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Planning, Standards and Procedures

ImPorl:ance of clc{:ining and setting goals
SPAM Statements -~ Speciﬁc, Positive Attainable Measurable Goals

Use Statement ~ critical to dc{:ining Projcct standards
Standards aPPlg to three comPonents:
Creation
Retrieval

Access

Selection Standards — Gctl:ing the Best Source

Scanning Standards — Dc{:ining Master lmagcs

Preservation Standards — No Originalitg Plcasc!



Pianning, Standards and Procedures - Resources

Bookmarks for Scanning Standards

Standard Setting Bodies

Western State Digital Image Best Practices
httl:)://www.cciPheritage.org/westemtrails/wt_bpscanning.htmi

California Digital Libraxy’s Digital Image Format Standards
httl:)://www.ccilib.org/about/PuHications/CDLlmageStci—ZOOl.Pc]F

NARA Guidelines for Digitizing Archival Materials for Electronic Access Januarg
1998 - iittP: // www.archives.gov/ research_room/arc/arc_info/ guicieiincs
_For_ciigitizing_archival_materials.Pclic

The NARA- National Archives and Records Administration- guide may be
a little olci, but it is still c]uite gooci and clear.
National Information Standards Organization Technical Metadata for Digital Still
Images ~ iittl:): //www.niso.org/sta ndards/resources/ Zﬁ9_87_tria|_use.PciF

This is still a draft document and is not an easy read, but it will introduce to

youto the best thinking on this subject.

Thc ico”owing two Publications cover more thenjust gooci scarming standards

and will be useful ti‘»roughout the life of the your cligitization Prcject.
Handbooks

NINCH Guide to Good Practice in the Digitai RCPresentation and Management of
Cultural Heritage Materials - httl:)://www.ninch.org/guide.[:)ciic

NINCH — National Initiative for a Networked Cultural Hcritage Handbook for
Digitai Prcjects - htt[:)://www.necicc.org/ciigitaI/Ciighome.iitm

Thisis Prociuceci bg the Northeast Document Conservation Center, the
original authoritg on digitizing in the Librarg sector. The handbook is also
an available in paper ~Librar3 of Congress Cataloging Number ISBN No.
0-9634685-4-5



Planning, Standards and Procedures - Resources

Other Good Sources for ExPcrt OPinions and Advice:

Research Librarg Group Guides to Qualitg in Visual Resource lmaging -
http://www.rlg.org/visguicles

These are a series of articles all of which you will find most heanCul.

A few scanning tiPs - httP://vwvw.scantiPs.com/
Wayne Fulton presents a little bit lighter and easier read. Many People with
agreat deal of c]igital exPcrience use it. EsPeciaHH read "Evaluating
Scanner Features and Performance”

Technical Advisor9 Service for Images, TASI - httl:)://www.tasi.ac.uk/
From Great Britain. Theg Provide this great resource their academic
community about the digital creation, storage and c]elivcr9 of image-
related material.

Digital Image Guide — http://www.clig-mar.com

lmage lntegration’s Resource on the web



New Tools

DAMS — inPut is not the same as output
DAMS developecl for different purposes — archival, teaching, workflow

Level of Access — enter information, view data, use image

Color

Calibration and Profiles — language of color

Dgﬂamic Range ~ range of tones from dark to light

Gamma — Contrast ratio

File Naming
What Meaning

Unique — bC}jOﬂ(ﬁl 3OUF ]DOT'C]CI"S

Meta tags



Projcct Management

Projcct Management

Throug}w out the life of a Project — Track and Assign resl:)onsibilitg

Critical Path Diagram

train week1 | week2 | week3 | week4 | week5 | week & | week7 | week 8 | week 9 | week 10
task| staff person|ing? | hrs
lanaging Your Digitzing Project” course| RA 8  Zhows 2 hours 2 hours 2 hours
seum manager (based en MDG course) RA 4 4 hours
receive approval to proceed|  from DB -
agement {5 hours per week * 18 weshs)| DB 80 Shous £ hours & hours 5 hours 5 hours 5 hours & hours 5 hours 5 hours 5 hours
hand-written data on choto index cards| RA 8 4 hours 4 hours
crosswalk to Dublin Core fiekds| RA 8| 4 hours 4 hours
rfect figlds (in-house museum software) RA 8| 4 hours 4 hours
develop 3-way crosswalk chart] RA 8| 4 hours 4 hours
‘Tudy Lewy's scanning class (Infopeople) RA & hours
scanning (as thumbnails? Higher res?) RADE -
winer & disk spacs (& redesign project!)| RADE -
3l onily, get existing scanner funciioning| DB 20
aliection (200 recerds and photographs)| NS 12
check condition of photos selected DB [
s and photos as needed to reach 300 NS El
ject tzam on data entry into PastFerfect] RAMNSIDE 4
rfiect at an average of 20 min per record|  RAMNSIDE [ 100]
train project team on scanning methods|  RAMNSIDB 4
tos at an awerage of & minutes per scan| RAMNSIDBE 40
rfect custom reporis o check data entry RA 8|

Evaluate & Document Success — Digital Slide count = Web Iogs




Projcct Management

Monthly Statistics for February iOM

Total Hits 14321
Total Files 12498
Total Pages 3196
Total Visits 1925
Total KBytes 71216
Total Unique Sites 1461
Total Unique URLs 292
Total Unique Referrers 284
Total Unique Usernames 4

Avg| Max
Hits per Hour 25 261
Hits per Day 622 933




New Tools Glossarg
Glossary of Terms

Grapl'wic Image Formats

There are too many formats 1 for communicating image information to
computers and their Periphcrals to list here, but I will gjve you the highlights and
some interesting and magbe even heanCul information about them.

First thing to learn is that the Mac oPcrating system uses + letters in its tags to
define files. Theg are shown here as [tag]. More importantlg, Macs do not
bother to show you these tags or attach them to a file. In the Past the Windows
oPerating system used onlg three letters in their tags and it can not read a file if it

does not have a tag.

Rule 1: Mac oPerators must alwags insert Filc tags on their Files when saving them.

List of File Formats

Tag Full name Defined bg

BMP Windows Bit MaP Microsoft

EPS Enca[:)sulatecl Postscri[:)t Patent owned bg Adobe

GIF Graphic lnterchange Format Patent currentlg own bg Unisgs
JPG [UPEG] Joint Photographic Experts GrouP ISO standard 10918

PCD Kodak Photo CD Patent owned bg Kodak

PNG Portable Network Graphics Internet Committee - W3

FPDF Portable Document Format Patent owned bg Adobe

TIF [TIFF] Taggecl Image File Format Adobe

BMP is the MS-Windows standard format for graphic files created within its
programs. It is a raster image as it is a “maPPing” of each bit of information.
Raster imagjng is not scaleable as vector imaging is, but it is able to show more
subtle variations in color as it does map each Pixel. It also makes a larger file size.

EPS is a Vector image and therefore scaleable. Vector images are equations or
math Formulas; the comPuter then translates the formulas to the monitor’s or

clisl:)lag’s Pixels. It is smaller and will show crisPer eclges.



New Tools Glossarg

GIF is the grancl clac]cig of image formats for the web. 1t origina”g was DJIF and
therefore the soft ‘g’ Pronunciation. The LzW comPression aigoritiim used in the
GIF format is owned bg Unisgs, and cornPanies that make Prociucts that exPioit
the algoritnm (incluciing the GIF format and Pnotosnop) need to license its use
from Unisgs. There are two versions of the tormat, 87a and GIF89a. Version 89a
(Julg, 1989) allows for the Possibiiit9 of an animated GIF, which is a short
sequence of images within a singic GIF file. A GIF89a can also be sl:)ecitiecl for
interlaced (Progrcssive) GIF Presentation.
JPEG or (Joint Pnotographic Experts Groul:)), is the ISO/IEC group of exPerts
that cievelo[:)s and maintains standards for a suite of com[:)ression algorithms for
comPuter image files. Theg have released an uPclateci version call JPG 2000 that
is siowig being ac]o[:)teci.

A JPEG file is created bg cnoosing from a range of comPression quaiities
(actua”g, from one of a suite of ComPrcssion algoritnms). When you create a
JPEG or convert an image from another format to a JPEG, you are asked to
sPeciicg the quaiitg of image you want. Since the nignest qualitg results in the
largest file, you can make a trade-off between image c]uaiit9 and file size.

The JPEG's correct name is JFIF for JPEG File lnterchange Format. The digital
camera manufacturers deveiopeci another version call JPEG EXIF. The
difference is the metadata information that is stored within the image file. The
JFIF stores information about the color Protile, while the EXIF stores information
about the camera.

Kodak’s Photo CD uses a Prol:)rietarg image format called an lmagepak that has
its own unique image cornpression tecnnoiogg and color management. It IS very
good, but will onlg be found on Photo CDs. The 4.5 MB files exPanci to clear
accurateig colored 18mb files. As with any comPuter tile, you can copy the PCD
files from the CD-ROM to a server within your system. if you use this scanning,
method - usua”g onig Provicleci 199 Photo vendors - you can |<ee[:> them in their
original format or convert them to a more useful image tormat, keeping the
original files as archives.

PNG as with the Previouslg mention JPEG 2000 are attemPts to create a non-~
Proprietarg im[:)roved web image format. The move is toward interested

comprcssion formulas that do not lose information. It is extensible file format for



New Tools Glossarg

the loss less, Portable, we”-compressecl storage of raster images. Extensible
means you can extend its sPcchCications and clevelop other versions.

Another extensible format is the TIFF. It utilizes a structure that can store image
data and attributes of that image. It has been extended into several versions, the
most common of which is TIFF-Fx for the fax machine.

[1] For an example of a still only partial listing of formats, see
http://www.daubnet.com/formats/index.html

ComPutcr Hardware and Software terms

Algoritl'lm A step bg step Procedure for solving a Problem

Bit The smallest unit of computer information, =0 or1, a binarg digit

Byte a sequence of bits, usua”g 8 that is used as a unit of storage. The factitis 8
bits rather than10is whg 5 megabgtes do not eclual 5000 KB.

Display Tecl'mologg:

CRT Cathocle-rag tube - Like a TV an electronic clischarge is shot at the
back of its screen “excite” the Phosphor coated back of the c]isplag. This is the
older clisplag tcchnolog(j and so that there are several imagc clisplag management
tools created for it. It does not use the same Frequcncg asaTV though, which is
whg theg are not interchangcable.

LCD Liquicl Crgstal DisP189 - sometimes referred to as a Thin Film
Transistor (TFT) c]is[:)lag. A current is sent across two conductors on the grid to
control the lighting of each Pixel. These are the flat Panel monitors, which use
less space, and less clectricitg, but, asa relativelg new technologtj, the color and
other c]isplag management sgstems are in their imcancg

OLED Organic Light Emitting Diodes - New19 developed bg Kodak
it is still onlg available on cell Phoncs and PDAs. The diodes transmit light when a
low current is Passecl through them.

Plasma This flat Pancl displag uses chargecl gas and F’hosphors to
create its displag. It is brighter then and LCD Panel and has a broad viewing
angle. Thcg can be quite large such as in high definition TV.

QS OPerating Sgstem - A set of programs used to control, assist or su[:)ervise all
the other programs that run on that comPuter.

Resolution: For a clisplag device, it is the quantitg of Pixels that the device can
displag.
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Bit—-DePtl'n the number of "bits" of information about something, in imagjng it
usua”g describes color but can also describe sound in audio ec]uiPment. Note
that each additional bit in a binarg number system doubles the Possibilities S0
that a 24-bit process is 2 to the 24th power or 16,777,216 available descril:)tions of
information.
Bitonal: a bitonal, a.k.a. black & white or line art, image consists of Pixels that
can rePresent one of two tones.
ComPression: a process used to reduce image file size. lmage—compression
algorithms may be either imcormation—l:)reserving, a.k.a. losslessJ or non-
intormatiorvpreserving, known as iossg.
Image TyPes

Raster image is a bit map or grid of x/g coordinates sPeciicging each Pixel
ona dis[:)lag. Itisa large file

Vector image is a rePresentation of a sequence of mathematical
statements or sequence of commands the Place lines or shapes on the ciisplag
screen. It is a smaller file than a raster image, details "lines" or eclges very well and
is scaleable.
Pixel: the smallest logical unit of visual information that can be used to build an
image. Short for Picture e|erner1tJ Pixels are the little squares that can be seen bg
enlarging animage.

eclual to one ‘bit’ if black and white (monochrome, or 2-colors),

eclual to one ‘bgte’ (8 bits) for ‘Indexed Color’ (256 colors),

eclual to2 bgtes for 16-bit color (‘Thousancls of Colors’)

eclual to? ‘bgtes’ Q4 bits) for “True Color’, or (‘Mi”ions of Colors)

eclual to4 ‘bgtes’ (32 bits) for" "+ ‘alpha' (trans[:)arencg) channel
RAID: (Redundant Arrag of lnex[:)ensive Disks). Hard disc arrays enable very
fast access to data + Much increased reliabilit9 through rec]unclanc9 (imcormation
may be mirrored / striped across several discs. Range from Level 0-5
implementation.
Imagjing Terms
CLUT: Color Lookup Table (or Palette) a table used to choose which of 256
colors are used in c‘S-bitJ Indexed color. Everg comPuter has a built-in (‘Sgstem’)

CLUT or else the image has to Provicle it
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Color SPace mathematical model of color as a three dimensional space using
color terms as the axis
Digital Watermark A c]igital watermark is an identification code carrying
information about the copgrignt owner, the creator of the work, authorized
consumers and so on. The watermark is invisible and Permanentlg embedded into
cligital data for coPgright Protection and for checking if the data has been
corruptecl. 159 means of watermarking, the work is still accessible, but
Permanentlg marked.
Dither: The process of electronica”g arranging sPatial clusters on a clisplagecl or
Printed image. Black & white process used within the Printing inclustrg to
rePresent color or grey tone images. Similar to Haltfroning as used bg the
newspaper inclustrg.
DVD: (Digital Versatile Disc). These are, as yet, an unproven standard. Several
variants current19 exist — DVD-R, DVD-RAM, DVD-RW, DVD+RW. Backwards
com[:)atibilitg isa keg concern currentlg. Current cal:)acities exceed 9 GB
(selected variants onlg).
Dgnamic range: The range of information concerning the lignt to dark values in an
image.
EDMS: (Electronic Document Management Sgstem) . Term to describe the
storage and management (incluc]ing retrieval) of clocumentsJ which are inPut toa
computer system via a variety of mechanisms (including scanning device,
conventional software Products such as Word Processors, faxes, email).
Gregscale: 8 bit) . Usua”g refers to a continuous tone image (tgpica”g 256
shades of grey).
Histogram: Plot of the number of Pixels for each Possible gragscale value. A
histogram isa graPn that shows the distribution of intensities in an image. The
horizontal axis rePresents the full range of tonal values; the vertical axis indicates
the number of Pixels for each intensity value.

Highkeg an image where the histograrn is weigntecl toward the white Point,
thus resulting ina light image.

Lowkeg animage where the nistogram is weigntecl toward the black Point,
thus resulting inadark image

Hue: color.



New Tools Glossarg

Rcsampling: resaml:)ling occurs in two forms: down samPling and up sampling.
Scanning often occurs at a higher resolution than is necessary and the rcquirecl
resolution is obtained bg resampling the image. Aliasing can occur when the image
data are downsized. To minimize its effects low~Pass Filtering can be applied to
the image before it is downsized. UP sampling should be avoided because no
additional image information can be created.

Saturation: the intensity of the color.

True color a.k.a. 24-bit color, is the sPechCication of the color of a Pixel ona
displag screen using a 24-bit value. Each RGB level is re[:)resentecl bg the range
of decimal numbers from O to 255. The total number of available colors is 256 x
256 x 256, or 16,777,216 Possible colors.

TWAIN: (Scanner driver). Generic device driver that allows the scanned image
caPturecl bg the scanner to be Passecl to the host PC. The word TWAIN
originates from KiPling‘s "The Ballad of East and West" - *...and never the twain
shall meet...", reﬂccting the cliﬁcicultg, at the time, of connecting scanners and
Personal comPuters. It was ul:>~cased to TWAIN to make it more distinctive. This
led People to believe it was an acronym, and then to a contest to come up with an
expansion. None were selccted, but the entry "Technologg Without An
lnteresting Name" continues to haunt the standard. (Takcn from the
www.twain.org site)

Unsl‘larp masking: an artificial transformation that can make images appear more
in focus bg exaggerating transitions that have been dulled bg scanning,

Value: the amount of light to dark in the color.



