DP workflows on a
budget

Kerrie Shaw, City of Newcastle, Australia l

X City of
Newcastle






Acknowledgement
of Country

City of Newcastle (CN) acknowledges its Local
Government Area (LGA) sits within the Country of the
Awabakal and Worimi peoples. We acknowledge that
Country for Aboriginal peoples is an interconnected set of
ancient relationships. We acknowledge the custodianship
of the Awabakal and Worimi peoples and the care and
stewardship they have performed in this place since time
immemorial.




Jile items dating back to the early 1800s are now able to be digitally preserved for future gen
astle.

1ched at Newcastle Library today, the high-tech digitisation lab will feature cutting-edge eqt
N ewc a St I e scanning instruments and robotic page turners capable of converting 2,500 pages an hour ir
Library’s DigiLab

Newcastle Library's DigiLab — a state-of-the-

art space to digitise the City of Newcastle’s

collections.

‘riLab was co-funded through the City of Newcastle's works program and an $85,000 Me:
‘rom State Library of NSW.
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My original workflow for
the lab looked like this...
The only
acknowledgement of
digital preservation was
the naming conventions
and file name embedding.
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Digital Lab workflow overview

DLOO1

Accessioned or
catalogued?

To cataloguing or
accessioning

DLO03
DLO22

e > years on my
workflow now

digital file.
machine DL005, DL006, DLO07, DLOOS,
DLO0Y, DLO10

o o
Check that
s | @ ooKs like this
meet current physical item Digitise
conventions DLO12 —

D
Create

files for Follow naming

use DLO14, conventions DLO11,
DLO15 ; DLO32

Catalogue on CMS perform Digital Preservation

DLO17, DLO18, DLO19, DLO20, tasks and save to Cold Storage -
DL021, DL022, DL023, DL024, DL028, DL029, DLO30
DLO25

: — 'S
Send files to content Files used for exhibitions Carry out Fixity checks .
producers PUBLIC ACCESS 6 monthly DLO31 ( |'ty of
N Newcastle




Master Files

created or
e ye dl'S d gO
[} [}
- Establish media viability and
/| Are t_hedf:es Virus check files. Use Digital I I l I n
acquired: Asset Register (DAR) to note

details. Quarantine infected files
for further discussion with CCM
team.

[ ]
Do the file DLO32
g a O e I O
naming Rename files as per S
conventions?
DLO11
Use Exiftool to y
embed the file
name into [
Metadata. DL026 t e I e S I
Bag the files into Digital
Preservation folder using
Every six months from
creation of the bag run Fixity
check. DLO30 p rO C l l re
.

Bagger or script. DL029
https://nccau- .
my.sharepoint.com/personal/kshaw_ncc_nsw_gov_au/Documents/DigiLab/Workflows/Workflows_docx/DL028 I y O
Digital Preservation Overview.docx N t I

convention DLO11
using Renamer.

Run a DROID report on the bag and
save report in the metadata folder
of the Bag. DL029




A workflow using
free tools and SO.

Step by step.




Do the file
names meet
naming
conventions?
DLO11

Master Files
created or
acquired

Are the files
acquired?

Establish media viability and
Virus check files. Use Digital
Asset Register (DAR) to note
details. Quarantine infected files
for further discussion with CCM
team.

DLO32

Where
have the
files
originated
from?

N
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Do the file
names meet
naming

Rename files as per
convention DLO11
using Renamer.
DLO31

conventions?
DLO11

Decision time:
Rename or maintain authenticity by
retaining file name? \

Q City of
N Newcastle



Renamer

den1b)

, . Products ¥
Improving productivity since 2004

News

Products » ReNamer

File Settings Presets Language Help

[6 Add Files Eg Add Folders = @ Preview = Rename

% Add =Remove #Up & Down
E3 Rule

Statement

Click here to add a rule

*EFiles @ Columns = Options ¢:Export =k Filters »p Analyze
State

Name New Name Error

Click on the image to view all screenshots

Description

ReNamer is a very powerful and flexible file renaming tool, which offers all the standard renaming procedures, including prefixes,
suffixes, replacements, case changes, as well as removing contents of brackets, adding number sequences, changing file
extensions, etc. For advanced users there is support for Regular Expressions and the Pascal Script rule, which lets users program
their very own renaming rule.

This program allows you to combine multiple renaming actions as a rule set, applying each action in a logical sequence, which can
be saved, loaded, and managed within the program. In addition, it can rename folders, supports Unicode characters, and

Toolsv Buy~v Help~

&

= Changelog

Downloads

[2a] Screenshots
& Documentation

W Awards (18)

™ Purchase Pro

AIA Lite vs Pro

€ Licensing Terms
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Use Exiftool to
embed the file

name into
Metadata. DL0O26

The filename is the link to the

metadata. ‘

| use this tool to maintain that link. N ity of
\ Newcastle



Exiftool G

Exiftool

asul

ExifToolGUI...
- Shortcut

EExifToolGui

Program Options Export/Import Modify Various Help

Browse
I Desktop

>

VW W WV VWYV VY WY VY

Filelist ~ Chart

Refresh
/} Home

E] Gallery
@ Desktop

é Documents
@ Kerrie - City of Newcastle
E Pictures

@ Creative Cloud Files
i Downloads
0 Music

u Videos

Kerrie Shaw

M This PC

__ Libraries

== (F:) Digilab Backup
t Network
Control Panel

& Recycle Bin

Preview

ExifTool direct

| Details; . Standard fielist my —

Metadata OSM Map

Show All Files - Edit Exif Xmp

Workspace

Tag name Value

v

Show Log window Large Save

| use Exiftool to embed the file name
into the metadata

& 094_000017u Properties -
General Digital Signatures  Security Details  Previous Versions
Property Value
Description
Title
Subject
Rating
Tags
Comments 094_000017u.tif
Origin
Authors
Date taken
Program name SilverFast 8.8.0 125 (Jun 25 2021) ...
Date acquired
Copyright
Image
Image ID
Dimensions 2400x 3137
Width 2400 pixels
Height 3137 pixels
Horizontal resolution 600 dpi
Vartical raenlitinn RDN Ani
Remove Properies and Personal Information
OK Cancel App‘},’
a
BN A .
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« | Bag the files into Digital
Preservation folder using

Bagger or script. DLO29

Once the filename is embedded, |
am ready to bag the files. \
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Bagger or command code

B Bagger 281
Wirdew  Helg
Al = i 9 05 H
Creste lew Bsg  Open Exinting Bag  Create Bag bn Place
© Ragger Bag lnto
Payload 9._ mmmmmmmm a7
B =1 | profie Mewtaatle Libeanes V. Bagvermon: 057
Hickey Bag™ Serislize Typel: none
Visual Studio
| L Code
Fies 00
.m

Initially | used Bagger but now | use a script
iIn Visual Code Studio. Either does the job.
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Run a DROID report on the bag and
save report in the metadata folder

of the Bag. DL029

Once Bagged | use DROID for file
identification report generation. \

. City of
. Newcastle



roi

r
4 oroID v6.7.0 - O X

File Edit Run Filter Report Tools Help

CPbd | += 00 7 |4

New Open Save Export Add Remove Start Pause Filter On Report
| Untitled-1 x |
- Resource Extension Size Last modified Ids Format Version Mime t

' N
Throttle: 0 ms ' ; e ez _ 2
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Every six months from

creation of the bag run Fixity
check. DLO30

Only just implementing this.....

N City of
N Newcastle



DLO28 Digital Preservation Overview (Part of the Digilab workflow DL001)

Master Files
created or
acquired

Asset Register (DAR) to note

details. Quarantine infected files
/ for further discussion with CCM
workflow
Do the file
DLO32
names meet

u u u u A Establish media viability and
D I g I ta I p res e rvat I o n I n m y Are the files _0—» Virus check files. Use Digital
acquired?

min i
naming Rename files as per

ions?
conventions? convention DLO11

DLO11 using Renamer.
™| pLos1

Use Exiftool to

Its basic but it's better
than no preservation at
[ \ Bag the files into Digital

all ri g ht? s

|
|
v
Run a DROID report on the bag and

> i fi
save report in the metadata folder E::ar:iz:c::i:;hlja r(::]n Fixit
of the Bag. DLO29 g U

check. DLO30
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My message to you dear listeners;

do not despair if you have no

budget or no system, you can still
Implement Digital Preservation, it
just takes a bit longer to carry out.

\

4
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Thank you

Kerrie Shaw — Cultural Collections Management
Registrar (Digitisation)

Q

| also provide training in how to implement this

workflow, find me on LinkedIn or email me .
City of
. Newcastle


mailto:kshaw@ncc.nsw.gov.au
mailto:kerrie@kerrieshawdp.com.au
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