heritage Center 
will be glad to work with you on any 
metadata issues.

Presenter
Presentation Notes
Over the next few slides we’re going to discuss the required and optional metadata. It may seem like a lot, but don’t panic – all of metadata fields and definitions are available on DigitalNC. The Digital Heritage Center staff will gladly work with you if you have questions or need help.

http://www.digitalnc.org/about/participate/describe/


REQUIRED METADATA



Required Metadata

■ Title - A name given to the item. It is 
up to the contributor to decide how 
much information to include.

■ Type - The nature or genre of the 
original item.

■ Format - Describes the specific form 
of the item. 

■ Contributing Institution - Full name 
of the organization that contributed 
the original item.

■ Contact Information - Contact 
information for the organization 
that holds the original item. 
Contributors are encouraged to 
use general addresses, rather 
than contact information for 
specific staff members.

■ File Name - The file name for the 
item being described. 

Presenter
Presentation Notes
Here’s an overview of the required metadata fields. We’re going to go through each of these with some examples and advice.



Levels of Description

■ Not all materials need the same 
amount of description. 

■ Some typical levels of description 
are box, folder, or item level.

■ Think about how much information 
researchers need to know to find 
what they need in a reasonable 
amount of time.

Presenter
Presentation Notes
Not all materials need the same amount of information to make them useful to researchers.  Level of description is a phrase that archivists use to describe at what level of a collection’s arrangement to stop indexing/cataloging. 

For example, it’s common for photographs to be described to the item level – in other words, each photograph is individually described. But let’s say you have a folder of 20 photographs of cows in a field. Do you really need to describe each one individually, or is it okay to describe the contents of the folder (“Twenty images of cows in a field near Salem, NC” for example)? In some cases, describing those 20 images individually might make a researcher’s work more difficult because when they do a search for “cows in a field” they’ll get 20 items in their results list and they’ve got to open each one individually to see what might meet their needs. In that case, it may make more sense to describe those materials at the folder level and then group all the images under that one description in the digital collections. If you did that, then the researcher could find the one “Cows in a field” in their search results, click on it, and scroll through larger versions of the images to make their selections or see what’s there.

The other thing to consider is the amount of time it takes to describe items individually, particularly text heavy items like letters. When you’re trying to determine levels of description, think about how information researchers need to know to zero in on what may be of interest to them in a reasonable amount of time. And also, think about how much time you have to spend on individually describing things, because your time has value also; make sure your time investment is going towards the areas where researchers will need the most information.

Photo from NCDC: PhC42_Bx1_Agriculture_Cattle_F24 - Guernsey Cows, Owned by, Dr. H. T. Bahnson farm, Salem, NC., Herbert H. Brimley Photograph Collection. 




Title

■ What is it?

■ Is it a published work with an 
official title or is an archival item for 
which you’ll need to supply a title?

■ Can include dates, volumes or 
section numbers, etc.

■ Be descriptive but brief – aim for 
less then ten words if possible. 

Presenter
Presentation Notes
When assigning a title, you’re basically answering the question: “What is it?” Published works tend to have an official title that explains what they are, but with archival materials you’ll often have to supply that information yourself. You can include information like dates, volumes, sections, or anything else that will help users decide if they’re interested in an item or that helps them differentiate similar types of materials from each other. 

Be descriptive but don’t put in the kitchen sink. Title is one of the key fields people search to find materials, but here’s an optional description field that you can use to further describe items. If you have a lot of information, consider putting the most important bits in the Title and reserving the rest for the description field.



Type & Format
Type
■ Select from a list at: 

http://www.digitalnc.org/about/par
ticipate/describe/

■ Photograph = Image

■ Letters, diaries, and other written 
documents = Text

■ Some other options:
– Moving Image
– Physical Object
– Software
– Sound
– Dataset

Format
■ Search the Art & Architecture 

Thesaurus: 
http://www.getty.edu/research/tool
s/vocabularies/aat/

■ Examples: 
– Yearbooks
– Moving Images
– Letters (correspondence)
– Scrapbooks
– Clippings (information 

artifacts)
– Newspapers

Presenter
Presentation Notes
Type and format preform similar functions but pull from very different vocabulary lists. 

For Type, select terms from the list on the DigitalNC website. Photographs will always have Image in the Type field; letters, diaries, and other written documents will always have Text in theirs.  [read off examples]

For Format, you have many more options. You’ll need to search the Art and Architecture Thesaurus to find the correct term. When you begin searching, ask yourself “What types of things are in this set of items that I’m describing.  [read off examples]

http://www.digitalnc.org/about/participate/describe/
http://www.getty.edu/research/tools/vocabularies/aat/


Presenter
Presentation Notes
So to see this in action, let’s start with an example like the film “Wildlife Babies” in the State Archives’ collection. [click 1] Here’s some of the metadata describing this film that includes images of [click 2] adorable baby ducks.  In this example the Type [click 3] and the Format [click 4] are nearly identical – Format adds a “s” to images because the Arts and Architecture Thesaurus defines that idea in the plural rather than the singular. But basically it’s the same idea for both fields. 



Presenter
Presentation Notes
This example is a batch of correspondence to or from Katharine Smith Reynolds from Reynolda House Museum of American Art. 

Unlike the previous example [click 1] this entry has not one item, but a series of items including letters, [click 2] envelopes, clippings, postcards, and other correspondence. Which is why the Type [click 3] and Format [click 4] are so very different. For Type, you’re still picking from that small list of options, whereas with Format there’s a wide variety of terms, both general and specific, that you can use to identify whatever materials you have.



Contributing 
Institution 

Full name of the 
organization that 
contributes the original 
item. 

Presenter
Presentation Notes
Contributing institution is the official name of the entity that has physical custody of the materials. This will allow people who want to see only the items your institution has contributed to be able to limit their search to that.



Presenter
Presentation Notes
Providing information like that is what allows the Digital Heritage Center to provide cool tools like this that allow people to browse items on the site based on what part of the state they came from. 



File Name 

■ File name for the item 
being described. 

■ No spaces, use 
underscores or dashes 
instead.

■ No special characters.

Presenter
Presentation Notes
File name is the name that will be assigned to the image file for each item that is being scanned. File names have two requirements: to be unique so you won’t accidently overwrite other files when you save (or do anything else with them) and to be descriptive enough to allow you to locate individual digital files later if you need them. 

What they don’t need to be is exciting. In this instance, this is a pretty interesting image but the file name for it [click] isn’t. But that’s fine, all it needs to be is the only instance of that file name and convey enough information for you to know what it is. In this case it’s the 331st postcard from the collection at Braswell Memorial Library in Rocky Mount. 



OPTIONAL METADATA



Optional Metadata
■ Creator - Institutions or individuals 

that created or assembled the item. 
Names should be taken from the 
Library of Congress Name Authority 
File (LCNAF). If the name is not 
listed there, it should still be listed 
in LCNAF format.

■ Publisher - Institutions or 
individuals that made the original 
item available. May include a name 
and location.

■ Description - Narrative description 
of the item. This free-text 
description can be as short or as 
long as necessary.

■ Date - Point or period of time 
associated with the creation of the 
item. This date field can include 
both words and numbers as 
necessary. For example, “circa 
1950”, or “between 1980 and 
1990”.

■ Date (numeric) - Point or period of 
time associated with the creation of 
the item. This date field can contain 
numbers only and will be used by 
the system to enable searching and 
sorting by date. If you know specific 
dates (as opposed to just years), list 
them in year, month, date (YYYY-
MM-DD) format.

■ Location - This field should list the 
location depicted (if the item is an 
image) or the location from which a 
document or publication originated. 
Contributors are strongly 
encouraged to list the North 
Carolina county, whenever known.

Presenter
Presentation Notes
The next two slides are the optional metadata fields.

http://authorities.loc.gov/


Optional Metadata
■ Language - Language(s) of the 

original item.

■ Dimensions - Size of the item. The 
dimensions used are up to the 
discretion of the contributor.

■ Collection in Repository - The name 
of any larger collections of which 
the item is a part.

■ Item/Call Number - Any call number 
or item number associated with the 
original item.

Presenter
Presentation Notes
Although this information is optional, keep in mind that it can be very helpful to users in order for them to search for topics that interest them or to better understand the context of the items they’ve found. 

Photo: Nancy Yelverton in a swimsuit on beach with beachball, Braswell Memorial Library (Rocky Mount, NC)



Creator & Publisher

Creator
■ Who created the item? (Writer, 

photographer, etc.)

Publisher
■ Who made the item available.

■ Primary examples: publishers of 
books, newspapers, or other 
published materials.

■ But may also be any other 
individuals or institutions that made 
the original materials available. 

Presenter
Presentation Notes
These two are very similar so I’ve included them together. Both deal with people or institutions that have roles in the creation of the materials. [Go over the bullet points]

Photo: Joe Wynn and Jenny Smith Cookout at YMCA with Leonard Smith and Sylvia Clement, University of North Carolina at Asheville. 



Presenter
Presentation Notes
For published items, like this city directory, it’s easy to see how their may be clear-cut [click 1] publisher information [click 1]  that you can find from the item itself. [click 2]

Item: “Nelson’s Baldwin’s Salisbury, North Carolina City Directory [1951]” from UNC-Chapel Hill



Presenter
Presentation Notes
But for archival materials it can sometimes be very difficult to find author information. In the case of this diary, [click 1] the author wrote his name on the cover. But for this photograph from Johnson C. Smith [click 2] there’s no record of the photographer because the creator didn’t capture that information at the time of creation. 

Ernest Bingham’s Diary from the Orange County Historical Museum 

Photo from Johnson C. Smith University. 




Contact Information 

■ Contact information for the 
organization that holds the original 
items. 

■ Include general addresses rather than 
specific staff members. 

Presenter
Presentation Notes
For contact information, think of who would normally answer reference or permission to publish questions and direct people to contact that position. [click 1] Don’t point them to a person because people can change position or leave institutions. Most of us won’t have a Marketing Department like Rex Hospital but, if all else fails, list the main phone number for your institution. 



Description
■ Narrative description of the 

item

■ Free-text description

■ Can include history of the item, 
any information about how it 
came to the institution, grant 
funding information, etc. 

Presenter
Presentation Notes
The description field is great for capturing information that may not fit in the title. This is the place to give more information about the history of an item, how it came to you, the context of its creation (if known), or to give a free text description of the elements of the items. [click 1] In this example, you can see that the title pretty well sums up what the image is of, but the description gives information about the physical item and other details that may be of interest to users when they search. 

Photo from Kings Mountain Historical Museum. 



Dates

Date

■ Point or period of time associated 
with the creation of the item.

■ Can include both words and 
numbers as necessary. 

■ For example, “circa 1950”, or 
“between 1980 and 1990”.

Date (numeric)

■ Point or period of time associated 
with the creation of the item.

■ Contains numbers only and will be 
used by the system to enable 
searching and sorting by date. 

■ If you know specific dates (as 
opposed to just years), list them in 
year, month, date (YYYY-MM-DD) 
format.

Presenter
Presentation Notes
There are two types of dates that you can include in your metadata. Both describe the period of time associated with the creation of the materials.

Date is the natural language version that mixes words and numbers (ca. for example); whereas Date (numeric) only uses numbers and is structured in such a way that it is easier for computer systems to use (in other words: YYYY-MM-DD.)






Presenter
Presentation Notes
Here’s a comparison of the two fields. On top you have our dogs postcard example, which uses circa in the Date field and just the year in the Date (numeric). The screenshot on the bottom is a vertical file of materials related to the Piedmont Wagon Company covering a range of dates from 1909-2002. So, when you get to the Date (numeric) each one of the dates in that range is broken out and listed.

Vertical file from Hickory Public Library. 



Location
■ Location depicted (if the item is an 

image) or the location from which a 
document or publication originated. 

■ Contributors are strongly 
encouraged to list the North 
Carolina county, whenever known.

■ If you know the city, please list the 
county as well. 

■ You can also use just “North 
Carolina” if you know it was taken in 
the state, but not where. 

Presenter
Presentation Notes
Location deals with the locations depicted in the item (in the case of images) or the location the item originated from if it’s a document or published material. Even if you don’t know the exact city, it’s highly recommended that you include county information if possible as that’s one of the chief ways that people locate materials. 



Presenter
Presentation Notes
In this case we have a great photo of mill houses. Communities like this could be found all over the state so it’s really helpful for researchers to know where it was taken [click 1], if not the city at least the county. And in this case [click 2] the library has listed both. 



Language
■ Language(s) of the original item.

Presenter
Presentation Notes
Language is pretty self-explanatory – it’s the languages used in the original item. 



Dimensions
■ Size of the item.

■ The dimensions used are up 
to the discretion of the 
contributor.

Presenter
Presentation Notes
[Read slide]

This is an optional field that doesn’t really impact the use of the digital file but may be of use if researchers visit you to use materials in person. In the cases of really large or really small items especially, [click 1] dimension information helps people prepare for the physical reality of the items they’re requesting. 

But it can also be useful for other reasons. Online all things look the same size because they aren’t shown in context, so dimension information can help provide that context. 

Photo: “Johnson C. Smith University football team, 1915” from Johnson C. Smith University.



Collection in Repository 
■ The name of any larger collections 

of which the item is a part.

Presenter
Presentation Notes
If you have a variety of collections in your institution, it may help you to reference materials once they’re online if you including the collection name in your metadata. 

Photo: “Photograph of the Bridge Club” [1942] from Johnson C. Smith University. 



Item/Call Number
■ Any call number or item number 

associated with the original item.

Presenter
Presentation Notes
If your repository uses call numbers or item numbers, you can record those in the Item/Call Number field. [click 1] Again, this is something that may be of great help when referencing [click 2] or answering questions once items are put online.

Photo: Harness Horses, 




CARE AND FEEDING OF 
DIGITIZED MATERIALS



Care and Feeding of Digitized Materials

What happens after digitization?

■ Outreach
– Programs and outreach
– Social Media

■ Preservation
– File management 
– Preservation overview

Presenter
Presentation Notes
Photo: “Kitten standing on overturned bowl and smelling Ideal Dog Food can” from City of Raleigh Museum.

When I say care and feeding, what I’m really talking about it what do you need to think about or do after the materials have been digitized and you have the digital copies. So, we’re going to go briefly go over some ideas and pose the question back to all of you to try to brainstorm other options. 




Programs and Outreach

■ Involve donors of the materials, if they’re known.

■ Create tools using the materials: lesson plans, teaching sets, pathfinders, etc.

■ Think about who in your community may have an interest in the materials:
– Neighborhood groups, religious communities, alumni or friends groups, etc.
– Genealogical groups, K-12 teachers and students
– Local media, sports organizations, companies, local government, etc. 

■ Example: Wayne County Public Library – Minor league baseball programs used as 
posters and promotional items. 

Presenter
Presentation Notes
Once your materials are online you’ll want to tell everyone so that they can know and begin using them. When you start planning programs or outreach, here are a few things to think about. [read slide down to the example.]

One example from an institution who had their materials digitized by the Digital Heritage Center is Wayne County Public Library. They used their baseball programs as posters and promotional materials for the library to raise awareness of the library and the online materials. 



Social Media
■ If you don’t have social media, 

consider the long-term pros and 
cons of starting one.

■ If you already have social media, 
use what you have. 

■ Investigate national hashtags, local 
historical events, national & 
international “days of” (National 
Puppy day, Throwback Thursdays, 
etc.)

■ Follow other cultural heritage 
accounts and, when possible, 
coordinate joint social media posts 
about materials.

Presenter
Presentation Notes
Screenshot from a NARA Twitter post about April’s Archives Hashtag Party. 

Social media is a great way to get the word out about your institution and your collections. However, social media accounts are free like puppies are free – they too require a lot of care and feeding. If you don’t have the time or staff to maintain a social media account, don’t start one until you do. [read slide – skipping bullet 1]



Discussion
■ What ways could you promote your 

own materials?

■ What additional connections, 
training, or resources do you think 
you’d need?

■ What have you seen other 
institutions do to promote their 
materials that you or others could 
emulate?

■ Other questions or concerns related 
to outreach?

Presenter
Presentation Notes
Photo: “Family Eating Food” from Gaston County Museum of Art and History.

Okay, let’s talk a bit about what ideas you have about promoting your materials. [read slide and open the floor for discussion]



Preparing for the Future
■ You still have your physical copy to 

reference if something happens to 
the digitized copies.

■ But it makes sense to do what you 
can to make digitized materials 
accessible for as long as possible.

■ Extra care needs to be taken with 
digitized AV content.

■ Think of this as preparation for a 
time when many of these types of 
materials will come to you as born 
digital materials. 

Presenter
Presentation Notes
Photos: example of bit rot; search room desk; examples of old AV media.

Don’t panic: unlike born digital files, which only exist in electronic format, the copies we’re talking about are digitized copies of items your institution has physical ownership of.  If something happens to the electronic copies, you still have the physical ones so the preservation of these digitized copies is less pressing an issue than if they were the originals. 

However, if time and energy has been put into creating these digitized copies, then you should at least try to get the longest use out of them, which is why you need to think about the preservation of the files. Also consider that, in the future, items like the ones you’re now digitizing will likely come to you in electronic form. Thinking through this process is good preparation for enabling your institution to be able to handle those materials. 

Also, additional care needs to be taken with digitized copies of AV materials. In those cases, the physical materials may be fragile or deteriorating, or require playback systems that are hard to find and maintain, which means you may only get one chance to digitize a copy. With these materials, the digitized copy may become your preservation one and if it is lost, deleted, or deteriorates, then you’ve lost access to the materials all together. 



File Management and Preservation

How will you store files?

■ Where will you store them? Onsite 
or in a cloud environment?

■ Who will have access to the 
digitized copies?

■ Will you reference the digital copies 
on site?

■ Do you need a file naming plan?

How will you preserve the 
files?
■ What tools are available to make 

sure your digitized files remain 
viable?

■ Do you have a plan for storage 
migration and backup?

■ What tasks do you need to do to 
check on the files? How often do you 
need to do these tasks?

Presenter
Presentation Notes
Once the materials are digitized, those digital files will need care. Some people think that once something is digitized it’s preserved forever, but that’s just not the case. Digital files are a lot more fragile than paper – the can be deleted, altered, lost, and corrupted over time.

Most storage only lasts for 5 years, so you need to have a plan for moving your materials.

Some of things you should think through are: [read slide].




Preservation Resources
■ Digital Preservation Best Practices and 

Guidelines (SLNC & SANC): 
http://digitalpreservation.ncdcr.gov/

■ Preservation (SANC): 
https://archives.ncdcr.gov/researchers/pre
servation

■ Digital Records (SANC): 
https://archives.ncdcr.gov/government/digi
tal-records

■ The Care & Handling of Family Papers, 
Photographs, & Essential Records (SANC): 
https://www.youtube.com/playlist?list=PL2
w9jUBdiGKvTEyMA1XpOGKJtSXItDnVC

Presenter
Presentation Notes
There are a lot of different resources you can consult about preservation topics. I’ve only listed a few here, but there are many more options out there. 

http://digitalpreservation.ncdcr.gov/
https://archives.ncdcr.gov/researchers/preservation
https://archives.ncdcr.gov/government/digital-records
https://www.youtube.com/playlist?list=PL2w9jUBdiGKvTEyMA1XpOGKJtSXItDnVC


Questions?

Presenter
Presentation Notes
Does anyone have any questions?

Photo: “Bill Ross in New Elementary School” from the Watauga County Public Library.



CONTACT US
Ashley Yandle

Ashley.Yandle@ncdcr.gov
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