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Digitizing Guidelines

Before you begin:

* Make sure your hands and workspace are clean and free of any spillable liquids, foods,
dust, adhesives, etc. Liquids destroy archival objects as well as laptops, hard drives and
scanners.

* Remove all pens and markers from the scanning space.

* Make sure the scanner is clean and free of dust on the scanning bed.

You’ll need the following items:

* Aselection of archival materials to scan, roughly sorted by approximate size.

* A formatted spreadsheet ready to record information (“cataloging”) about the archival
items you'll be scanning and photographing.

* Ahard drive to save scanned images onto.

* A scanner with power and USB cords.

* Alaptop pre-configured to work with the scanner (CPMR scanner information goes here)

Prior to the start of each scanning session:
1) Create a folder for today’s scans on your hard drive. Clearly label the folder with the archive
name and scan date.

2) Open scanning software. You should only need to do this once.

Archive Materials Preparation Steps:
A. Sorting
1.Carefully sort items based on if they are mostly text, mostly images, or film negatives.
2.Sort photographs into three groups based on size:
smaller than 4”x5”, larger than 8”x10”, and those in-between.

Step 2. Scanning
2.1 Open EPSON Scan software, it may be stored in your applications folder.

2.2 Determine the correct DPI resolution based on your image size. You’ll need to input this in the
scanning window described in step 2.3.
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Minimum DPI:

What is it? | What size is it?

Mostly Text
Any size 400
Mostly Images
8” x 10” or larger 400
5”x7” 600
4” x 5” or smaller 800
35 mm film negatives 2800

6 .6.0 EPSON Scan

5 F

Mode:
s EPSON SCaﬂf Professional Mode

Settings

Name: Current Setting (2]
Original
Document Type:t Reflective ‘J
Document Source: | Document Table )
Auto Exposure Type: (\ Photo :D
Destination
» Image Type: Q 24-bit Color B j
Resolution:

( 300 2] dpa

Document Size:

W 8.50 H [11.70 | [in. A
» Target Size: | Original s ]| la]
Adjustments
O | | 5] B[ reser
[P (™ unsharp Maskj
(b ] Descreening)
| | Color Restoration
» || Backlight Correction
» | | Dust Removal
» | | DIGITAL ICE Technology
I 1 { 1
[ [ ] Preview J =1 Scan L‘@‘

2.3a Configure your scan window to look like the one
shown below. Fields outlined below are those that you
will need to change/double check.

A) Set to PROFESSIONAL
MODE

B) Document type as REFLECTIVE, except for fim
negatives.

C) Auto exposure type: set for either PHOTO or
DOCUMENTS:

D) Image type: Set as shown

E) Adjust the RESOLUTION based on the scanning
chart.

F) UNSHARP mask should be checked.
G - Optional: Use De-screening if scans are
reproducing patterns in images.

2.3b Click Preview. Size the crop to the edge of item,
leaving a small amount of space around the archival
object.
Remember that it is easy to crop later, but impossible to
recover anything not scanned. Click Scan.
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2.4 Name the item using the accession number naming convention described below.

Please note that you set the Item# in the scanner file save window tick box NOT in the prefix section
(see image below)

Archive]DNumber ScanDate Item#
Example: 100ABC 080113 001

For items that will only be one catalog record, but will have multiple images — a multipage brochure,
pamphlet or book - add a single letter to the number described above. You’ll need to do this manually
by right clicking and renaming files affer scanning.
Example:
100ABC 080113 001 a
100ABC 080113 001 b

2.5 Make sure to save the scan as a TIFF. Save in a folder named LastName_Archive. For instance
Luvenos_Archive or Garcia Archive.

Your file save dialogue box should look like the one below:

File Save Settings

Image Format

Location
() Documents
() Pictures ) ‘
(s) Other: Seiferle-Valen | Choose.. ||| A) Select the folder to scan to (generally on a
hard drive).
File Name (Prefix + 3-digit number)
S ( AREHEIE j St umbee (oo1 (2 B) Set the prefix of the accession number for

scanning, i.e. 100ABC_080113_. The software
automatically appends the sequential

Type: [ TIFF (*.tif) J | Options...

= numbering.
Details: Byte Order: Macintosh
Compression: None
Embed ICC Profile: ON C) Set file format as TIFF.

(7: Overwrite any files with the same name)

[ Show this dialog box before next scan
@ Open image folder after scanning
@ Show Add Page dialog after scanning.

[ Hep | | cancel | [ ok

2.6 While the item scans, fill out known information in your cataloging spreadsheet. It may be too time
consuming to fill out every field on-site. Feel free to capture notes in the notes section of your
spreadsheet that you can use to fill out the other fields later.
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Step 3. Back-up Uploading:

3.1 Within 24 hours of your interview date, your designated data wrangler is responsible for uploading
your scanned and video files to their M+Box Account.

Configure your options under Share/Access until they look like the image below:

&= Share Trash
Help
o Send Access Success And Training Corner
| () # Open
Shareé This content is open to anyone with the link.

Viewers are not required to log in.

— ‘ (® % Your Company

Send Only users logged in with a umich.edu email or
| users collaborating in this folder can access this
content.

Set Custom URL
Set Expiration
Set Restrictions

O Collaborators Only

This file is only viewable by you. Move itto a
Collaborated folder to share it with others.

No Link

This file cannot be accessed from a shared link.

Collaborators will still have access.
Kt

Then share with mariasv@umich.edu. Please also send an additional email from your personal account
to Maria S-V when this has been completed and she will email you a confirmation.

Please note: All students have 50gb of could storage available through M+Box.
You can access M+Box here: https://box.it.umich.edu/
Get M+Box help here: http://www.itcs.umich.edu/storage/box/faq.php#general
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