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DefinitionDefinition of a of a digitisationdigitisation projectproject

The conversion of analog material (hardcopy 
materials) e.g. written manuscripts, printed 
material, photos, video clips, film, sound 
recordings, tapes, microfiche, glass 
negatives, maps, paintings to an electronic  
and easily accessible format



Investment Investment –– is it worth it?is it worth it?

• Investing in digital conversion only makes 
sense if institutions are prepared to provide 
long-term access to digital collections and 
have a sound project plan to start with

• Scanning process 1/3 of actual digitisation 
cost



Criteria Criteria for a for a digitisationdigitisation projectproject

• Selection criteria
• Preservation 
• Standards
• Equipment
• Sustainability
• SWOT analysis



Preservation Preservation aspectsaspects

• Fragility of digital representations
• Preservation strategy vital
• The key to digital preservation is the 

establishment of a managed environment
• Searchable metadata and well documented 

technical aspects 



PreservationPreservation methodsmethods

• Basic archival preservation
• Digitisation best practices and 

standards
• Future migration
• Technical standards are maintained 

and developed by international 
organizations, i.e. (ISO); (IEC); (IEEE); 
(ITU); (W3C)





DigitisationDigitisation the projectthe project

1. Project identification
2. Selection criteria
3. Dismantling of 

material and 
copyright clearance

4. Basic preservation
5. Scanning
6. Archival server

7. Conversion process
8. Web-ready (eBooks, 

images, journals, sound, 
video clips)

9. Metadata
10. UPSpace
11. Technical data
12. Final documentation



Project Project identificationidentification

• Is there a known potential audience for the 
materials that are planned to be digitised?

• Will digitisation increase access, functionality 
or intellectual control?

• Will digitising these materials fill a need that is 
currently unmet?

• Are the materials in the public domain or can 
proper rights be secured?



Why collaborateWhy collaborate

• Scarce funding
• Richer digitised collections can be created in a 

collaborative project
• Increase in the perceived values of collections
• Fulfilling research and educational goals and 

objectives at the institutional level
• Collaboration allows each partner to contribute its 

strengths
• Background linking to each others collections 

without user knowing



Selection Selection criteriacriteria

• Break down to administrative and operational 
issues

• Type of material in collection i.e. photos, docs
• Will the complete collection be digitised?
• Copyright clearance
• OCR necessary?
• What is the current condition of the collection?
• Could the project be done in phases 
• W3, restricted or in-house availability
• Outsource or in-house
• More than one copy of the same source?



Preservation Preservation basicbasic

• Take off any damaging material i.e. elastic 
bands, staples, clips

• Mend tears in hardcopy source
• Tuck in loose leaves of books 
• Dust and clean the source i.e. book, slide, photo
• Get rid of mould with a clean brush
• Document what you did and what still need to be 

done to preserve original source



Copyright Copyright clearanceclearance
• Never -- ASSUME --
• If clearance is necessary start immediately
• Write courtesy letters if possible to stakeholders 

even if out of Copyright
• Keep track – be persistent – follow-up
• Document everything on database, dates, names 

and addresses
• Life + 50 years standard copyright length in South 

Africa
• Publishers Rights run from the 1st edition + 50 years



ScanningScanning

• If done correctly, the digital image will represent the 
visual information of the original source

• Resolution is not the only factor that will affect  the 
quality of an image file: 
-- scanning conditions
-- scanner type
-- quality of source 
-- settings 
-- skill of the scanning operator
-- quality of the final display image (derivative)



Scanning Scanning technicaltechnical

• Archival scanning – resolution size
• Calibrate work station
• Scanning of books, slides, maps – different 

scenarios
• Saving in Tiff, Jpeg, Gif, WAV, MP3
• Sound – Audacity programme
• QUALITY CONTROL
• Document it















Conversion Conversion why and howwhy and how

• Keep archival copy untouched – separate
• Crop, de-scew, cleaning, colour management
• Size of archival image ±50 – 60 MB
• Size of normal photo on web 50 KB
• 24 sec average download time per image

Create a folder 
for Derivatives

Create a folder 
for Originals

Create a folder 
for Jpeg/Gif etc

Create a folder 
for PDF



Jpeg

Canvas cleaning

Tiff image scaled down 
for PPT



Storage Storage archival and otherarchival and other

• One “sacred” archival copy – not to be touched
• Preferable: Server with search engine (Lucerne)
• 1 x derivated copy in PDF or Jpeg to collection
• 1 x derivated copy PDF and Jpeg in digitisation 

office
• Gold dye CD-R best
• Test CDs/DVDs once a year for data loss
• Should be able to migrate if necessary



WebWeb--ready ready 

• Lower resolution images derived from master file for 
web-ready copies 

• Resolution of Jpeg derivatives between 72 ppi and 
150 ppi

• PDF documents for web display - truly portable 
across different platforms

• PDF retains all of the formatting and detail present 
in the original

• PDF can be compressed into smaller file sizes for 
the Web



Metadata Metadata the finding aidthe finding aid

• METADATA  is the information needed for 
researchers to evaluate whether or not a visit to 
the repository will be necessary

• Librarians are now challenged to create eye 
appealing informational products, preferably with a 
Google-like box to provide searching capabilities 
across many formats of data

• Along with the plethora of digital assets comes the 
need to attach meaningful metadata to provide 
access to items in their collections



Technical Technical metadatametadata

• A most necessary and well thought through 
technical database has to be compiled and 
uploaded onto the web platform

• Use descriptive field in DSpace for the technical 
metadata







Note:

No thumbnail 
available if PDF 
document





In Conclusion In Conclusion ……
High quality/ proper metadata can …
- Facilitate & improve retrieval of info
- Increase precision
- Increase search recall
- Increase trustedness of digital collection & items
- Also important for:

- Administrative control
- Security
- Personal information
- Management information
- Content rating
- Rights management
- Preservation
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Project Project selection criteriaselection criteria

The most common types of materials reported to be 
digitized:

• Photographs (50.4%)
• Bound materials such as books and 

journals (37.6%)
• Unbound sheets of paper smaller than 

8.5” by 11” (33.9%)
• Oversized unbound sheets of paper larger 

than 8.5” by 11” (32.1%) 
• photograph slides or negatives (32.1%)


