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Introduction

This document is the user guide for collection administrators using the Digital Archive. It contains
descriptions of how to use each of the three primary features of the Archive to manage your

content:
1. Ingest — the process to move your content into the Archive

2. Reports — the feedback from the system you get for managing your content
3. Dissemination — the process to get copies of your content out of the Archive

Information on how to use each of these features is presented in detail in a section of this

document. So that you can put these features in context, the first section is an overview describing
how the Archive is organized and how it processes data.

Last updated: 7/11/2011
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Overview - Archive processing and organization

The Digital Archive is a managed storage environment for your content. Your content will be stored
in the format and directory structure in which you send it to OCLC for processing. As each batch of
content is received by OCLC, the Digital Archive performs an Ingest process. During Ingest
processing, the Archive:

e checks the content against the electronic shipping manifest,

e checks each file for viruses,

e verifies each file’s data format using JHOVE, and

e creates a digital fingerprint for the file so the Archive can do an independent “fixity” check

to verify that no bits in the file have been altered in the future.

At the conclusion of Ingest processing, an Archive Accession Report is created for you to review.

The Digital Archive will allow any data format type to be ingested and stored. The choice of archival
data format depends upon your local practice and collection policy. One purpose of the Digital
Archive is for you to be able to get back the exact file you sent to OCLC for archiving.

You may include metadata files along with content files. If you do this you may want to create either
a directory structure or a naming structure to associate metadata files specifically with content files.
Metadata files will be treated as preservation objects like any other file.

While your data is stored in the Archive the system performs regular checks on the health of your
content. The results of those checks are summarized in a File Integrity Report. You can use the
results of this report to ensure that your content remains unaltered in the Archive (see Reports
below).

Content in the Archive may be disseminated in two ways. You can disseminate individual files online

using a web browset, or you can e-mail a request for a bulk dissemination (see Dissemination
below).

Your content is organized and stored in the Archive in a structure using multiple identifiers that
allow you to uniquely identify individual files and organize your collections. Each of the identifiers
below is part of a hierarchy, with Institution Name at the top of the hierarchy and File Name at the
bottom:

e Institution Name (OCLC symbol to be exact) — OCLC symbol is the broadest identifier for
all your content. We can uniquely identify all the files in the Archive that belong to you using
your OCLC symbol.

e Server URL (e.g. CONTENTdm “host name”*) — Identifies the source server from which
content was extracted or where the access copy of the content can be found. Using Server
URL allows you to group content in the Archive by the source server where associated
access coplies are kept.

e Collection Name (e.g. CONTENTdm “collection alias”*) — Identifies collections of content.
This identifier is unique within a Server URL.
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e Archival Volume Name (e.g. CONTENTdm “volume ID”) — Identifies the batch of content
you sent to OCLC. This identifier must also be unique within a Collection.

e File Name — Identifies a specific file within an archival volume. This identifier must be
unique within an archival volume.

*This information is used in CONTENTdm servers to allow a unique link to a

“preservation” file in the Archive to be tracked in the “access” file metadata associated with
it.

Last updated: 7/11/2011 5
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Ingest

In order to move your content into the Archive, you must prepare it for submission to the Archive,
and then package and ship it to the Archive.

Ingest processing in the Archive works on batches of content organized in archival volumes. An
archival volume is a file system directory which contains the files you want to add to the Archive.

Prepare content for submission to the Archive - using CONTENTdm.

CONTENTdm includes an Archival File Manager that helps you prepare content for submission to
the Archive. When you set up a project to load content to a collection in your CONTENTdm
server, follow the directions for managing archival content at

www.contentdm.com/help5/collection-admin/configuration4.asp.

These directions explain how to use the CONTENTdm Archival File Manager to prepare archival
volumes on your CONTENTdm Project Client workstation. When you start a new project in
Project Client, you specify the location of the archival volume in the Edit Project Settings dialog.

&b Home @, Find in Callection A Project 1
v, . .
8
() CONTENTdm Project Client
<’
The Coasters of the World collection is a complation of beverage coasters gathered From lacations around the werld during the —
business and lesure travel of OCLC employess, Same have sigficance because of events, athers have signficance because of [£55] e comtars of the Work: e cdmtS000. contertcim o oraf
Coasters of the world location, others have signficance because of the establshment from which they came, and others were just served with dinmer.
A Fropcr1 Coasters of the World Upload Manager Summary
Common Tasks Last indexed: 4y create new project 0 items in Upload Manager
- February 17, 2008 3156 FHl
] Add Ttem - ji i - i
u it &5 it shres ot Project Settings Manager - Project 1 X
Ga) Add Mukiple Ttems 32 ieems in collection
~ Generdl Settings Project Options - Project 1
) Add Compound Objects ) & d
Project 1 Metadata Templates
|- Edit Existing Ttems Upioad Method
Project type: Loca pE—— Metadeta Fied Types
154 e oy 2 (®) Use HTTP or HTTPS to upload tems in this project ko the server —
Other Tasks Trems: 0 S ~
5] View project b | Images & Thumbnails
& View Upload Manager Logged in s 104301admin © Upload items in this project to a drectory
Proces?
|- Edit Metadata Template Directory location: Browse
5 OCR.
EF ca o o Other projects in tis collction
Brchival Pl anagement ™
Other Collections . | |
Find n Collction Manage and track volumes of high-resolution archival images you import.
collections on http:/ /cdm15000.contentdm.oclc.org/ avchival velume lscation: Cpatapioiaice
[ Connexion Digtal Import
| Expand to shon sl collections Spell Check
Administration Do ot spel cheek Fulltexk iekds
=4 CONTENTAM Administration e e £ e e Mol < m e e o e

When you use the Archival File Manager for a project, Project Client uploads display files,
thumbnail images, and metadata to the collection on your CONTENTdm server, and the original
files are placed in archival volumes. These archival volumes act as a temporary staging area for your
Digital Archive data.

When an archival volume is “full” the Project Client will notify you that the current volume is closed
and a new volume has been created. When an archival volume is closed, an electronic shipping
manifest file is completed and added to the volume. The manifest is an administrative tool used by
the Archive to track, identify and manage the files in the volume. The manifest includes information
about the total number of items (“I'TEMTOTAL”) included in that volume. The manifest includes
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the following descriptive information about the files in the volume:

¢ Your Institution Name (OCLC symbol to be exact)
¢ Your CONTENTdm server host name

o The Collection Name

e The Archival Volume Name

e 'The File Name

When a volume is closed, it is ready to package and ship for ingest to the Archive.

Prepare content for submission to the Archive - without CONTENTdm.

Use these instructions if you are using a content management system other than CONTENTdm or
you have content in CONTENTdm that you’re not managing with Archival File Manager. To
prepare content for submission to the Archive you must create an archival volume and create an
electronic shipping manifest for that archival volume.

Creating an Archival Volume

Archival volumes are the package in which your data is shipped to the Archive. Using
archival volumes allows you to organize multiple files and ship them to the Archive for
Ingest processing.

To create an archival volume you need a “staging area”, that is, space on a file system to
create the archival volume directory and space within that directory to store files and create
subdirectories.

There are two types of file structures you can create in the staging area for an archival
volume: single directory structure or multi-level directory structure.

A single directory structure has all the files in a single archival volume directory in the

staging area with no subdirectories. Example 1 shows six TIFF files within a single archival
volume named “Volumel” on a removable storage device being used as a staging area.

Last updated: 7/11/2011 7
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A multi-level directory structure includes subdirectories within the archival volume in the
staging area. Example 2 shows various subdirectories and files within an archival volume
named “VOL-20080103” on a removable storage device being used as a staging area.
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Folders

@' Deskiop
l.:'I Data Direckory

= j My Compuker
@ C-Dirive ()
s DVDJCD-RW Drive (D)
[= “=* Remowvable Disk (E:)

o
1_scan0001 ki
1_scan0002 i
2_scan0001 . tF
2_scan000z tif
3 _scan00ol ki
3_scan0ooz ki

Example 1: single directory structure on removable disk E:

Folders X

@' Desktop

lD Data Direckorsy

= j My Computer
e C-Drive (T
iy DVDJCD-RW Drive (D:)
[= = Removable Disk (E:

VOL-20

= [ ekd-0411102-162551
:Eil indes, bkl
I restricted
|5 unrestricted
E Jorgeneill_Thesis. pdf
stars1,swf
starsZ, swf
skars3, swf
[ withheld
) JargeOMeill _Thesis_Full, pdf
= [ etd-04132005-141508

&lindex. bkl
[ unrestricked
E JanetGouder _Thesis, pdf

Example 2: multi-level directory structure on removable disk E:
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Each file in an archival volume is tracked by your OCLC symbol , your institutional URL
(without the “http://”), the Collection Name, the Archival Volume Name, and the File
Name. You must add all of this information to the electronic shipping manifest prior to
sending it to OCLC.

Creating an Electronic Shipping Manifest

The electronic shipping manifest (manifest.txt) contains information identifying your
institution and the list of files you are sending on the portable storage device. In addition,
you provide information about how you want this content organized in the Archive and
where to look in the directory structure of the portable storage device to find the archival
volume with your content.

Note: If you are using CONTENTdm Project Client to create archival volumes, an
electronic shipping manifest is created and stored in your archival volume
automatically (see Prepare content for submission to the Archive — using
CONTENTdm. above).

There are six required data elements in the electronic shipping manifest:
e Institution — Your institution’s OCLC symbol.

e ServerURL — The full domain name of the server where corresponding access copies are
kept (for example, cdm104301.cdmhost.com), or simply the web domain name of your
institution (for example, www.columbia.edu).

e Collection — The name of the digital collection to which this content belongs.

e VolumelD — The archival volume name and also the directory name on the portable
storage device where the content resides. The value of VolumelD should be unique
within a collection. We recommend naming volumes with a date stamp (for example,
VOL-20080301 for a volume created on March 1, 2008).

e Itemlist — The file name of a content file within the archival volume. The file name
should include a mime type extension (for example, .pdf or .tif. For archival volumes
with a multi-level directory structure the file name should include the relative directory
path of the file within the archival volume (see example 3 below).

e ItemTotal — The count of files within the archival volume. This should be equal to the
number of occurrences of the ItemlList element.

For archival volumes that have a single directory structure each ItemList element contains
the name and mime type extension for each file submitted.

Last updated: 7/11/2011 9
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I CoastersManifest.txt - Motepad |Z||E|[E|
File Edit Format Miew Help

IMNSTITUTION=OCL
SERVERURL=cdml04301. comhost. com
COLLECTION=p104301col 16

VOLUMEI D=0 lumel
ITEMLIST=1_scanoQdl.tif

ITEMLIST=1_=scan0ooz.tif
ITEMLIST=2_=cCando0l. tif
ITEMLIST=2_scandQoz.tif
ITEMLIST=3_scan0o0l.tif
ITEMLIST=3_scandooz.tif
ITEMTOTAL=A

<5

Example 3: Manifest file for a single directory structure archival volume (this is the type of archival volume
created by CONTENTdm)

For archival volumes with a multi-directory structure each ItemList element contains the
relative directory path of the file within the archival volume as well as the file name and
mime type extension for each file submitted.

B ETDManifest.txt - Notepad
File Edit Format Wiew Help

[INSTITLITIDN=2I'UW

SERVERURL=Zmy. edu

COLLECTION=ETDS

VOLUMEID="OL-Z20080103

ITEMLIST=etd-04132005-141508,ndex. htm]
ITEMLIST=etd-04132005-141508 /unrestricted,/JanetGouder_Thesis. pdf

ITEMLIST=etd-0411102-162551, T ndex. html
ITEMLIST=etd-0411102-162551 /unrestricted/starsl. swf
ITEMLIST=etd-0411102-162551 /unrestricted/stars2. swf
ITEMLIST=etd-0411102-162551  unrestricted,/stars3. swf
ITEMLIST=etd-0411102-162551 /unrestricted,/Jorgeoneil1_Thesis. pdf
ITEMLIST=etd-0411102-162551 Awithheld, JorgeoneiT]_Thesis_Full. pdf
ITEMTOTAL=S

Example 4: Manifest file for a multi-directory structure archival volume

Name the electronic shipping manifest manifest.txt and place a copy of it inside the
directory of the archival volume.

Last updated: 7/11/2011 10
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& Volume1

File

) o a
@Eack - \__,.)' l.@ lf j‘ pﬁearch H_ Folders ' Eﬁ

2

Edit  Wiew Fawvorites  Tools  Help

Address |[E5) 1iMy Documents|Digital Archivetarchivalvolumesivolume 1
A 3_scan00oi Lif
@ Picture Tasks @ 3_scan000z tf

|#]1_scan0001.tf
| 1_scan000z.tif
|#)2_scan0001.tif

TJ Wiew as a slide show
@) Order prints online

.!»J'LEI Print pictures
E} Copy allikems to CO

File and Folder Tasks

Example 5: Electronic shipping manifest inside the archival volume

Save a copy of the manifest for your records and e-mail a copy to OCLC at
digitalarchive@oclc.org to notify us that you are shipping your content.

Packaging & shipping your content to the Archive

After you have prepared your archival volume and electronic shipping manifest, you must send them
to the Archive for Ingest processing. The volume(s) may be shipped to the Archive on a portable
storage device, or you can transfer them over the Internet to the Archive’s ingest staging area.

Note: If you ship content to the Archive on a portable storage device, there are additional charges
for data handling called an Ingest fee.

Transferring Archival Volumes over the Internet

The Digital Archive supports online transfer of data from your local systems to your Ingest
staging area in OCLC’s operations center.

When to use this method: This method works for archival volumes less than 10 GB in
total size. You need access to an FTP client such as WinSCP or FileZilla. The following
directions are based on the use of WinSCP.

Before you begin ... Install WinSCP: Use your browser to navigate to
http://www.winscp.net/download.php. Click the link to download and save the installation
package, and then run the installer to add WinSCP to your system.

Last updated: 7/11/2011 11
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Steps for sending an archival volume to the Ingest staging area using WinSCP

1. Use WinSCP to login to the Digital Archive secure FTP site.

Open the WinSCP application and enter the host name “scp.oclc.org”, plus your user
name and password. Your user name is the D.A. Uploader ID listed in the Welcome e-

mail.

WinSCP Login

Session
Stored sessions
Environment
Directories
SSH

[[] dvanced options

Session
Host name:

[ scp.oclc.org

2IX]

Part humber:

T

User name:

Password:

DPL

[
o000 eeS
L

|

Private key file:
I

Protocol

File protocol:

[SFTP v | [7] Allow SCP falback

Select color

L.

l Login ] ’ Save... ] [ Close

l

Note: If this is the first time you’ve used WinSCP to access scp.oclc.org, you will be
asked to verify the security certificate for this site. OCLC has registered scp.oclc.org as a
secure server with international Internet services, so it is OK to accept the certificate.

Click Login, and you’ll see the home directory (usually named /xfer) for your Digital
Archive account on the right side of the display, and your workstation’s local directories

on the left side of the display.

Last updated: 7/11/2011
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o4 xfer - DPL@scp.oclc.org (2) - WinSCP.

Local Mark Files Commands Session Options Remote Help
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& 1 F- HES WP Defau ~ @ - % & F
SeHis - & = Nev R B M G- BEAD| B
H:A\My Documents\COMTENT dm Project Client
Mame - Ext Size Type N Mame ~ Ext Size  Changed
(C3)p10003coll1n File Folder ©.. 71242009 9:2
(C)p10003collg File Folder I archive 6/22/2010 3:1!
() p1000Scollz File Folder
(C3)p103401coll30 File Folder
(C)p104301colle File Folder —
(CD)p14005collt File Folder
() p14020coll4 File Folder
() p15000collls File Folder
() p15000coll3 File Folder
= 150NNl Fila Falder 28]
& B < 2>
0B of 0B in0of 34 O0Bof0Bin0of1
® F2Rename | § F4 Edi 3 - [ F7 Create Directory < © Ee 2
8  SFTP3 J) 0:01:20
.

2. Change directories to the Ingest watcher directory.

Before you upload a new archival volume you need to change directories to
Ixfer/archivel/in/archive. The Ingest watcher is looking for archival volumes in the
Ixfer/archive/in/archive directory.

Mame = Ext

=

archive

Do this by double-clicking first, on the archive folder ...

then, double-click on the in folder ...

Mame

2 backup
2 temp
i
E]Uut
Chreports -
Chtest
Name - Ext Size
=,
[Charchive

finally, double-click on the archive folder ...

Last updated: 7/11/2011
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You’'ll end up in the /xfer/archive/in/archive (Ingest watcher directory)

|~y archive ~ &5

3. Drag and drop your archival volume to the Ingest watcher directory.

After you’ve switched to /xfer/archive/in/archive directory on the sftp server, you are
ready to copy an archival volume into this location.

Find an archival volume on your workstation that is ready to go and includes a
manifest.txt file, e.g., Volume16 shown here.

2.4 p104301coll6 - DPL@scp.oclc.org (2) - WinSCP
Local Mark Files Commands Session Options Remote Help

o UP BE WS

(% Defau « , o = =

S - @ie-s - HEAEN R On-@ie-5- B@@EY %
H: My DocumentshCONTENTdm Project Client\p104301coll6 /_xféu‘alchi\/e/ ih/archive

Mame ~ Ext Size  Type A Mame < Ext Size  Changed
() volumel1 File Folder ®.. 6/22/2010 =
C)volume12 File Folder 2 .2nd 2/8j2011 6:
[C)volume13 File Folder
L) volumels File Folder
(Zvolume1s ) File Folder
Evolume17 &0 R -
() volumed ~ Mame = Ext Size  Type
() volumes =) Parent directory
() volumes @al-pilsner.jng 89,955 JPEG Image

@apache-beer.jpg 89,434 JPEG Image

< ‘ @apollolightlager.jpg 77,994 IPEG Image | . >
OB of 0B ih0of 20 Ll‘j beckersbest.jpg 91,763 IPEG Image ]

.2 F2Rename _51’ @manifest.txt 220 Text Document fete ‘Q‘F9 Propertics »

8 sfp3 @ A |

Drag and drop the archival volume from your workstation to the Ingest watcher area.
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24 p104301coll6 - DPL@scp.oclc.org (2) - WinSCP

Local Mark Files Commands Session Options Remote Help

& 5 PEe WL - i % Defau ~ ‘. wEH
SeHiswr v &g S -9 - EAMAR B Q& e ot i
H:\My Docume NTENTdm Project Client\p104301coll6 feterfachive/in/archive

Mame ~ Ext Size  Type ~ Mame = Ext Size  Changed
() Test-ER-Volume16 File Folder ®.. 6/22/2010 2
() Test-ER-Volume17 File Folder ).2nd 218f2011 6:
() Test-ER-Volume13 File Folder C)volumels 3/17j2011 €
() Test-ER-Volume19

C)volume11

() volume12

Cvolume13 File Folder

() volume1s File Folder

([CEvolumel6 File Folder

) volumel7 File Folder %

& % || | 2
0B of 0B in0of 20 0Bof0Bin0of2

& F2Rename i E3 FS Copy 13 F& Move (3 F7 Create Directory X F8Delete 9 F9Properties >

8 sfp2 @ R |

4. Trigger the Ingest watcher.

Once the data transfer is complete you need to trigger the Ingest watcher. To trigger the
Ingest watcher change the name of the archival volume to <name>. READY using the
Files->Rename command in WinSCP.

—i | 5 Defau v @ - % 2 FH
te D@ e - A
/uferfarchivedinfarchive
Mame - E e A MName ~ Ext Size  Changed
i:@Test-ER-v %] Edit Link... Alt+Fe  Folder ug 6222010 2
[DTest-ER-vg Folder ©@.2nd 2{82011 6
) Test-ER-vg =2 COPY-. FS Solder 5 READY 3i17/2011 €
[[)Test-ER-¥q 2 Duplicate...  Shift+FS  Folder
h:j\folumell B move... Fe  rolder
) volume12 T SHiFE£E6 Folder
) volume13 Yy . Folder
(C)volume1s | X Delete F&  Fold
(Dvolume1s lﬁe Rename F2 RO
[Dvolumel? | = r
< - 2 < >
0B of0BinD Custom Commands X 0B of0BinDof2
+#* F2Renan File Names » Move (i F7 Create Directory < F8Delete [ F9Properties >
Rename select T Properties 9
% |

Remember to use ALL CAPS for the .READY .

After a few minutes the file watcher will notice the . READY and start the Ingest.

If all goes well, you’ll get an e-mail from the Digital Archive letting you know the success

of the Ingest.

Last updated: 7/11/2011
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Shipping Archival Volumes on a portable storage device
You can physically ship your data to the Archive using a portable storage device.

When to use this method: This method works for adding large quantities of data to the
Archive, especially when you are transitioning an existing workflow to begin using the
Archive.

1. After you prepare your archival volume and electronic shipping manifest as described
above, copy the archival volume to a portable storage device.

2. Pack your portable storage device according to instructions from your shipping service.
Address your package to the Archive:

OCLC

Attn: Digital Archive, MC 431
6565 Kilgour Place

Dublin, OH 43017

3. When you have placed your shipping order with your shipping service, send an e-mail
with the electronic shipping manifest file attached to DigitalArchive@oclc.org to notify
us that the package is on the way.

£ Ingest shipment - CoastersOfTheWorld, Yolume1 - Message [Rich Te... |Z||E|[Z|

! Fle Edit Wew Insert Format  Tools  Ackions  Help

£ Send E| 0 (JAIB I U|SE = = - =S

[ To... ] |Digital.ﬁ.rchive@l:lcll:.-:nrg |

(e ]| |
Subject: |Ingest shipment - CoastersOfTheWarld, Yaolumel | [ Attachment Options. .. ]

CnoastersManifest .k
«k (265 B)

Content from the CoastersOfTheWarld collection, “olumel, is being shipped to you
via UP'S. The tracking number for this shipment is: 4563-9985-345-X09%-B12234.

Example 6: E-mail notification of shipment to the Archive

Address your e-mail to DigitalArchive@oclc.org with the subject line “Ingest shipment -
<collection name>, <volume ID>”. Attach the electronic shipping manifest document to

Last updated: 7/11/2011 16


mailto:DigitalArchive@oclc.org
mailto:DigitalArchive@oclc.org

®

OCLC Digital Archive - Getting Started

the e-mail. If possible, also include your shipping service tracking number for the package in
the e-mail.

Result: When your content has been received, an OCLC Archive Technician will perform
Ingest processes on your archival volume and load your content into the Archive. When the
Ingest completes, an Archive Accession Report will be e-mailed to you. The report also will
be available in the Digital Archive Reports (see more information in the next section).

Last updated: 7/11/2011 17
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Reports

The Digital Archive produces a variety of reports to help you monitor the health of your content in
the Archive. Reports for your content can be viewed at http://worldcat.org/digitalarchive/reports.
You will be prompted for an authorization and password when you access this site. Use the Reports
login ID which was sent in the welcome e-mail when you ordered the Digital Archive.

Within the Digital Archive Reports Web site, your reports are organized in folders by report
type. Within a folder for a specific report type, the reports are organized chronologically by year,
then by month. Within a month you will see two copies of each report generated by the system,
a copy encoded in XML and a copy encoded in HTML. The HTML is easily viewable online.
The XML can be used with one of the templates in the “Templates” folder to move the report
information into a Microsoft Excel spreadsheet

(http://worldcat.org/digitalarchive/reports/templates).

Four reports are available:

1. Accession Report — Produced each time new content is ingested to the Archive, this report
provides a summary of Ingest processing on the content submitted to the Archive and a
detailed report about the initial checking and verification performed on each file received.
This report is also e-mailed to you at the completion of Ingest processing. A copy of it
remains on the reports page for future reference.

2. Activity & Storage Report — Produced monthly, this report summarizes the entire
collection and data activities, including file health, storage usage, and content accesses. This
report shows the health of your Archive and changes in it.

3. File Integrity Details Report — Produced monthly, this report lists the details of
exceptions found during routine scanning of content.

4. Dissemination Report — This report is produced each time a Dissemination request is
processed. It includes summary information about the dissemination, including the number
of files and the amount of storage. The report also includes format, virus, and fixity details
about each file disseminated.

Last updated: 7/11/2011 18
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Dissemination

You can request one of two mechanisms for disseminating content from the Archive:

--Bulk dissemination requests by e-mail
Or
--Single file-by-file dissemination online using http for files smaller than 1 GB

About requesting Bulk Dissemination

Fees

You are charged a Dissemination Fee and a Shipping and Media Charge for bulk
dissemination requests. The Dissemination Fee allows you to request multiple
disseminations in one year up to a total of one terabyte of content across all requests. Each
time OCLC processes a dissemination request, you will also be charged for the portable
storage device and shipping costs.

Preparing a dissemination request

You can request disseminations by Collection Name (see example 7 below) or by Collection
Name and archival volume (see example 8 below). You can request dissemination of
multiple collections or multiple archival volumes in a single e-mail request.

To request bulk dissemination from the Archive, send an e-mail to DigitalArchive(@oclc.org.
Your e-mail message should include your OCLC symbol, a list of content that you want
disseminated, and any special shipping instructions.

An Archive Technician will process your request and copy the selected content to a portable
storage device along with an electronic shipping manifest. At the completion of
dissemination processing, the portable storage device will be shipped to you and a
Dissemination Report will appear in your Digital Archive Reports Web site.
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E¥ 7MY: Dissemination Request - Message (Rich Text) : E|E|

! File Edit Yiew Insert Format  Tools  Actions  Help

3 send | 5] (3R] -l A B I U ==

il
111
14
Il

A
Ul

[ To,.. ] |Digital.ﬁ.rchive@uclc.urg |
(e | |
Subject: |ZM‘|": Dissemination Fequesk |

Please disseminate the following materials from our Archive.

DCLE symbal: ZWY
Collection: CoastersOfTheaorld

Please ship the content to our address on file.

Example 7: Dissemination request — whole collection

E¥ 71Y: Dissemination Request - Message (Rich Text)

! File Edit Yiew Insert Format  Tools  Actions  Help

joisend | e JAlB LUISE

111
14
|

AT
"

[ To... ] |Digital.ﬂrchive@nclc.urd |
e | |
Subjert: |ZM‘.": Dissemination Request |

Please dizseminate the following materials from our Archive.

OCLC symbol: ZMY
Collection: CoastersOfThe\orld
“Yolumes:

“olumel1

“Waolumel2

“olumeZ2

Flease ship the content to our address on file.

Example 8: Dissemination request — multiple volumes in a collection
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¢ About requesting single file dissemination online (1 GB file size limit)

The Digital Archive can disseminate a single file up to 1 GB in size to a Web browser. In
order to request a single file dissemination, you construct a URL based on the unique
identifying elements of the file.

Fees

There is no fee for a single-file dissemination. These online disseminations are counted in
the monthly Storage and Activity Report for your collections in the Archive.

Configuring a single file dissemination URL

Construct 2a URL for a file from these elements:

ROOT = http://wotldcat.org/digitalarchive/viewmaster

Server name = /<server>[for example: /cdm104301.cdmhost.com]
Institution identifier 2 /<OCLC symbol>[for example: /ZMY]
Collection Name = /<collection name>[for example: /p104301coll6]
Volume ID = /<volume ID>[for example: /Volumel]

File Name = /<file name>[for example: /1_0001scan.tif]

O O O O O O

Altogether, using the examples shown in the list above, this URL looks like this:

http:/ /worldcat.org/digitalarchive /viewmaster /cdm104301.cdmhost.com/ZMY
/p104301coll6/1_0001scan.tif

For CONTENTdm users, the Digital Archive URL for single file dissemination can be
managed in CONTENTdm Administration using Full Resolution settings and Volume
Location settings. As you uploaded content to your CONTENTdm server in a collection
with Full Resolution enabled, the Acquisition Station transmitted both the VolumeID and
the File Name to the FullRes metadata field for each file uploaded. In CONTENTdm
Administration, you can edit the Full Resolution Volume List “Location” field and enter the
first part of the URL above (ROOT, Institution identifier, Server Name, Collection Name,
VolumelD).

Instructions for managing Volume List “Locations” are in CONTENTdm Help (see Section
IV, “Moving Full Resolution Files to Permanent Locations” at
http://www.contentdm.com/USC/tutorials/full-res.pdf). Entering this information once
for each archival volume produces a URL for each file in the collection.
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A CONTENTdm Administration - Microsoft Internet Explorer
File Edit “iew Favorites Tools Help ”
N ( S . ¢ et
Qs+ © ) [@ & oo S @3- - [ @E
Address @ http:ffedm104301 . cdmhost, camjcgi-bin/ adminollist, exe? CISODE=p104301colls b ‘ Go Links & Snaglt E Iﬁ'l CO(JSIE |G|' hd |0 » @ Settings+
\ 7 P . -~
10 CONTENTdm Administration =
configuration
Current collection: Coasters of the World
Volume list of
Yolume name Size Location add volume
Volumel BSOME http:Afworldcat.org/digitalarchive/viewmaster/cdm104 301, cdmhost.com/OCLAp104 301 coll6/Yalumnel edit | delete
VolumeZ BS0MBE edit | delete
Yolume name Size Location add volume P
hd
£ i |3
@ ® Intermet
Example 9: View of CONTENTdm Administration with Volume List “Location” fields

If you edited the full resolution volume location and set the Full Res metadata field to
“viewable,” the metadata for the item in CONTENTdm shows a “live” hyperlink to the
archived file.

2} CONTENTdm Collection: Compound Object Yiewer - Microsoft Internet Explorer

File Edit \iew Favorites Toadls  Help
On - OB @ G| L fore @28 8- LUBE
Address | {€] hetp:/jcdm104301, cdmhost, comfcdmajdocument php?CISORO0T=/plo4301col ¥ | [EJ Go  Links ™ @ Snaglt B Google[G~ v} @ settings~

CONTENTdAm Collection

|
B~ 6 @ fiors |4 5 4 ¢ |D B O RS 2]

Title scan000L

Full Volumelil_scan0001.4f
resolution  http:/fworldeat ora/ digitslarchiva/viswrmnaster/cdm104301, cdmhost carm/ G CL/pL043 01 coll6/Valurmel/1_scan0001, b

Boulevard Brewing Company

= scan000d
= geanDO0z

a Opening page http:/fcdmi104301  cdmhost, comfcdmédocument, php?CISOROOT=jp1 04301 collb@CISOPTR=11&REC= 8 Internet

Example 10: View of CONTENTdm Full Resolution Field in End-user Display
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Support

The Digital Archive is monitored at all times. If you have support questions, please send an e-mail to
support@oclc.org or call OCLC Customer Support at +1 800 848 5800 during the hours of

7:00 a.m. — 9:00 p.m. U.S. Eastern Time.
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