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• outsource – To send out (work, for example) to an outside provider or 
manufacturer in order to cut costs. (American Heritage College Dictionary, 
4th ed.) 

• staff source – To send out work to staff members outside of Digital 
Projects to increase productivity. (Rose Fortier, 1st ed.) 

What does it even mean? 



• It works better for the digitization of some types materials than for others  

• Digitization steps 

• Scanning 

• Image editing 

• Text creation (depending on the project) 

• Metadata creation 

• Import to content management software (we use CONTENTdm) 

How it works @ MPL 



• We staff source primarily for metadata creation 

• Can also do it for text creation if not using Optical Character Recognition 
(OCR) 

• We use staff to proofread text created using OCR 

 

How it works @ MPL 



• Need a (virtual) space to set up what staff will be working with 

• We use a common drive on the local network that is accessible by Neighborhood 
Library and Central Library staff 

• Need the components that staff will work on 

• We have a few basic components: 

• Image 

• Text (if necessary for collection) 

• Database 

• Controlled vocabularies 

Setting it up 





• Images need to be prepared before 
assigned to staff 

• We use Photoshop but generally any 
basic image editor will do for minor 
edits 

Image editing 



• Any OCR conversion needs to 
be done beforehand 

• We use ABBYY Finereader 

• CONTENTdm has an OCR 
component which works well 
for collections that need very 
little proofreading 

• We save files as .txt to strip out 
unnecessary formatting 

• Some files require much more 
proofreading than others 

• The older it is, the more work 
it is likely to require 

Text creation 



Database 

• We use Microsoft Access for metadata entry 
• There are advantages and disadvantages to using Access 



• Create drop down menus for controlled vocabulary lists 
• Can’t enter multiple values in a field from a dropdown list 



• Controlled vocabularies allow you to limit the terms that are used in 
certain fields. 

• Important for consistency when multiple people are working on the same project 

• We use pre-existing controlled vocabularies i.e. LCSH, and create our own 
for local or specific subjects that don’t already have one 

Controlled Vocabularies 



Selected LCSH headings Controlled vocabulary created in-house 



• Once all the pieces are together create a place where staff can go to 
access them 

• We organize the pieces into a main folder and then subfolders by staff 
name 

Bringing it all together 



Staff assigned to project 

Database for 
metadata creation 

Controlled vocabulary list 

Unassigned recipe 
images 

Unassigned text for recipes 



• Once the metadata is complete, the Access databases are harvested and 
converted to tab-delimited Excel files 

• Images and metadata are parsed together while being imported into 
CONTENTdm 

• Final quality control happens at this stage 

• http://content.mpl.org/cdm4/browse.php?CISOROOT=/histrecipe 

Final steps 

http://content.mpl.org/cdm4/browse.php?CISOROOT=/histrecipe


• Create a project guide that takes staff through the project step by step 

• A good reference for them to consult if you’re not available 

• Consider creating a local style guide for your metadata fields 

• Increases consistency of entries in fields 

• Also good to consult if you’re unavailable 

Some things to consider 



• There are other options beyond those gone over here, many which are 
much cheaper 

• Determine delivery of images and accompanying materials to staff  

• Can be as simple as a flash drive with images loaded if no network is available 

• Determine way of entering metadata 

• Google Docs has a spreadsheet with an option to create forms 

• https://docs.google.com/spreadsheet/ccc?key=0ArkFKY8gDS4wdDh6ZjZJQ3p1c2hl
eG9iYURlNlR6VUE&pli=1#gid=0 

What do I do if I don’t have… 

https://docs.google.com/spreadsheet/ccc?key=0ArkFKY8gDS4wdDh6ZjZJQ3p1c2hleG9iYURlNlR6VUE&pli=1
https://docs.google.com/spreadsheet/ccc?key=0ArkFKY8gDS4wdDh6ZjZJQ3p1c2hleG9iYURlNlR6VUE&pli=1
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