
Hi!	I’m	Callie	Coward	and	today	we	are	going	to	talk	a	little	bit	about	recycling	and	
reusing	metadata	from	the	library	catalog	in	our	CONTENTdm	records.	I’m	a	Cataloging	
and	Digital	Projects	Library	Technician	at	the	University	of	North	Carolina	at	
Greensboro.	My	job	lets	me	look	at	CONTENTdm	records	in	a	little	bit	different	light	
that	other	people	might	look	at	them.

Recycling	and	reusing	metadata	just	makes	sense.	The	cataloger	has	already	done	the	
hard	work,	so	why	redo	what	they	have	done?	It’s	a	lot	easier	to	extract	metadata	out	of	
the	system	than	copying	and	pasting	one	line	at	a	time	into	the	new	CONTENTdm	
record	or	starting	from	scratch.		Extracting	and	exporting	also	offers	a	quality	control	
buffer.	If	we	have	everything	described	the	same	way	and	it’s	been	looked	many	times,	
we	hopefully	have	cleaner	and	more	reliable	data	than	we	would	otherwise	have,	if	we	
entered	everything	in	from	scratch.	
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Just	so	I	know	how	in	depth	I	need	to	go	here,	how	many	people	use	Worldshare
Management	Systems	(or	WMS)	for	their	ILS?	Anyone	thinking	about	switching to	
WMS?	How	many	people	have	OCLC Connexion	Client?
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Here’s	a	list	of	all the	programs	we	use	to	get	information	out	of	the	catalog	and	
CONTENTdm.	One	thing	I	will	note	here	is	that	you	cannot	use	Connexion	Browser	for	
this	because	there	is	no	place	to	save	your	files	so	you	must	use	OCLC	Connexion	Client.
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For	the	purpose of	this	presentation,	we	will	take	a	look	at	UNCG’s	American	
Publisher’s	Trade	Bindings	collection	and	how	books	go	through	this	process.	The	
American	Publisher’s	Trade	Bindings	Collection	is	a	group	of	binding	images.	We	focus	
on	the	binding	design	and	the	artists	behind	these	designs.	

Bindings	are	described	by	the	cataloging	department	and	added	to	the	catalog	record	
(MARC	record)	so	we	can	just	pull	those	descriptions,	the	binding	designer,	printer,	
publisher,	etc…	from	the	catalog	record	itself.	
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The	most	important	this	you	have	to	do	is	establish	a	workflow. Do	what	feels	right	for	
your	institution.	Remember	there	is	not	harm	in	trial	and	error.	

• Books	come	brought	down	from	Special	Collection.	I	sort	them	into	what	we	are	
going	to	add	to	the	online	project	and	what	we	are	not.	

• The	ones	we	do	add,	I	add	them	to	a	Google	Doc	spreadsheet	(which	you	will	see	in	a	
few	slides)	and	put	them	on	a	cart	to	take	over	to	digital	projects

• Scan	the	book	and	add	pertinent	information	to	the	sheet	(dimensions,	scan	date,	
corrective	actions)

• Since	there	is	no	metadata	for	these	books	yet,	we	save	them	under	there	
title	and	once	they	are	ready	to	upload	we	rename	them	with	their	OCLC	
number.	

• Once	the	books	have	been	through	quality	control	they	make	there	way	back	to	
cataloging.	

• We	catalog	the	books,	adding	relevant	information	to	the	spreadsheet	and	save	the	
file	in	a	list	and	in	our	local	file

• Export	the	list	(or	file)
• Clean	it	up
• Load	it	into	CONTENTdm
• Done!

So	let’s	look	at	this	in	a	little	more	depth	(and	with	more	pictures)
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Here	is	our	working	spreadsheet. We	have	a	title	column,	what	collection	the	book	is	a	
part	of,	the	OCLC	number,	date	it	was	cataloged,	date	it	was	taken	to	Digital	Projects,	
Date	it	was	scanned,	the	dimensions,	Quality	Control	information,	and	the	rest	are	just	
housekeeping	columns.	
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Make	sure	to	include anything	that	you	need	in	the	metadata	record	that	isn’t	exported	
by	whatever	program	you	use.	When	we	were	just	exporting	our	files	out	of	Client	we	
had	our	call	number	right	there	and	didn’t	need	the	call	number	column	in	our	
spreadsheet.	When	we	started	exporting	out	of	WMS	we	realized	we	needed	that	
column	because	it	doesn’t	pull	our	local	holdings	information	(call	number,	barcode,	
etc…).	
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We	decided	to	go	with	Google	Sheets	because	it	was	so	much	more	convenient	than	
Excel	because	more	than	one	person	can	view	a	document	at	a	time.	There	are	people	
from	three	different	departments	working	on	this	project	(Special	Collections,	Digital	
Projects,	and	Cataloging).	If	you	have	multiple	people	working	on	a	project,	Google	
Sheets	is	the	way	to	go.	Plus	it	helps	that	we	have	Gmail	at	UNCG	and	have	access	to	
these	Google	products.	

Be	sure	to	include	your	articles	even	on	the	working	sheet.	When	you	export	your	
metadata	it	will	have	the	articles	in	the	title	information	so	you	need	that	in	this	
document	so	it	will	sort	correctly	when	you	merge	the	two	sheets	together.	

Like	I	said	earlier,	you	have	to	include	anything	that	you	would	need	from	the	local	
holdings	record	because	it	doesn’t	export,	yet.	

And	include	any	information	on	this	sheet	that	isn’t	in	the	cataloging	record,	in	this	
case	it	would	be	the	corrective	actions,	who	scanned	it,	when	it	was	scanned,	and	the	
dimensions	of	the	material.	
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Since most	people	probably	have	OCLC,	let’s	start	with	OCLC	Client.	Get	into	OCLC	
Connexion Client.	As	stated	earlier,	you	will	not be	able	to	do	this	process	in	OCLC	
Browser	because	there	is	no	way	to	save	records	into	a	file.	What	I	normally	do	is	just	
save	the	records	into	my	local	file	as	I	work	on	them.	We	still	order	cards	(which	will	be	
going	away	in	September)	so	all	these	saved	records	have	all	the	local	call	numbers	and	
information	I	want	for	my	records.	When	I’m	ready	to	export	a	batch	of	records,	I	go	
into	my	save	file,	select	all	the	records	I	want	to	put	into	CONTENTdm…
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After	you	select	all of	your	records,	select	the	E	with	a	green	arrow	from	your	toolbar	
9the	export	button),	or	go	to	the	action	menu	and	select	export	(or	in	my	case,	just	
press	F5).	You’ll	know	they	are	ready	to	export	when	you	get	the	R	in	the	export	
column	
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Go	to	Batch process	batch.	Then	this	screen	will	pop	up.	Check	the	box	next	to	the	
file	you	saved	the	records	in	 Check	exports	 say	ok.	It’ll	ask	you	where	you	want	to	
save	your	files	and	then	you’ll	get	an	batch	export	report	that	will	let	you	know	if	it	was	
successful.	
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STOP!	Let’s	switch gears	a	little	bit.	Since	we	are	done	with	the	Connexion	Client	part,	
let’s	switch	to	how	to	get	the	information	out	of	WMS	since	everything	is	the	same	after	
getting	information	out	of	the	respective	programs.	
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Log	into	WMS.	Get	into	the	Metadata	tab.	Make	sure	my	library	holdings	is	selected	(if	
you	already	have	holding	on	the	item	if	not	then	you’ll	have	to	expand	this	to	All	
WorldCar).	Select	the	facet	you	will	be	searching	from	(OCLC	number,	title,	ISBN,	etc…)	
and	then	search	for	that	item.	
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Once	you	have	found	your	item	and	have	all	you	local	information	that	you want	in	
your	local	bibliographic	data,	click	record	actions,	add	to	export	list.		We	normally	add	
the	book	to	the	list	as	we	are	cataloging	it.	
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Select the	list	you	would	like	to	add	you	record	to,	say	add.	A	little	green	banner	will	
appear	at	the	head	of	your	record	saying	it	was	added.	
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Once	you	have	added	all	of	the	records	you	would like	to	your	list,	click	on	saved	lists	
on	the	left	hand	side.	
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Head on	over	to	your	export	tab	and	you’ll	see	all	of	your	saved	lists.	One	thing	I	will	
not	is	that,	sadly,	these	aren’t	communal.	You	can	only	see	your	saved	lists	so	if	
someone	else	is	working	on	the	same	project,	they	will	have	their	own	saved	list	and	
you	will	have	your	own.	Please	note	the	expiration	date.	These	files	only	last	for	two	
weeks.	They	do	extend	the	time	as	you	add	items	to	the	collection,	so	it	is	two	weeks	
from	the	last	time	you	added	an	item	to	the	collection.	So	export	before	you	leave	on	
your	two	week	vacations!
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What	exactly	are	we	exporting?	We	are	exporting	the	master	record	that	is	found	in	
OCLC	AND	any	local	notes/information	that	we	have	added	in	the	local	bibliographic	
date.	As	you	can	see	from	the	list	it	has	LHRs	(local	holdings	records	where	the	call	
numbers	and	barcodes	are	stored)	on	the	list	but	we	CANNOT	currently	get	this	
information	out	using	saved	list.	My	guess	is	that	we	are	going	to	be	able	to	export	this	
information	in	the	future	since	they	have	a	column	for	it,	just	not	right	now.	
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Select	all export. It’ll	ask	you	where	you	want	to	save	your	file.	I	normally	save	my	
file	with	the	date	of	the	export	and	save	them	collectively	in	a	folder	I	have	marked	for	
the	American	Trade	Bindings	Collection
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Now’s	it’s	time	to	get	into	MarcEdit.	If	you	haven’t	seen	MarcEdit,	it’s	a	wonderful	tool	
for	getting	.dat	.mrc	.mrk	files	into	the	format	you	need	them.	Best	of	all	it’s	free,	you	
just	download	it	off	of	the	internet!	I’m	running	version	6.0.5….	on	my	computer.	Here’s	
the	web	address	to	download	that.

Go	into	Tools	and	select	Batch	Process	Records.

21



Click	“export	tab	delimited	records.”	Set	the	file	paths and	make	sure	you	do	tab	
delimiter.	Make	sure	to	select	ALL	FILES when	looking	for	your	.dat	file	it’s	defaulted	to	
only	book	for	.mrc	files	but	you	will	be	able	to	find	it	if	you	select	ALL	files.
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Be	sure	to	select	normalize	field	data.	This	is	one of	the	most	important	buttons	to	
check.	If	you	don’t,	you	will	have	a	lot	more	clean	up	on	your	hands	and	it	will	take	
longer.	You	will	need	to	know	a	little	MARC	here	because	you	are	pulling	MARC	fields.	
You	can	select	the	fields	you	would	like	to	export	by	either	typing	or	selecting	the	fields	
from	the	drop	down	menu.	You	can	also	specify	a	specific	subfield	if	you	would	like.	For	
example	you	can	export	just	the	publisher	or	just	the	publication	date	if	you	would	like	
if	you	didn’t	need/want	the	whole	field.	This	is	also	where	you	need	to	take	your	
naming	conventions	into	place.	Our	records	are	first	saved	under	their	titles	since	they	
aren’t	cataloged	and	then,	after	they	are	cataloged,	we	rename	them	with	their	OCLC	
numbers.	We	export	the	OCLC	numbers	here	so	we	can	construct	our	file	names	easier.	

One	thing	I	will	suggest	is	to	export	your	metadata	as	it	will	be	added	in	CONTENTdm.	
Try	to	match	the	Marc	fields	as	closely	as	you	can	to	the	Dublin	Core	fields	you	will	be	
using	for	CONTENTdm.	This	will	make	it	so	much	easier	when	you	are	uploading	into	
CONTENTdm
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After	you	have	selected all	the	fields	you	would	like	to	use	in	your	CONTENTdm	
metadata,	click	export	and	this	box	will	appear.	
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Next	you	will	need	Excel.	Open	a	new	workbook and	find	the	document	you	just	saved.	
It	will	be	saved	as	a	.txt	file	so	make	sure	you	select	to	look	at	all	documents	when	you	
are	looking	for	your	file.	When	you	try	to	open	your	file,	this	box	will	appear.	Make	sure	
delimited	is	selected	then	hit	next.
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Tab	delimiters, next,	general,	finished
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And	this	is	what	you	will	get.	Now is	the	time	to	clean	up	the	data	as	much	as	you	can!	
Like	this	thing.	This	would	be	how	a	copyright	symbol	comes	over.	We	want	to	get	rid	of	
that	completely	and	just	have	one	date	appear	in	this	column	for	our	purposes.	

This	is	also	the	point	where	you	combine	the	information	that	you	have	on	your	Google	
sheet	with	your	Excel	file	as	well.	Anything	you	want	uploaded	into	CONTENTdm	
(beside	blanket	information	that	you	have	in	your	metadata	template	already),	make	
sure	it	is	on	this	sheet.	Also	remember	that	your	filename	will	be	in	the	last	column	of	
the	sheet.	
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Once	you	have	added	everything	you	need	to,	copy and	paste	ONLY	the	metadata	
sections	into	another	excel	sheet	and	save	it	as	a	text	file.	This	will	eliminate	any	extra	
columns	and	rows	that	you	don’t	need.	

Yes	you	want	to	keep	the	format,	re	save,	then	get	out	of	Excel	completely.	
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Just	say	no	to	extra	white	space.	Hit	backspace	until your	cursor	is	right	against	the	last	
text	in	the	document.	Hit	save.	Close	out	the	program.	

29



Now to	get	into	Project	Client.	I	want	to	open	an	existing	project	since	I	already	have	a	
project	set	up.	(Project	 open)	if	you	need	to	do	a	new	project	(project	 new)	enter	
your	credentials	and	select	your	collection.	

Say	open.	If	you	haven’t	set	up	your	template,	your	do	that	under	other	tasks.	Click	edit	
metadata	template,	I	just	do	general	project	template.	Hit	edit	and	fill	in	all	the	fields	
that	will	have	the	same	metadata.	In	this	case	it	would	be	the	type,	collection	home	
page,	language,	digital	publisher,	original	format,	contributing	institution	and	
statement	of	rights.	

Now	you	are	ready	to	upload!
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Go	to	the	left	hand	side,	say	add	multiple	items. Select	import	using	a	tab‐delimited	text	
file.	Find	your	.txt	file.	Hit	next.	

31



We	are	going	to	import	from	a	directory. Find	the folder	where	you	saved	all	of	your	
images.	It’s	really	important	to	keep	all	your	images	in	one	folder	because	of	this.		Hit	
next
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Yes	you	want CONTENTdm	to	display	images.	Click	on	image	options	 images	and	
thumbnails	make	sure	lossy	compression	is	checked	 ok	 next

We	check	lossy	compression	because	it	converts	the	images	into	jpegs	and	it	“Makes	
the	file	drastically	smaller	and	faster‐loading’	(Thanks	to	head	of	Digital	Projects,	
David,	for	providing	this	reasoning)	=)
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Nowwe	match	up	our	fields!	Luckily	we	already	did	this	step	for	the	most	part	when	
we	created	our	metadata	sheet	in	Excel	so	we	just	have	to	make	sure	everything	
matches	up.	Hit	next	and	then	add	items.	Hopefully	everything	will	be	done	and	done	
and	you	won’t	get	any	error	messages
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When	you	get	this	screen	you	have	successfully	started	your	upload!	Normally,	any	
errors will	immediately	pop	up	before	you	get	this	progress	bar,	so	if	you	see	this	first	
thing,	you	should	be	good	to	go.	You’ll	get	a	summary	report	saying	that	everything	has	
been	added.	Hit	close	and	then	the	spreadsheet	of	all	your	metadata	is	in	front	of	your	
eyes.	
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Here	are	some error	messages	you	could	encounter	with	your	upload	into	Project	
Client.	

• Error	in	the	application	=	text	file	you	are	trying	to	upload	is	open.	Close	out	of	the	
file	and	try	to	upload	again.	

• Index	was	outside	the	bounds	of	the	array	=	space	issue	(remember	say	no	to	white	
space);	match	field	is	blank.	Update	to	what	you	save	the	is	save	as;	or	it	could	be	
anything	else.	

• Red	x’s	=	file	name	doesn’t	match	what’s	on	the	spreadsheet
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When	you	have	given	the	metadata	a	look	over	to	fix	any	characters	that	didn’t	come	
across	properly	or	anything	else	that	looks	bizarre,	you	are	ready	to	upload	the	items	
into	CONTENTdm.	Select	all	 upload	for	approval.	After	they	have	been	uploaded	
CONTENTdm	Administration.	
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After	you	approve	and	index	all	you	are	done	and	done	and	your	images	are	up	for
people	to	view!	
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Just to	check	to	make	sure	everything	is	as	it	should	be,	you	can	move	over	to	the	index	
tab	and	make	sure	you	have	the	green	light	of	success	after	a	few	minutes.
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We	had	some	people	thinking	that	the	records	we initially	uploaded	were	eBooks	so	we	
decided	to	add	[binding]	in	the	title	field	to	at	least	help	people	realize	that	it	was	an	
image	and	not	an	eBook

You	are	able	to	add	in	punctuation	in	the	harvester	so	you	don’t	necessarily	have	to	
worry	about	MARC	punctuation	rules.	So	you	can	go	ahead	and	leave	that	period	off	the	
end	of	the	creator	field

The	next	two	questions	(and	I’m	sure	more	will	be	coming)	and	problems	that	we	are	
thinking	about	but	haven’t	answered	yet.	We	aren’t	harvesting	this	collection	until	we	
work	out	these	issues.	
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Any	questions?
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