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l. Introduction

OpenMIC is an open source, web-based bibliographic utility that can be used as a standalone
application or integrated with other repository architectures by a wide range of organizations. It
provides a complete metadata creation system for analog and digital materials, with services to
export these metadata in standard formats.

The bibliographic utility features a METS data architecture which can be used in any METS-based or
METS-compliant environment. It uses MODS as an underlying metadata schema for descriptive
MD, NISO/AES standard for technical MD and PREMIS for source MD and rights MD. It outputs an
XML wrapper for the METS components as a single object.

The bibliographic utility data model is primarily an event-based data model, intended to document
what happens to a resource at a specific time and place. Preservation and condition events,
provenance events, rights events, and descriptive events document what happens to a resource
throughout its lifecycle. Details of the events can include associated entities (such as an exhibit
curator) and associated objects (such as an exhibit catalog).

OpenMIC is a core application for the Moving Image Collections (MIC) initiative developed at the
Rutgers University Libraries with funding from the Library of Congress.

Il. Using this Manual

This manual assumes that the software has already been installed and configured. For installing
the software, please see the OpenMIC installation and configuration manual.

This manual describes how to use OpenMIC to create and maintain metadata for analog and digital
objects such as photographs, moving images etc.

There are five sections in this manual.

Section 1 provides a typical workflow diagram for digital objects in OpenMIC.

Section 2 provides a diagram showing the hierarchy of objects in OpenMIC.

Section3 explains the different types of objects in OpenMIC.

Section 4 provides detailed step-by-step instructions to create or maintain digital objects.

Section 5 provides detailed step-by-step instructions to perform other administrative tasks.
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Section 1: Workflow in OpenMIC

/

Step 1. Administration

Step 2. Metadata and
Digital Objects

Step 3. Export
(Optional)

.

e Create Organization
* Create Collection(s)
* Create User(s)

* Create Metadata
* Manual Input
e Batchimport

e Exportin METS/XML
e Exportin Marc XML
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Section 2: Object Hierarchy in OpenMIC

Organization
Ex: RUL

Collection 1

Collection 2

Bx: RUL General
Collection

bBx: RUL Special
Collections

|

N g \
Sub Collection 1 Sub Collection 2
: Resource 2
Ex: Video Tape Ex: John Doe )
Collection Collection Ex: Lecture Series
~— / J
e —
Resource 1 Resource 2
Bx: Gone with bBx: Lecture
the Wind Series

Section 3: Object Types in OpenMIC
1. Collection Object

A collection object is a special object that contains the information about the
organization that holds the collection and the description of the collection.

2. Resource Object

A resource object is an item that contains information about the resource that is
being digitized.
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Section 4: Using OpenMIC

Note 1: Recommended Browsers — Firefox 1.0; Netscape 7.1 and above; IE5.0 and above
Note 2: Disable pop-up blocking

Note 3: Enable Cookies

OpenMIC is used to create and maintain metadata for analog and digital materials. The software can
be used as a standalone system or can be integrated with other repositories. There are three basic
steps to create metadata.

Step 1: Administration

Before you start creating metadata, you must create an organization record and at least one collection
record. Please note that there should be only one organization record for each organization. You may
create as many collections you need for each organization.

1.1) Organization Management

Create Organization:

i. Login as Super User.
ii. Select Digital Workflow Management System from the main screen.
iii. Select Administration.
iv. Select Organization Management.
v. Select Create New Organization.
vi.  Enter Marc Org ID, Organization Name, address, and contact
information.
vii.  Click Save.
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M C Moving Image Collections
A Window to the World's Moving Images

. MIC Resource Management

*fou have logged in as the system super user. You can either review and edit
user's authorizationfauthentication infarmation or go to dwms and start
warking there,

Manage User Accaunt
Feview and Manage MIC Archive Directary
Feview and Manage MIC Service Pravider Directory

Manage MIC Union Catalag

Cancel

Figure 1.1.1: Main Screen

« Administration
Manage organizations, collections, and transactions, perfarm
databasze cleanup, creste announcements.

« Configuration
Configure metadata cataloging, digital file handling, mapping, batch import,
and export wilities according to organization policies.

+ Reports
Wiewe or print statistical reports about vour metadata or digital files.

+ Metadata and digital objects
Creste or edit cataloging records, create or upload digital objects,
map =chemas, import, export, etc.

Figure 1.1.2: MIC Catalog Main screen
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Administration

Organization Management

Collection Management

Transaction Management

| |
| |
| Database Cleanup |
| |
| Announcements |

| EXIT |

Figure 1.1.3: Administration Screen

ORGANIZATION LIST

Exit Application Review | Delete | Edit Create Mew Qrganization
Qrganization Status
i Oregon Health & Science University Library
| Pacific Film Archive
© |Walter J. Brown Media Archives & Peabody Awards Collections
" |Smithsonian Institution Archives
| National Likirary of Medicine
a Library of Congress Motion Picture, Broadcasting, and Recorded Sound Division
" |Fortunoff¥ideo Archive for Holocaust Testimonies
" |Mortheast Historic Film
" |ResearchChannel

Figure 1.1.4: Organization List Screen
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Setup Organization

The Warkflow Management System (WhiS) is a flexible digital object management toal that helps you
prepare the digital objects and associated metadata for ingest into Fedaora based RUcore repository.

Qrganization 100 I

Crganization Mame: I

Organization Address: |

Contact Persan:

Mame: I

Telephone: |

Ernail: I

Figure 1.1.5: Create Organization Screen

Edit Organization:

i. Login as Super User.
ii. Select Digital Workflow Management System from the main screen.
iii.  Select Administration.
iv. Select Organization Management.
v. Select Organization.
vi.  Click Edit.
vii.  Edit metadata and click Save.
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OPGAMIZATION LIST

Exit Apnplication Review | Delete | Edit | Create Mew Organization
Dryanization Status
{" |Oregon Health & Science University Library
" |Pacific Filrm Archive
" |Walter.J. Brown Media Archives & Peabody Awards Collections
" [Smithsonian Institution Archives
" |National Library of Medicine
" |Library of Congress Motion Picture, Broadeasting, and Recorded Sound Division
" |Fortunoffidea Archive for Holocaust Testimonies
" |Northeast Histaric Film
" |ResearchChannel

Figure 1.1.6: Organization List Screen

Setup Organization

The Workflow Management Systerm (W3] is a flexible digital object management tool that helps you
prepare the digital objects and associated metadata for ingest into Fedora based RUcore repository.

organization 1D: |OrF'HS

COrganization Mame: IOregDn Health & Science University Library

arganization Address: |

Contact Person:

Marme: I

Telephone: |

Email: |

EXIT

Figure 1.1.7: Edit Organization Screen
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Delete Organization:

Note: Deleting Organization will delete all the collections and resources belong to this organization.

i. Login as Super User.
ii. Select Digital Workflow Management System from the main screen.
iii.  Select Administration.
iv. Select Organization Management.
v. Select Organization.
vi.  Click Delete.

Application Review:

This feature is not fully implemented in this version.

ORGANIZATION LIST

Exit Application Review | Delete | Edit Create Mew Organization
Orpanization Status
8 Oregon Health & Science University Library
| Pacific Film Archive
 |Walter J. Brown Media Archives & Peabody Awards Collections
| Smithsonian Institution Archives
| Mational Library of Medicine
[ Library of Congress Motion Picture, Broadeasting, and Recorded Sound Division
" |Fortunoffvideo Archive for Holocaust Testimaonies
 |Martheast Historic Film
" |ResearchChannel

Figure 1.1.8: Organization List Screen
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1.2) Collection Management

You may create as many collection objects you need for each organization. A collection object is a
special object that contains the information about the organization that holds the collection and the
description of the collection. It keeps all the resources that belong to a collection together for search
and display.

Create Collection

i. Select Digital Workflow Management System from the main screen.
ii. Select Administration.
iii. Select Collection Management.
iv. Select Organization.
v. Click Show Collection List.
vi. Click Create New Collection.
vii. Enter metadata for the collection.
viii.  Click Save.

Moving Image Collections
A Window to the World's Moving Images

. MIC Resource Management

You have logged in as the systemn super user. You can either review and edit
user's authorization/authentication infarmation ar go to dwms and start
working there,

Menage User Account
Feview and Manage MIC Archive Directony
Feview and Manage MIC Service Provider Directory

Manage MIC Union Catalog

Cancel |

Figure 1.2.1: Main Screen

Page 12 of 52



Adrinistration
Manage organizations, collections, and transactions, perform
databaze cleanup, create announcements.

Configuration
Configure metadata cataloging, digital file handling, mapping, batch import,
and export wtilities according to organization policies.

Reports
Wiewy or print statistical reports about your metadata or digital files.

Metadata and digital ohjects
Creste or edit cataloging records, create or upload digital objects,
map =chemas, import, export, et

Figure 1.2.2: MIC Catalog Main Screen

Administration

CQrganization Management

Collection Management

Transaction Management

|
|
Database Cleanup |
|
|

Announcements

EXIT |

Figure 1.2.3: Administration Screen
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ORGANIZATION LIST

Exit I Show Collection List

Organization Status

paul's organization

FRutgers Libraries (EAL)Y

rUtHers wims

Tracey Meyer Fiber &rs Repository

Rutgers University

FLI-T

DerMicola's Crocheting

Springsteen University

Mortheast Historic Film

Library of Condress

may's Ory

MancyDe0s

Tracey Meyer Knitting Pattern Repository August 2002

wl's org. 87

E Street University 080708

aREelieN el ke RieNie ol e R o RueNie N o No N Re e’

Faul cabelli repaository 817708

Figure 1.2.4: Organization List Screen

COLLECTION LIST

[ Ctaanization: Rutoers Libeaties (EAL) |

= view  WETS | FowL | TENT Delete | Edit | Create New Colleston
Callection Status
" [NewEAL collection Ok.
" [YV's Test Callection Ok.
" [new hatch load testing Li (K,
" |Rhanda's Test Collection 20080520 Ok

Figure 1.2.5: Collection List Screen
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Descriptive MD Source MD Technical MD Rights MD Display option: All Elements

{*indicates required element for all metadata types )

*ew/Edit source-technical hiD relationship |

Type of kem I ﬂ

Title Information

Type j

Title *

Subtitle

Part Mame

|
|
Part Mumber I
Monzort I

Remuoue Add More |

Identifier

Figure 1.2.4: Metadata Entry Screen

Edit Collection

i. Select Digital Workflow Management System from the main screen.
ii. Select Administration.
iii. Select Collection Management.
iv. Select Organization.
v. Click Show Collection List.
vi. Select Collection.
vii.  Click Edit.
viii.  Edit metadata and click Save.
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Administration

Qrganization Management

Collection Management

Transaction Management

| |
| |
| Database Cleanup |
| |
| Announcements |

| EXIT |

Figure 1.2.6: Administration Screen

ORGAMNIZATION LIST

Exit I Show Collection List

Organization Status

paul's organization

Rutgers Likraries (EAL)

rUtgErs wWins

Tracey Meyer Fiber Arts Repositary

Futgers University

BT

Dericola's Crocheting

Springsteen University

rMortheast Histaric Film

Library of Congress

Marty's Org

MancyD8s0s8

Tracey Meyer Knitting Pattern Repository August 2008

vl's org. 8T

E Street University 080702

DOIDA0 A0 0D 00000

Faul cabelli repository 8/7/08

Figure 1.2.7: Organization List Screen
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COLLECTION LIST

Et | view METS | FoxuL| TEMT | Delete | Edt | Create NewCollection
Collection Status
" |MewEAL collection Ok
" |'f's Test Collection 0K
" |hew hatch load testing Li 0K
" [Rhonda's Test Collection 20080520 0K

Figure 1.2.8: Collection List Screen

Delete Collection

Note: Deleting collection will delete all the resources belong to the collection.

i. Select Digital Workflow Management System from the main screen.
ii. Select Administration.

iii. Select Collection Management.

iv. Select Organization.
v. Click Show Collection List.

vi. Select Collection.

vii.  Click Delete.
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Administration

Qrganization Management

Collection Management

Transaction Management

Announcements

|
|
Databasze Cleanup |
|
|

| EXIT |

Figure 1.2.9: Administration Screen

ORGAMIZATION LIST

Exit Show Collection List

Organization Status

paul's organization

Rutgers Libraries (EAL)

rutgers wms

Tracey Mever Fiber Arts Repository

Rutgers University

BT

CeMicola's Crocheting

Springsteen University

Flortheast Historic Film

Library of Congress

Marty's Crg

MancyDarmns

Tracey Meyer Knitting Pattern Repository August 2008

yI's org. 817

E Street University 020703

D000 000

FPaul cabelli repository Si7/08

Figure 1.2.10: Organization List Screen
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COLLECTION LIST

Eit | view WETS | FoL | TENT | | Delste | Edt | Create New Collaction
Collection Status
" [Mew EAL callection 0K
" |''s Test Callection Ok
" |new hatch load testing Li o[’
" |Rhonda's Test Collection 20080520 Ok

Figure 1.2.11: Collection List Screen

View Collection

There are three options available to view a collection record: METS, FOXML (Fedora Object XML
for Fedora repositories), and TEXT.

i. Select the collection you want to view from the collection list.
ii. Click METS, FOXML, or TEXT.
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Fle Edt View Help

METS:mets xmlns:METS="http://wuw, loc.gov/NETS/" smlns:mods="http://wm. loc. gov/mods/" 1
<METS:metsHdr ID="H1" CREATEDATE="Z008-10-06T14:59:42" LASTMODDATE="20058-10-06T14:59;:
<METS: dmdSec ID="DMD-1" GROUPID="" ADMID="iMD-1" CREATED="2005-059-19T11.22:09" STATUS:

METS:mdfrap MIMETYPE="text/xml" MDTYPE="(THER" LABEL="M0D3 Metadata™:
<METS:xmlData>
<mods :mods:
«mods: type0fResource:Collect ion</mods: typelfResource:
<mods:titleInfo ID="T-1" type="">
«mods:titlerka test organization</mods:titles
</mods:titleInfo>
«mods:identifier type="collection":rucored000000629+</mods:identifiers
<mods:name ID="NANE-1" type="perzonal":
<mods :namePart type="family":Ki</mods:namePart:
«mods:namePart type="given"»iK</mods:nameParty>
<mods:role>
«mods:roleTerm type="text" authority="mwarcRelator"»owner</mods:roleTerm:
</mods :role:
</mods : name »
<mods:name ID="NAME-1" type="corporate™:
«mods : namePart > RU</mods : namePart »
<mods:displayForm>Rutgers University</mods:displayForm:
</mods : name »
</mods :mods>
</METS: xmlData>
</METS :mdifrap>
</METS: dmdSec:
</METS :mets>

Figure 1.2.12: Collection Record in METS
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File Edt Wew Help

<foxml:digitalDbject mxmlns:forxml="info:fedora/fedora-system:det/foxmli">
<foxml:objectProperties:
<forml:property HAME="http://wvuw.wd.org/1999/02/2; —~rdf-syntaxK-nsftype” WALUE="Fedoralbject")
<forml:property HAME="info:fedora/fedora-system: def/modelfistate™ VALUE="L" >
<foxml:property HAME="info:fedora/fedora-system: def/modelfilahel™ VALUE=""/>
</foxml:objectProperties>
<foxml:datastream ID="DC" STATE=".1" COHNTROL GROUP="X" VERSIOHABLE="true":
<foxml:datastreanVersion ID="DC.0" MIMETYPE="text/xml"™ LABEL="Default Dublin Core Record" CRI
<Efoxml :xmlContent >
<0ai do:dc xmlns:oai de="http://www.openarchives.org/0AI/2.0/0ai do/">
<deo:title xmlns:de="http://purl.org/dc/elements/1.1/">ka test organization</de:title>
<deo:contributor smlns:de="http://purl.org/de/elements/1.1/ "KL, ALK (owner)</dec:contrilm
<do:type ¥mlns:dc="http://purl.org/de/elements/ 1.1/ ">Collection</do: type>
<do:identifier xmlns:do="http://purl.org/defelements/ 1.1/ ">rucore0000000629<,/do: identis
</oai_dec:der
</foxml:¥xmlContent>
</foxml:datastreamersion:>
</foxml:datastream-
<foxml:datastream ID="DMD-1" STATE="i" CONTROL GROUP="X" VERSIOHABLE="trus'":
<forml:datastreamersion ID="DMD-1.0" MIMETYPE="text/xml"™ LABEL="Descriptive MNetadata (MOD3)
<foxml :xmlContent >
<mods :mods xmlns mods="http://www. loc. gov/mods/ ">
<mods: typelfResourcerCollection</mods: type0fResource>
<mods:titleInfo ID="T-1" type="">
<mods:titlexka test organization</mods:title>
</mods:titleInfo>
<mods:identifier type="collection"rrucore0000000629</mods:identifier>
<mods:name ID="WNAMNE-1" type="personal™:>
<mods :namePart type="family">Ki</mods:namePart:
<mods :namePart type="given":iK</mods:namePart:>
<mods:role>
<mods:roleTerm type="text" authority="mwarcRelator"rowner</mods:roleTerm>
</mods:role>
</mods : name>
<mods:name ID="NAME-1" type="corporate’:>
<mods :namePart>NjNbEU</mods : namePart >
<mods : displayForm-Rutgers University</mods:displayForm:>
</mods : name >
</mods :mods >
</foxml:¥mlContent:
</foxml:datastreamersion>
</foxml:datastream>
<foxml:datastream ID="RELZ-INT"™ STATE="L" COHTROL_ GROUP="X" VERSIOHAELE="false":
<foxml:datastreanWersion ID="RELS-IINT.O0" MIMETYPE="text/xml" LABEL="Datastream to preserve
<Efoxml :xmlContent >
<rdf :RDF smlns:rdf="http://wwy. w3i.org/1999/02/22-rdf-syntax-nsf" />
</foxml:xmlContent:
</foxml:datastreamersion:
</foxml:datastream>

Figure 1.2.13: Collection Record in FOXML for Fedora Repositories
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Metadata Entries
Descriptive:

Type Of Besource: Collection

Title Info:
Main Title:  ka test crganization

Ideniifier:
Type: collection
Ientifier: rucore0000000629

Personal Mame:
Family Mame: K&
Given Mame: A
IMame Role:
Role Type: text
Role Authority: marcHelator
Mame Role: owrer

Corp/Org Mame:
Corp/Org WMame: MjHbRI
Digsplay Form: Futgers Unmeersity

Figure 1.2.14: Collection Record in TEXT
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1.3) User Management

It is strongly recommended to create individual user accounts to be able to keep track of the work
performed by the users. The user information such as user name and email is written in the xml.
Each user account is associated with role(s).

Create User

i. Select Manage User Account from the main screen
ii. Enter First Name, Last Name, Address (optional), Email, UserID,
password.
iii. Retype password.
iv. Click Submit.
v. Next you need to assign role to this user. If there are no role(s) created
for your organization, create role(s) before you proceed.
vi. Select the user.
vii.  Click Assign roles.
viii. Select the appropriate role for this user.
ix. Click Submit.

Create Role

i. Select Organization from the pull down list.

ii. Select WMS Utility from the pull down list for module.

iii. Click edit roles.

iv. Enter role name and role description in the data entry box on Role-
Privilege Relationship screen.

v. Select privilege(s) associated with this role. See Table 1. for associated
permissions for each role.

vi. Click Submit.
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Privileges

Permissions

User

Organization

Collection

Metadata

Super User

Create user;
Edit user;
Delete user;
Create roles;
Edit roles;
Delete roles

Create
organization;
Edit
organization;
Delete
organization

Create collection; Edit
collection; Delete collection;
View collection; Setup
required elements; Create
collection level template;
Edit collection level template;
Delete collection level
template; View collection
level template

Create or revise metadata
mapping; Upload sample
records; Check map;
Batch import of metadata
records;

Batch export of metadata
records; Create personal
template; Edit personal
template; Delete personal
template; Create metadata
record; Edit metadata
records; Delete metadata
record; View metadata
record;

Manage User

Edit username
Edit password

Create collection; Edit

Manage Edit username | Edit collection; Delete collection;
Collections Edit password | organization View collection

Setup required elements;

Create collection level

template; Edit collection
Configure level template; Delete
Cataloging Edit username collection level template;
Utility Edit password View collection level template

Create or revise metadata
Edit username mapping; Upload sample

Mapping Edit password records; Check map

Batch Import

Edit username
Edit password

Batch import of metadata
records

Export

Edit username
Edit password

Batch export of metadata
records

Metadata
Cataloging

Edit username
Edit password

Create personal template;
Edit personal template;
Delete personal template;
Create metadata record;
Edit metadata records;
Delete metadata record;
View metadata record

View/Generate
Reports

Not
implemented

Not
implemented

Not implemented

Not implemented

Read Only

Not
implemented

Not
implemented

Not implemented

Not implemented

Table 1: User Privileges and Permissions
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M| 1 C Moving Image Collections
A Window to the World's Moving Images

. MIC Resource Management

You have logged in as the system super user. You can either review and edit
user's authorization/authentication information ar go to dwms and start
working there,

Manage User Account
Feview and Manage MIC Archive Directary
Fieview and Manage MIC Service Provider Directory

Manage MIC Union Catalog

Cancel |

Figure 1.3.1: Main Screen

User Account

First MName:

Last Mame:

Address:

Ernail:

MIC UserID:

FPassword:

Re-type Password:

Cancel Submit I
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Figure 1.3.2: Create User Account Screen

Registered Users

Hame Role Status
o Jane uper user

& Ot Sup

avage Sean ot Aszigne
|5 S Mot Assigned

uYan uper user
 |Yu vang Sup

[AkBekyUK]

Y -2

0 S e Cataloger/importfexportimap

Delete U zer &zzign Hole(z) |
Figure 1.3.3: Registered Users Screen
Role Assignment (for User? 3
SUPER USER? © ves % Mo
Role for this organization: | j
Role for this module: | j
Role: I ;I edit roles I

Current Role Assignment

Organization Maodule Role

Cancel Back Delete Submit

Figure 1.3.4: Assign Role Screen
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Role - Privilege Relationship

Roles for this module: | UC Cataloging Utility =1

Existing Roles: o Catalogerfimportfexport/map

0 Collection Manager

Raole Marme:

Rale Description:

FPrivilege:

read anly

view Qererate report
metadata cataloging
export

batch import

mapping

configure cataloging utility
manage collections
manage user

minininininininin

Cancel I Back I Submit I

Figure 1.3.5: Role — Privilege Relationship Screen

Edit User
i.
ii.

Edit Role
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Select Manage User Account from the main screen.
Select user from the Registered Users screen.
Edit user information and click Submit.

If you are editing the role, click Assign Role.
Select Organization from the pick list.
Select Module.

Select Role from the pick list.

Click Submit.



User Account

First Mame: |J|:|hn
Last Mame: |D|:|e
Address:
Ermail: |
MIC UserlD: IJDDE
Passwaord: I

Re-type Password: |

Cancel Subrnit
Figure 1.3.6: Edit User Screen
Registerad Users
Marne Raole Status
r Ctto Jane Super user
i Savage Sean Mot Asz=igned
= |¥urang Super user
[AkBekTUK]
Catalogerfimportexpartfrnap
N -2
@ 8 e [AkBakyLIK]
Catalogerimportexportyrap

Delete Uzer Azzign Rolelz] |

Figure 1.3.6: Registered User Screen
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Delete User

ii. Select user from the Registered Users screen.
ili. Click Delete User.

Delete Role (not implemented in the current version)

Registered Users

. Select Manage User Account from the main screen.

Marme Fole Status
. Otto Jane Super user
. Savage Sean Mot Az=igned
= |¥urang Super user
[AkBekTUK]
& |vuvang - 2 F:::Lngfdﬁgnpnrﬂexpnrﬂmap
Catalogerimportyexportirnap

Delete Uzer Azzign Role(z]

Figure 1.3.7: Registered User Screen

Step 2: Metadata Management

You must complete Step 1 prior before you are able to create metadata. There are two ways to create

metadata in OpenMIC.

1) Create metadata manually. This option allows users to create one metadata

record at a time.

2) Batch import. This option allows users to batch load metadata from an existing

database.
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2.1) Create Metadata Manually

viii.

Select Manage MIC Union Catalog.

Select Metadata and digital object.

Select Collection from the collection list.

Select Metadata Cataloging from the welcome screen.
Select Start Cataloging.

Click Create Metadata.

Enter metadata. For information about the metadata
elements, please refer to Metadata Guides found on the
download page.

Click Save.

Tips:

1. Insome cases, all or many of the resources in a collection will share same metadata. Some
technical metadata and rights metadata might be identical. The template utility allows
collection managers and metadata creators to create generic records that contain default data.
When a template is enabled, this default data is added to the metadata record automatically
when Create Metadata is selected.

2. Templates can be enabled at the collection level or at resource level. To enable a template at
resource level, click on Template, select template from the template list and click Apply.

Refer to 2.1.1 to create template.
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Metadata Screen Navigation Help

CLEAR ALL
Clear all data values in the
VIEW ENTRIES record.
View metadata in plain
text.
EXIT TEMPLATE
SAVE
Exit without Enable collection level template
saving data or personal template when Save all data )
values. creating metadata record. values and exit.
Tab to Toggle between
Descriptive MD, Source MD,
340 Technical MD, and Rights MD. TEPLATE +1EW ENTRIES CLEY aLL sYve
* YUK Collection (HYLIK-TY) ,-!;Metadata far item 1 j
* Template used: [ none |
Descriptive MD | Source MD | Technical WD Rights MD Display option: All Elements

ewBdit source-technical MO relationship I

(*indicates required element for all metadata types

REQUIRED elements anly

View/Edit source-technical MD
relationship

Establish relationship between source
and technical metadata when creating

object.

Metadata for item 1

Enter multiple descriptive
metadata for a resource

multiple instances of source and
technical metadata for a resource
object.
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M C Moving Image Collections
A Window to the World's Moving Images

Jl Mic Resource Management

vou have logged in as the system super user. You can either review and edit
usar's authorization/authentication information or go to dwms and start
working there,

Manage User Account

Feview and Manage MIC Archive Directary

Feview and Manage MIC Service Provider Diractory
Manage MIC Union Catalog

Cancel |

Figure 2.1.1: Main Screen

» Administration
Manage organizationz, collectionz, and transactions, perform
databasze cleanup, create announcement=.

«  Configuration
Configure metadata cataloging, digital file handling, mapgping, batch import,
and export wilties according to organization policies .

+ Reports
Wiesy of print statistical reports abouwt wour metadata or digital files.

+  Metadata and digital ohjects
Create or edit cataloging records, create or upload digital objectz,
map s=chemas, import, export, etc.

Figure 2.1.2: MIC Catalog Main Screen
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Organization - Collection List

Orzarazation § Collection Statns

Oregon Health & Seience Unrversity Library
. Ciregor Health & Science Unmversity Library

Pacific Film &rchrve
" PFA Collection (Dick Thater test)
" Papific Filr Archive Collection (Jane Otto test)

Walter I. Brown Dledia &rchives & Peabody &vwards Collections
Ho collection ety

Sroithsordan Institution &rchives
Ho collection ety

Mational Library of Iledicine
Ho collection ety

Library of Congress Iotion Picture, Broadcasting, and Recorded Sound Division
Ho collection ety

Fortunoff Video Archrve for Holocaust Testimonies
Ho collection ety

Figure 2.1.3: Collection List Screen

Welcome to the MIC Union Catalog!

r | Metadata Cataloging |

| Mapping Utility |

| Batch Irmport |

| Export |

| EvtsChange Callection |

Figure 2.1.4: Cataloging Screen
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Welcome to the Cataloging Utility for MIC Union Catalog!

The Catalaging Utility is a flexible cataloging taol for creating, editing, ar deleting metadata records in
MIC Union Catalog.  Set up templates to reduce inputting time.

Far help or mare information, please visit the MICUC help center or contact the MIC administrator

EXIT Setup Personal Template | | Start Cataloging =»=

Figure 2.1.5: Start Cataloging Screen

RECcORD LIST

Bt | | view weTs | wmic | TEXT Delete |  Edit | Create New Record |
Search: | | Max display: [50 [ <= |[SearchTop]| [ => |

System 1D Recaord Status
L8 &1 OFEM
8 0 Blue Moon OFEM
. m YL maovie test OFEN
Ll 65 Monster Mash OFEM
e 11 Godzilla vs. the gladiators OFEM

Figure 2.1.6: Metadata Record List Screen
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ExiT TEWPLATE W1 ENTRIES CLEAR ALL Save

* PEA Collection (Dick Thaxter test) (Pacific Film &rchive) I Metadata for tem 1 LI
* Template used: [ none |

Descriptive MD | Source MD | Technical MD | Rights MD Display option: All Elements

(* indicates required element for all metadata tvpes )

“dew/Bdit source-technical MO relationship I

Type of kem I LI

Title Infarmation

Type
Title:

Ll

Subtitle

Part Mame

|
|
Patt Mumber I
Monsort I

Femowe I Add More I

Irantifiar

Figure 2.1.7: Descriptive Metadata Entry Screen

2.1.1) Create Template

There are two levels of template available in the OpenMIC -- collection level and personal level. To
create a collection level template, the user must have “Configure Cataloging Utility” permission. A
collection level template can be applied to all resources within the collection by metadata creators
who have access to the collection. If the collection level template is set as a default template, it is
applied to metadata record automatically when Create Metadata is selected. If it is not set as a default
template, metadata creators can enable the template at the time they create metadata record.

A personal level template is created by metadata creator. Templates created at this level are available
only to the owner of the template. If a personal level template is set as a default template, it is applied
to metadata record automatically when Create Metadata is selected. If it is not set as a default
template, metadata creators can enable the template at the time they create metadata record.

Follow the steps below to create collection level template:

i. Select Metadata and digital objects from the MIC Catalog screen.
ii. Select Customize system settings for this collection
iii.  Select Template.
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Vi.
Vii.

viii.

Xi.
Xii.

Select Create New Template. You will get a screen similar to Create Metadata
screen.

Enter data values that will be shared by all the resources in this collection.

Click Save.

If you want to save an existing metadata record as a template, select Use Existing
Metadata.

Select the record to use as template.

Click Apply to Template.

All the data values from the selected metadata record will be auto populated in
the record. Enter main title for this template.

Click Save.

If you want to save this template as a default template, click Set Default button.

+ Administration
Manage organizations, collections, and transactions, perform
databasze cleanup, create announcements .

. Configuration
Configure metadata cataloging, digital file handling, mapping, batch import,
and export utilties according to arganization policies.

+  Reports

iewe ar print statistical reports about yvour metadata or digital files.

+ ihetadata and digital objects

Create or edit cataloging records, create or upload digital ohject=,
map schemas, import, export, etc.

Figure 2.1.1.1: OpenMIC Main Screen

Page 36 of 52



Welcome to the MIC Union Catalog!

M Customize system settings for this collection

Required Elements ‘

Templates ‘

Figure 2.1.1.2: Main Cataloging Screen

Exit |

TEMPLATE LIST

view.  METS | TEXNT |

Metadata Cataloging ‘

Mapping Utility |

Batch Impart ‘

Export ‘

Exit/ Change Collection |

Edit | Create NewTempIatel

Search: | =l

Max display: |5IZI | == ||Sear|:hITDp|| == |

Figure 2.1.1.3: Template list screen
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ExiT USEEXISTING METADATA V1B ENTRIES CLEAR ALL Save

* YUK Collection (HYUK-T4) | Metadata for item 1 ;I
* Template uzed: [ none ]

Descriptive MD ‘ Source MD ‘ Technical MD ‘ Rights MD Display option: All Elements

{*indicates required elerment for all metadata types )

“Aew/Edit source-technical MO relationship I Collection Temp.l'afe

Type of ktem I LI

Title Information

Type
Title

=

Subtitle

Part Mame

Figure 2.1.1.4: Template data entry screen

Existing Resource for Collection 6

Eezource Mame Created Date

Hallmarl: hall of fame.
"Winter mind

test for locationPhysicallocation source value

Test of technical metadata data dictionary

E nitting firotm kenitting template

Test for source disappearing after required field display wmvolced
Michael [lowes] Mancy

Entwan T Luk Eose

ama-Tat, of land and sea

Solid sistas documentary

Days made of fear
EBoy of Baghdad
Las Claves de la masacre

A459th Star

DN (DD DD D

Figure 2.1.1.5: Existing metadata record screen
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Follow the steps below to create personal template:

i. Select Metadata and digital objects from the MIC Catalog screen.
ii. Select Metadata Cataloging.
iii.  Select Setup Personal Template.
iv.  Select Create New Template. You will get a screen similar to Create Metadata
screen.
v.  Enter data values that will be shared by all the resources in this collection.
vi.  Click Save.

vii.  If you want to save an existing metadata record as a template, select Use Existing
Metadata.
viii.  Select the record to use as template.

ix.  Click Apply to Template.
X.  All the data values from the selected metadata record will be auto populated in
the record. Enter main title for this template.
xi.  Click Save.
xii.  If you want to save this template as a default template, click Set Default button.

+  Administration
Manage organizations, collections, and transactions, perfarm
database cleanup, create announcements.

«  Configuration
Configure metadata cataloging, digital file handling, mapping, batch import,
and export utilities according to organization policies.

+ Reports
“Wiewe or print statistical reports about your metadata or digital files.

+ Metadata and digital ohjects
Cregte or edit cataloging records, creste ar upload digital objects,
map =chemas, import, export, etc.

Figure 2.1.1.6: OpenMIC main screen
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Welcome to the MIC Union Catalog!

[ | Metadata Cataloging |

| Mapping Utility |

| Batch Import |

| Export |

| EsitiChange Collection |

Figure 2.1.1.6: Main Cataloging Screen

Welcome to the Cataloging Utility for MIC Union Catalog!

The Cataloging Ltility is a flexible cataloging tool for creating, editing, or deleting metadata records in
MIC Union Catalog.  Set up templates to reduce inputting time,

For help or mare information, please visit the MICUC help center or contact the MIC administratar

EXIT Setup Personal Template ‘ ‘ Start Cataloging ===

Figure 2.1.1.7: Cataloging Screen

Page 40 of 52



TEMPLATE LIST

Bl | view  METS | TEMT | Delete | Edit | Creats New Templats

Search:| 7] Max display: [50 ["<= | [Search iTop] [ == |
Svstern D Template Setlunset
Default

Figure 2.1.1.8: Template list screen

Exim LUSEEXISTING METADATA 41BN ENTRIES CLEAR ALL Save

* YUK Collection (KYUK-TV) |Metadata for ftem 1 ;l
* Template used: [ none ]

Descriptive MD | Saource MD | Technical MD | Rights MD Dizplay option: All Elements

(* indicates required element far all metadata types )

"
5
o
R

“ew/Bdit zource-technical MO relationship I iiser Temp!afe

Type of tem I LI

Title Infarmation

Type
Title:

I

Subititle

Part Mame

Part Mumker

Monsart

Figure 2.1.1.4: Template data entry screen
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Existing Resource for Collection 6

Eesource MName Created Date

.

Hallmark hall of fame.
"Winter mind

.

test for locationPhysicall.ocation source walue

Test of techrical metadata data dictionary

F nitting from lenitting terplate

Test for source disappeanng after recuired field display inwolked
Mfichael [lowes] Mancy

Eniwan I Luk Rose

Wanna-Tal, of land and sea

Solid sistas documentary

Drays made of fear

B oy of Baghdad

Las Claves de la masacre
49th Star

Contrmous Journey

alislialialialialialialialialialie ) ialie’

Figure 2.1.1.5: Existing metadata record screen

2.1.2) Create Multiple instances of metadata

2.2) Batch load existing metadata

Metadata from existing database(s) can be batch loaded into OpenMIC. The OpenMIC has built-in
MARCXML and MODS XML mapping tools which allow the metadata creators to automatically maps
metadata into the OpenMIC database. If metadata is in any other format, you need to map your data
elements to OpenMIC database using the Mapping Utility.

Follow steps below to batch load metadata from existing database(s).
Step 1: Mapping Data elements

i. Select Metadata and Digital objects from the OpenMIC Main Screen.
ii. Select Mapping Utility.
ii.  Select Simple MIC Display to map MIC elements or Full METS/MODS to map your metadata
elements.
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Vi.

Vii.
viii.

Xi.
Xii.
Xiii.
Xiv.
XV.
XVi.

XVil.

XViii.
XiX.
XX.
XXi.

XXii.
xxiii.
XXiv.

XXV.
XXVi.

Select Create or Revise Mapping.

If you have selected, Simple MIC Display option in step iii, you will get MIC Mapping Template
Screen (figure 2.2.1.2). Follow the screen instructions to map your metadata elements.

If you have selected, Full METS/MODS option, you will get a screen to enter a map name and to
select schema of your records (figure 2.2.1.3). Enter name and select schema.

Click save.

If you have selected MARC (xml) or MODS (xml), mapping is automatically provided by
OpenMIC. Proceed to step 2.

If you have selected In-house (text), you must map metadata elements from the in-house
database to the OpenMIC database. You also need to export the metadata in .txt.

Enter the name of the elements in the same order as it appears from the in-house database.
If there are more than 10 elements in the database, click More fields.

Use edit tools “<<” and “X” to insert or remove data elements from the list.

Enter the field delimiter used to create your text file.

Click Update Fields.

You will get a screen to map the in-house data elements to the OpenMIC database.

Select the element on the left side of the window from the in-house database and select the
appropriate OpenMIC database element. This will automatically map these two elements and
these elements will appear in the mapping list. To edit mapping, click on the radio button.
If the data elements have multiple values, enter the value separator in the “Multi-value
Separator” box in the mapping results window.

When you are done with mapping, click Save.

Now you can upload the text file to check mapping before starting the batch import.

Select the sample file from the pull down list.

Browse and Upload a sample text file. It is recommended to prepare a sample file to test
mapping.

Click Submit.

Select Check Map from the Mapping Screen.

Sample records will be displayed on the screen.

Select a record and click on TEXT or XML (METS) to view the mapping.

Review uploaded records. If you are satisfied with the mapping results, proceed with batch
import.
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MIC UC Mapping Utility

The MIC mapping utility walks you through a two-step process to map your record format to the MIC
Union Catalog.

Mapping Procedure: Map to:
1. Selectwhich destination schema you want to map ta, € simple MIC Display
Simple MIC Display ar Full METSMODS. & Full METSIMODS

2. Lse atemplate to indicate how the fields in your local

database or spreadsheet translate (map) to MIC Linion

Catalog fields.

3. Upload up to 25 sample records. Greate or Revise Mapping

4. Check the map. Review how your sample records display Upload Sample Records

Check Map

You cah go back and revise the termplate until the recards display

towour satisfaction. Your saved template will then be reviewed

inthe MIC Union Catalog according to the template. :
| EXIT

and approved by the MIC administratar.

Figure 2.2.1.1: Mapping Screen

MAPPING TEMPLATE

MIC Elements or Elerment Groups

JLII'I'IP to: ITi‘tIe Group ;I

1. Title

This data element contains the main title ofthe resource described inthe cataloging record or metadata. Ifthe record
descrihes an individual moving image, that title will go here. Ifthe record describes a group of moving images {a
collection) the title which collectively describes the group will go here. Ifthe record describes a single episode of a
television series, theatrical serial, or newsreel, both the series and episode (issuel titles will typically go here. "Parallel
titles" (equivalent tittes in foreign languages) and "other titles" (i.e. subtitles), will also go here. Uniform titles, variant titles,
titles of related waorks, and titles of works contained within the entity described, go elsewhere, as do series titles far
educational series. This data elementis not repeatable.

Examples:
Flants and species of native grasslands
Fiper Heidsieck classic film collection, Early Hitchcock clips
| lowe Lucy. 1954-05-17, Golf game

When this title appears in the MIC Union Catalog display, it is preceded by TITLE: Any punctuation which appears in your
owen title field will display, unless yvou ask MIC to drop the end punctuation. Any initial adicle which appears invour own
title field will display in MIC. MIC files alphabetically; it the title is The Man of the Hour, the record will file under T' for The.'
In MIZ, the information contained in this field iz retrieved in TITLE searches.

SHOWY ME A SAMPLE MIC DISPLAY

Figure 2.2.1.2: Simple MIC Mapping Template screen
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Mapping To MIC Union Catalog

Please follow steps below to map your records to MIC Union Catalag.

Enter a name (107 for the mapping: |Mapping test

OF
Select an existing mapping to edit; | ---------- select & mapping ---------- j
Schema of your records: x|
In-house (text)
MARC (xml)
MODS (xmi) | Cancel || Save

Figure 2.2.1.3: MIC Mapping Screen
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Fleaze follmw steps below to map your records to MIC Union Catalog.

Enter a name (|0 for the mapping: |new

Select an existing mapping to edit; | ---------- Select & mapping

OR

Schema ofyour records: [in-house ttext) =]

Step 1. Provide field list

Flease enterthe field names in exact arder of the fields in your metadata txt file
feven ifthe field has no values):

Order Field Mame Edit Tool
1 =< | X
2 =< | ¥
3 << | X
4 == | X
5 =< | X
f =< | ¥
T << | X
g == | X
g =< | X
10 =< | ¥

Edit Tool: =< Insert before this field. X REemove this field. more fields

Figure 2.2.1.4: Mapping Field List Screen 1
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Step 2. Map Metadata Fields

fright). Repeat the step until done:

To dao the mapping, select an In-house DB element {eft), then a matching element in our system

In-hiouse DB Element

Target Element I Ceszcriptive metadata ;I

Table of Conterts .
Type of Resource
Elemert

WIC Partal 1D

Main Title

SubTitle

hain Title - Type

Main Title - Part Mame
Main Ttitle - Part Mumber
hain Title - Mon=zort
Idertifier - Type
Idertitier

Idertifier - Dizplay Lakbel
Idertifier - Invalic
Language - Term source
Language

Language - Term Type
Language - Ohject Part
Genre Source

;I Genre LI

MAPPING RESULT

(zlick radio buttan to remowe from the list

Ih-hiouse OB Element

hulti-value

Separatar Target Element

0 |title

| Main Title

 |genre source

| Genre Source

Figure 2.2.1.5: Mapping Field List Screen 2

Page 47 of 52




Tpload Sample Records

CatFilelD:

Crrganization: COregon Health & Science University Librarny

Metadata Schema:

Record Format:

The sample file is for this mapping: |

Upload Sample File:

—

Find the sammple file on your local computer by using Browse button, OR enter the full file

path {e.g., Chivmyrecordisample td):

| Browse. .. I

Ifwou prefer to send CD ar floppy disk, please send the CD ar floppy to the fallowing address (please make

sure to indicate which collection each file belongs to):

Jane Johnson Otio

M Administrator
Library of Congress
FPackard Campus

190532 Mount Pony Road
Culpeper, VWA 22701-T551

Figure 2.2.1.6: Upload Text File Screen

Review Uploaded Samples

Select a mapping for review: | Mapping test |

sample 1 sample 2 sample 3 sample 4 | sample & | sample & |
sample ¥ sample 8 sample 9 sample 10

Figure 2.2.1.7: Review Sample Records Screen
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Step 2: Batch Import

i. Select Batch Import from the Main cataloging Screen.
ii. Select Metadata Schema.
iii.  Select Record Format (XML for MARC and MODS; TXT (tab-delimited) for in-house (text).
iv.  Select Mapping Name.
v. Select “Yes” if the file has already been uploaded, otherwise, select “No”.
vi.  Select Show Step2.
vii.  If you have selected “Yes”, select an uploaded file to import from the pull down.
viii.  If you have selected “No”, you will be prompted to select the location of the file.
ix.  Select “Local Computer” if the file is on the PC; otherwise, select “Server”.
X.  Click Show Step 2.

Xi. If you have selected “Local Computer”, browse and select the file.
xii.  Click Upload/Import.
Xiii. If you have selected “Server”, enter the absolute path of the file.

xiv.  Click Upload/Import.

xv.  Click Refresh check the status of the import.

xvi.  Once the import is completed, you will be able to review the records in the metadata record
list.

Metadata Iimport

Step 1. Provide metadata and file information

Metadata Scherma: I In-house (text) vl

Record Format: | TXT (tab-delimited) |
Selecta mapping: | a|
Files already uploaded ta the server? = vag Mo
Show step 2 I
Step 2. Upload / import metadata file to the system
Flease complete Step 1 firstto see upload andior import options.
Import Status
Total Record Finished Error
] o
Clear I Fefresh I

EXIT

Figure 2.2.1.8: Metadata Import Selection Screen
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Metadata Iimport

Step 1. Provide metadata and file information
mMetadata Schema: I In-hiouse text) vI
Record Faormat: | THT ttab-delimited) ;l
Select 2 mapping: | Mapping test |
Files already uploaded to the server? * wvaz 0 o
Step 2.

Import uploaded file{s) to the database

Select an uploaded file to import: |

=1 Delete |
lmport I

Import Status

Total Record Finished Errar

u] u]

Clear I Refresh I

EXIT

Figure 2.2.1.9: Metadata Import File Upload/import Screen 1

Metadata Import

Step 1. Provide metadata and file information

letadata Schema: Iln—house (text) "I

Record Forrnat | THT rtab-elimited) =]

Select a mapping: | Mapping test =]
Files already uploaded to the server? i vas ™ g

Upload fileds) from: (& Local computer & Saper

Step 2. Upload metadata file and import to the system

File or directory path: | Birowyze I

Hote: If you enter a path for a directory instead of a file, all the files in
that directory will be imported.  Inthis case, you need to make sure that
the directory only contains the files that need to be imported.

Upload ! Import I

Figure 2.2.1.10: Metadata File Upload /import Screen Screen 2
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Step 3: Export (Optional)

There are two possible scenarios when you may want to export records:

1) Organization using a repository may export the bibliographic records in the OpenMIC database as
METS and convert to your repositories native schema using third-party tools or XSLT transformations
provided by you.

2) Organization with no repository may export a copy of the bibliographic records in the OpenMIC
database as METS and made available to an XML search and retrieval facility, such as Lucene or
Zebra.

Note: Organization with Fedora repository may use OpenMIC to manage metadata. You need to add the file
section in the xml before ingesting into fedora repository or wait until OpenWMS is ready for download.

Follow steps below to export records:

i.  Select Export from the Main Cataloging Screen.
ii. Select Export Format (METS).
iii.  Select Export Destination (File).
iv.  File export option will automatically be set to “one record per file”.
v. Select File Name Prefix.
vi.  Specify record(s) to export.

0 There are three options available. “All records of this collection” will export every
record in the collection in a separate file under the export directory configured by the
system administrator.

0 If “A subset of this collection “is selected, a pop-up box will be prompted to select a
range to export.

0 If “Single record” is selected, a pop-up box will be prompted to select a record to export.

vii.  Click Export.
viii.  Click Refresh to monitor the progress of export.
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Metadata Export

Organization:  Ananthan University

Collection:  Ananthan Collection 2

Export format: | METS |

Export destination:  [File

=l

File export options [ Metadata record distribution ]

= One record perfile
 pll records in one file

[File name prefix]

* Provided by system
' Provided by user |

(=ystem ID for each record will be appended to the end
of each single recard file name no matter which file
name prefix aption you zelect)

Specify recordis) to export: |

=l

Export Status

Crestination Fath

Tatal |Finished Errar

Figure 3.1: Export Screen
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