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I. 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, the Institute of Museum and
Library Services, and the National Science Foundation.

II. 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 A provides a typical workflow diagram for digital objects in OpenMIC.

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

Section C explains the different types of objects in OpenMIC.

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

Section E provides detailed step-by-step instructions to perform other administrative tasks.

Page 5 of 82 OpenMIC User Manual



Section A: Workflow in OpenMIC

/ * Create Organization \

SR WG TITIEETI  Create Collection(s)
» Create User(s)

Step 2. Metadata and

e Create Metadat
Digital Objects adata

Step 3. Export e Exportin METS/XML
(Optional) e Exportin Marc XML

\

/

Section B: Object Hierarchy in OpenMIC
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Organization Organization

Ex: Rutgers Ex: Library of
University Congress

Collection 1 Collection 2

Ex: RU General Ex: RU Special
Collection Collections

Sub Collection 1 Sub Collection 2

Resource 2
Ex: Moving Ex: Photograph Ex: NJ Historical
Image Collection Collection Maps

Resource 1 Resource 2
Ex: Gone with Ex: First
the Wind Football Game

Section C: 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 D: Using OpenMIC

Note 1: Recommended Browsers — Firefox 1.0; Netscape 7.1 and above; IE7.0 and above.
Note 2: Disable pop-up blocking.

Note 3: Enable Cookies.

OpenMIC may be 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. Before you start
creating metadata, you must create an organization record and at least one collection record.

Step 1: Administration

There should be only one organization record for each organization. You may create as many
collections you need for each organization. You must have “manage collections” privilege to be able
to create organization.

1.1) Organization Management (Figures 1.1.1 to 1.1.5)

Create Organization:

Vii.
viii.

Login as Super User.

Select Digital Object Workflow Management System from the OpenMIC Initial
Screen.

Select Administration.

Select Organization Management.

Select Create New Organization.

Enter Org ID, Organization Name, address, and contact information. You may use
your organization’s Marc Org ID, if you have one.

Click Save.
Click Exit to return to the Digital Object Workflow Management System main
screen.

Edit Organization:
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v. Select the Organization you want to edit.

vi.  Click Edit.
vii.  Change metadata and click Save.
viii.  Click Exit to return to the previous screen.

Delete Organization:

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

i Login as Super User.
ii. Select Digital Object Workflow Management System from the OpenMIC Initial
Screen.
iii.  Select Administration.
iv.  Select Organization Management.
v.  Select the Organization to delete.
vi.  Click Delete.
vii.  Click OK to confirm deletion.
viii.  Click Exit to return to the previous screen.

You have logged in as the system super user.  You can ether review and edit user's
authortzationfauthentication information or go to dwins and start worldng there,

Manage User Account

Digital ObjectWorkflow Managerment Systermn

Cancel |

Figure 1.1.1: OpenMIC initial screen
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« 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: Digital Object Workflow Management System main screen

Administration

Organization Management

Collection Management

Transaction Management

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

| EXIT |

Figure 1.1.3: Administration screen
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ORGANIZATION LIST

Exit Application Review | Delete | Edit Create Mew Organization
Organization Status
I Oregon Health & Science University Library
| Pacific Film Archive
 |Walter J. Browen Media Archives & Peabody Awards Collections
| Smithsonian Institution Archives
" |Mational Library of Medicine
I 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

Setup Organization

Qrganization 10 D Source: | =l

10 e [

Organization Narme: I

Organization Address:

Coantact Person:

Mame: I

Telephone: |

Email: |

EXIT

Figure 1.1.5: Setup organization screen
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1.2)

Collection Management (Figures 1.2.1 to 1.2.8)

You may create as many collection objects 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 Parent Collection

Vi.
Vii.

Select Digital Object Workflow Management System from the OpenMIC Initial Screen.
Select Administration.

Select Collection Management.

Go to the organization box and click Add Collection.

Enter metadata for the collection. (Refer to the online Metadata Guide:
http://rucore.libraries.rutgers.edu/open/projects/openmic/.)

Click Save.

Click Exit to return to the Administration screen.

Create Sub-collection

Vi.
Vii.
viii.

Select Digital Object Workflow Management System from the OpenMIC Initial Screen.
Select Administration.

Select Collection Management.

Go to the organization box and select the collection.

Select Add collection. A message window will appear prompting you to confirm the
action. Click OK.

Enter metadata.

Click Save.

Click Exit to return to the Administration screen.

Edit Collection/sub-collection

Vii.

Select Digital Object Workflow Management System from the OpenMIC Initial Screen.
Select Administration.

Select Collection Management.

Go to the organization box and select the Collection to edit.

Click Edit.

Make changes and click Save.

Click Exit to return to the Administration screen.

Delete Collection/sub-collection

Page 12 of 82
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Note: Deleting collection will delete all the resources belong to the collection.

i.  Select Digital Object Workflow Management System from the OpenMIC Initial Screen.
ii. Select Administration.

iii.  Select Collection Management.

iv.  Goto the organization that has the collection you want to delete.
v. Select the Collection you want to delete.

vi.  Click Delete.

vii.  Click Exit to return to the Administration screen.

You have logged in as the systern super user.  You can either review and edit user's
authorization/authentication information or go to dwimns and start working there.

banage User Account

Digital Object Warkflow kanagement System

Cancel |

Figure 1.2.1: OpenMIC initial screen
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« Administration
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 objects
Creste or edit cataloging records, create or upload digital objects,
map =chemas, import, export, et

Figure 1.2.2: Digital Object Workflow Management System main screen

Administration

CQrganization Management

Collection Management

Transaction Management

| |
| |
| Database Cleanup |
| |
| |

Announcements

| EXIT |

Figure 1.2.3: Administration screen
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ORGANIZ ATION/COLLECTION LIST

Click"+" next to the arganization name to show the collection list owned by that organization.

Status: o hissing required metadata elementis).
W Collection has all the required metadata elements entered.
W LOSED or NGESTED Collection has been exported for next step processing outzide Wiki3,
(if statuz iz CLOSED or INGESTED, it can be changed back to DK by clicking the status text)

Exitl Wigw: ~ METS | TEXT Edit Collection Hierarchy

- [ Rutgers University]

© Grace Agnew Collection o
' ananthan collection o

- [ Test Organization ]

' Testcollection on

Unched |

Figure 1.2.4: Organization/Collection List screen

Descriptive MD Rights mMD All Elements | requizdoy

{ *indicates required element for all metadata types )

Collection Mefadata

Type of tem | Collection =l

Title Information

Type
Title

[

Subtitle

Part Mame

I
I
Part Mumber I
Monzort I

Remove I Add Mare I

Identifier

Type

“alue

Display Label

Irvealicd

Remowve I Audd Mare I

Figure 1.2.4: Metadata entry screen
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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. IE automatically displays the xml. If you are using other
browsers, you will have to choose “View Page Source” to see the xml.
iii.  Click Exit to return to the Administration screen.

File Edt ‘iew Help

<METS:mets xmlns:METS="http://vww, loc.gov/ HETS/ " xmlns:mods="http://wiw. loc, gov/mods/" 3
<METS :metsHdr ID="H1" CREATEDATE="2003-10-06T14:59:42" LASTMODDATE="2003-10-06T14:59::
<METS :dmdSec ID="DMD-1" GROUPID="" ADMID="AMD-1" CREATED="Z005-09-19T11:22:09" STATUS:

METS :miffrap MIMETYPE="text/xml" MDTYPE="OTHER" LABEL="MOD3 Metadata™:
<METS :xmlDatax
<mods :mods >
mods: type0fResourcerCollections/mods: typedfResource:
<mods:titleInfo ID="T-1" type="":
<mods:titlerka test organization</mods:title:
</mods;:titleInfo>
<mods:identifier type="collection"s>rucoreQ000000629</mods:identifier:
<mods:name ID="HNLiME-1" type="persconal™:>
<mods :namePart type="family">Kl</mods:namePart>
<mods :namePart type="given"riK</mods:namePart>
<mods:rolex-
<mods:roleTerm type="text" authority="marcRelator"rowner</mods:rolelerm>
</mods:roler
</mods : name
<mods:name ID="HNLME-1" type="corporate:
<mods :namePart >NjlbRU</mods :namePart >
<mods:displayFormrRutgers University</mods:displayForm:-
</mods : name>
</mods :mods ;>
</METS :xmlData>
</METS :md¥rap>
</METS : dmdSec>
</METS :mets>

Figure 1.2.5: Collection record in METS XML
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File Edit ‘Wiew Help

<fomml:digitalDbject mmlns:foxml="info:fedora/fedora-system:def/foxmli#"=
<foxml :objectProperties:>
<foxml:property HAME="http://vww.w3.org/19929/02/22 —-rdf—-syntax-nsfcype” VALUE="Fedorachject™f
<foxml:property HAME="info:fedoras/fedora-system: def/model#stace™ WALUE="4",/>
<Ffoxml :property HAME="info:fedoras/fedora-system: def/model#label™ WALUE=""/>
</foxml:objectProperties>
<foxml:datastream ID="DC" STATE="A" COHTROL GROUP="X" VYERSIOHABLE="trus">
<foxml:datastreamWersion ID="DC.0" MIMETYPE="text/xml"™ LABEL="Defsult Dukhlin Core Record"™ CRI
<foxml :xmlContent >
<0ai_dco:de mmlns:oai_ de="http://wwyw.openarchives. org/OLTL/Z .0 /08l des/ ">
<do:title mmlns:do="http://purl.org/dc/elements/1.1/">ka test organhization</do:title>
<do:contributor mlng:do="http://purl.org/doe/elements, 1.1/ ">KA, AK [owner)</do:contriln
<do:type mlng:de="http://purl.org/do/elements,1.1/">Collection</do: type>
<do:identifier xmlns:do="http://purl.org/des/elements/ 1.1/ ">rucore0000000629 </ do:identis
</oai_dc:deo>
</foxml :xmlContent >
</foxml:datastreamersion>
</foxml:datastream-
<foxml:datastream ID="DHMD-1" STATE="Ai" COHTROL_GROUFP="X" VERSTOHABLE="truec'":>
<foxml :datastreamersion ID="DMD-1.0" MIMETYPE="text/xml" LABEL="Descriptive Metadata [(MOIDI)
<foxml :xmlContent >
cmods :mods xmlns mods="htctp:/ vvw. loc. gov/mods/ ">
<mods: typedfResource>Collection</mods: typedfResource>
<mods:titleInfo ID="T-1" type='"'>
mods:titlerka test organization</mods:titlex
</mods:titleInfo>
smods:identifier type="collection">rucored0dd00006Z9</mods:identifier:>
<modsg :name ID="MNALME-1" type="per=sonzl™:>
“mods :namePart type="family">Kl< /mods:namePart:>
“mods :namePart type="given":>AK</mods:namePart>
<mods:role>
«mods:roleTerm type="text” authority="marcRelator"rowner</mods:roleTerm-
</mods:role:
</mods : name >
<mods :name ID="MNLME-1" type="corporate':>
<mods :namePart>NiNbRU</mods :namePart >
~mods :displayForm:-Rutgers Tniversity</mods:displayForm:
</mods : name >
</mods :mods>
</foxml :xmlContent >
</foxml:datastreamVersion>
</foxml:datastream>
<foxml:datastream ID="REELI-INT" STATE="A" CONTROL GROUP="XI" VERSTOHABLE="fal=se":>
<foxml :datastreamfersion ID="RELI-IINT.O" MIMETYPE="text/xml" LABREL="Datastresm L0 presserve
<foxml :xmlContent >
<rdf :RDF xmlns:rdf="httcp://wuw. w3 .org,1999/02/2Z—rdf-syntax—nsf" ;>
< /Foxml :xmlContent>
</Ffoxuml:datastreanVersion>
</Foxml:datastream:

Figure 1.2.6: Collection record in FOXML
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Metadata Entries

Descriptive:
Type Of Besource: Collection

Title Info:

Main Title:  ka test crganization

Identifier:
Type: collection

Ientifier: rucore0000000629

Personal Mame:
Family Mame: K&
Given Mame: ALK
Mame Role:
Role Type: text

Role Authority: marcHelator
MName Role: owrner

Corp/Org Mame:
Corp/Org WMame: MjHbRI

Digsplay Form: Futgers Unmeersity

Figure 1.2.7: Collection record in TEXT

Collection Hierarchy Builder
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The Collection Hierarchy Builder allows users to change the collection relationships after the
collections have been already created. You may move an existing collection from its current location to a
new location or associate a parent collection to more organizations.

Example: change a sub-collection of collection 1 owned by organization A to become a parent collection
owned by organization B.

Change Collection Hierarchy

i. Select Digital Object Workflow Management System from the OpenMIC initial screen.
ii. Select Administration.
iii.  Select Collection Management.
iv.  Select the Collection.
V. Click Edit Collection Hierarchy.
Vi.  You may either move selected collection to a new location or associate selected
collection with more organizations. If you have selected to move the collection,

0}
o
0}

(0]

Click next step.

Select collection owner from the pull down.

Select parent collection from the pull down, if the collection is a
subcollection of another collection, or select not a subcollection.
Click submit.

vii.  If you are associating selected collection to more organizations,

0 Click next step.

0 Select collection owner from the pull down.

o Click Submit.
*¥**k%%* Note: The collection will be listed under both organizations. If you delete one collection, it
will be removed from the other organization also. This feature has not been fully tested so please use

this with caution!

viii.  Click Exit to return to the Administration screen.
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Exit W e METS F bl TEXT i Edit Collection Hierarchy |

[ Ananthan University ]

' Ananthan Collection
" ananthan Collection 2
T katest

" sub-1

[ DeMicola University ]

" TestColl
; ; tions (the
[ Apgar University ] :
T top-1
T sub-11 Next step

[ Meyer University ]

Mo caollection entry

O UL O]

[ Cabelli University ]

TSNS [Py ey

Figure 1.2.8: Organization/Collection Hierarchy Builder Screen

1.3) User Management (Figures 1.3.1 to 1.3.5)

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 in
the Digital Provenance Metadata section. Each user account is associated with role(s). If a user
account is not associated with a role, the user can not log in. A user with super user privileges will
be able to perform all the tasks in the OpenMIC. To create and manage users, the user account
must have “manage users” privilege.

Create User

i.  Select Manage User Account from the OpenMIC initial screen
ii.  Enter First Name, Last Name, Address (optional), Email, UserID, and password.
iii.  Retype password.
iv.  Click Submit.
v. Next you need to assign a role or roles to this user. If there are no role(s) created
for your organization, create role(s) before you proceed. (See Create Role.)
vi.  Select the user.
vii.  Click Assign role(s).
viii.  Select Organization from the Organization pull down.
iX. Select MIC Utility for Module.
X.  Select the role from the pull down list .
xi.  Click Submit.

Page 20 of 82 OpenMIC User Manual



Xii.

Click Cancel to return to the OpenMIC Initial Screen or Back to return to User
Account screen.

Create Role

Select Manage User Account from the OpenMIC initial screen.
Select the user from the Registered Users screen.
Select the Organization from the pull down list.

Select MIC Utility from the pull down list for module.
v. Click edit roles.
vi. Enter role name and role description in the data entry box on Role-Privilege
Relationship screen.
vii.  Select privilege(s) associated with this role.
viii.  Click Submit.
ix.  Click Cancel to return to the OpenMIC Initial Screen or Back to return to User
Account screen.
Edit User
i Select Manage User Account from the OpenMIC initial screen.
iii. Select the user from the Registered Users screen.
iii. Edit user information.
iv. Click Submit.
V. To delete a previously assigned role:
0 Click Assign Role(s).
0 Select the role under Current Role Assignment.
0 Click Delete.
vi. To change a previously assigned role:
0 Click Assign Role(s).
0 Select the role under Current Role Assignment.
0 Select a new role from the pull down.
0 Click Submit.
vii.  Click Cancel to return to the OpenMIC Initial Screen or Back to return to User Account

Edit Role
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ii. Select Organization from the pick list.

iii. Select Module.

iv. Select Role from the pick list.

v.  Click Submit.

vi. Click Cancel to return to the OpenMIC initial screen.

Delete User
i. Select Manage User Account from the OpenMIC Initial Screen.
ii. Select user from the Registered Users screen.
iii. Click Delete User.

iv. Click OK.
v. Click Cancel to the previous screen.

Delete Role (not implemented in the current version)
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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 caollection;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; Enter Controlled
Vocabulary terms

Manage User

Edit username; Edit
password; Create
User; Assign Role(s)

Manage Collections

Edit username; Edit
password

Edit organization

Create collection;Edit collection;Delete
collection;View collection

Configure Cataloging Utility

Edit username; Edit
password

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

Mapping

Edit username; Edit
password

Create or revise metadata
mapping; Upload sample
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

Mot implemented

Mot implemented

Mot implemented

Mot implemented

Read Only

Mot implemented

Mot implemented

Mot implemented

Mot implemented

Table 1: User Privileges and Permissions
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You hawve logged in as the systetn super user.  You can efther review and edit uset's
authonzationfauthentication information or go to dwims and start working there,

tanage User Account

Digital Object \Waorkilow Management System

Cancel |

Figure 1.3.1: OpenMIC initial screen

User Account

First Marne:

Last Marme:

L ddress:

Email:

UzerID (for login:

Password:

Fe-type Password:

Cancel Subirnit

Figure 1.3.2: User account screen
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Regstered Users

Delete Usar Lzsigh Rolefz] |
Hime Fole Stis
| Agnew Grace Stpuar 16T
™ | Kalafani Snanthan Supar 115er
|V Yang SAper ser
™ |bamett marty Supar 115er
i otk ke Sipuer 1126

Figure 1.3.3: Registered Users screen

Role Assigmment (for Ananthan K alatvar)

SUPER. USER? © wes % Ho
Raole for this organization: | =
Role for this module: | =
Role: I =1 _editioles |

Current Role & ssignment

Orgariimatiom Blodale Eole

Cancel Back Delete Subrmit

Figure 1.3.4: Role assighment screen

Page 25 of 82 OpenMIC User Manual



Role - Privilege Relationship

tetadata cataloging
wiewigenerate report

Roles for this module: WS Uility =
Existing Roles: " Organization Manager
" Export Manager
OV Manager
®  Import Manager
F.ole Matne: |Imp|:|r1 banager
F.ole Description: |

Privilege: ™ manage user
™ tnanage collections
™ configure cataloging wtility
M tapping
M hatch import
™ export
[
-
-

tead only

Cancel

Back

Submit

Figure 1.3.5: Role — Privilege relationship sample screen
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Step 2: Metadata and digital objects

You must have an organization record and collection record created before you start creating
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.

2.1) Create Metadata (Manual Input) (Figures 2.1.1 to 2.1.9)

Tips:

1. Insome cases, all or many of the resources in a collection will share the 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 New Record is selected.

2. Templates can be enabled for the entire collection or for a specific resource. To create and to
enable a template, refer to section 2.1.1.

3. To enable a template for a specific resource, click on Template at top of the metadata entry
screen, select a template, and click Apply.

vii.
viii.

Edit Metadata
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Select Digital Object Workflow Management System from the OpenMIC
initial screen.

Select Metadata and digital objects.

Select Collection from the collection list.

Select Metadata Cataloging.

Select Start Cataloging.

Click Create New Record.

Select Digital Object Content Type.

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

Click Save at top or bottom of the screen.

Click Exit to return to the Start Cataloging Screen.

Select Digital Object Workflow Management System.
Select Metadata and digital objects.

Select Collection from the collection list.

Select Metadata Cataloging.

Select Start Cataloging.
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vi. Select the record you want to edit and click Edit.
vii. Make metadata changes.

viii.  Click Save.
iX. Click Exit to return to the Start Cataloging Screen.

Delete Metadata

i. Select Digital Object Workflow Management System from the OpenMIC
initial screen.
ii. Select Metadata and digital objects.
iii. Select Collection from the collection list.
iv. Select Metadata Cataloging.
v. Select Start Cataloging.
vi. Select the record you want to delete.
Vii.  Click Delete.

viii. Click OK.
iX. Click Exit to return to the Start Cataloging Screen.

You have logged in as the system super user.  You can ether review and edit user's
authortzationsauthentication mformation or go to dwimns and start wotlang there.

Manage User Account

Digital Object \Workflow Management Systerm

Carncel |

Figure 2.1.1: OpenMIC initial screen
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« Administration
Manage organizations, collections, and transactions, perform
databaze cleanup, create announcement=.

+  Configuration
Configure metadsta cataloging, digital file handling, mapping, batch import,
and export wilties according to arganization policies.

+ Heports
“iewy or print statistical reports about vour metadata or digital files.

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

Figure 2.1.2: Digital Object Workflow Management System main screen

Organization - Collection List

e |
[ Lnarthan Urnrrezsity ]

" Bnanthan Test Collection 1
[ Blarty University ]

C Iarty Collection
[ Lpgar Unmversity |

Wa collectinn entry

[ Ling Unnversity |

' Paul's Collection

[ Cabelli Unversity ]

" Panls Test Colleotion

[ Blerrer Uriversity |

Figure 2.1.3: Organization - Collection List screen
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| Wetadata Cataloging

ftapping Litility

Batch Impart

Export

Exitf Change Collection

Figure 2.1.4: Main Bibliographic Utility screen

WMS Cataloging Utility

The Cataloging Ltility i a flexible cataloging tool for creating, editing, or deleting metadata records in
Wh3.  Set up templates to reduce inputting time.

For help or more informatian, please visit the Wh1S help center or cantact the W3 administrator

EXIT Betun Personal Template Btart Cataloging ===

Figure 2.1.5: MIC Cataloging Utility screen
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RECORD LIST

Exit | view. | METS | FommL | TEMT | Delete | Edit [ [Create Mew Record. |
CLOSE
Search: | = Max dil  Select a digital abject content type:
System ID Record Tetal:
Audia
[ S0426  |main title Book
| i | S0427 |pdf oct test Dataset
| (8 | 50428 [test for manuscript uplosd Docurnent
ETD
Status: b - Missin
manuscript
L ETA]
Pamphlet
FPerindical
Photograph
Recard
Transcript
Video
Figure 2.1.6: Metadata record list screen
Exir TEMPLATE W IEW ENTRIES CLEAR ALL Save
* Paulz Test Collection (Cabeli University) IMetadata for item 1 j
* Template used: [ none |
Descriptive MD | SourceMD | TechnicalMD |  RightsMD | Dislay option AN Elements

“eu/Bdit zource-technical MO relationzhip I

(" indicates required element for all metadata types )

Type of kem I j
Title Information
e | g
Title:
Subtitle I
Part Mame I

Figure 2.1.7: Descriptive metadata entry screen
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Figure 2.1.8: Metadata Screen Navigation Help

VIEW ENTRIES

View metadata in plain
text.

record.

CLEAR ALL

Clear all data values in the

EXIT TEMPLATE
Exit without
saving data
values.

Enable collection level template
or personal template when
creating metadata record.

Tab to Toggle between

EXIT

Descriptive MD, Source MD,
Technical MD, and Rights MD.

TEMPLATE 4 1EW ENTRIES

* YUK Collection (HYUIK-TY)
* Template used: [ none |

SAVE

Save all data
values and exit.

h

CLENR ALL sYve

phvietadiata for tem 1

[

Descriptive MD

| Source MD | Technical MD

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

Create multiple items
metadata within a resource

multiple instances of source and
technical metadata for a resource
object.
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Display Option: REQUIRED
elements only

Display required metadata
elements only

Display Option: All Elements

Display all metadata elements.

NAVIGATOR

Jump to an element on this
page. Use mouse scroll wheel
to move up and down the list.
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View Metadata

i. Select Digital Object Workflow Management System from the OpenMIC
initial screen.

ii. Select Metadata and digital objects.

iii. Select Collection from the Organization List.

iv. Select Metadata Cataloging.

v. Select Start Cataloging.

vi. Select the record. Select METS, FOXML or TEXT.
vii.  Click Exit to return to the Start Cataloging Screen.

<METS:mets smlns:METS="http://wuw. loc. gov/METS/" smlns:mods="http://wyw. loc. gov/mods/" xmlns:cai d
<METS :metsHdr ID="H1" CREATEDATE="Z005-11-13T11:0Z2:35" LASTMODDATE=":2005-11-13T11:02:35" RECORDS
<METS: dmdSec ID="DMD-1" GROUPID="" ADMID="AMD-1'" CREATED="2005-10-24T0OS5:59:22" STATUS="A":>

<METS :mdW¥rap MIMETYPE="text/xml" MDTYPE="OTHER" LABEL="MODZ Metadata':
<METS :xmlData>
<mods imods>
<mods: typedfResource:Text< /mods : type0fResource:
<mods:titleInfo ID="T-1" type="r>
<mods:titlerKL first test title</mods:title>
</mods:titleInfo>
</mods :mods >
</METS ::xmlData>
</METS :md{¥rap>
</METS : dmdSec:
<METS: amdSec ID="AMD-1">
<METS:techMD ID="THMD-1.1" GROUPID="" ADMID="SMD-1.1" CREATED="2005-10-Z4TOS:59:22" STATUS="Ai':>
<METS :md¥rap>
<METS :¥xmlData>
<rulib :RULTechMD >
<rulib:preservationLevelrbit level</rulib:preservationLevel>
</ rulib:RULTechMD>
</METS :xm1Data>
</METS :mdWrap>
</METS: techMD>
</METS : amdSec:>
</METS :mets:

Figure 2.1.9: Metadata record in METS XML
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<foxml:digitalObject xmlns:foxml="info:fedora/fedora—=system:def/ foxmliE™>

<foxmml :ohjectProperties:>

<foxmml:property HAME="http:/ /www. w3 .org/12999/02 /22— rdf—-syntax—-naf#type” WALUE="Fedoracdhject
<foxml:property HAME="info:fedorasfedora-system: def/mode l#state™ VALUE="4"/>
<foxml:property HAME="info:fedorasfedora—-system: def/model#label™ VALUE="""T/>

</foxml:objectProperties>

<foxml:datastream ID="DC" STATE="LA" COHTROL GROUP="X" WERSTOHABLE="trus">
<foxml:datastreamWersion ID="DC.0" MIMETYPE="text/xml"™ LABEL="Defsult Dublin Core Record"™

<forxml :xmlContent>

<oai_deo:de ymlns:oai de="http:/ www.openarchives . org/OLAL/ 2.0 /oai_des ">
<do:title mlns:de="http:/ /purl.org/dec/elements,/1.1/">KA first test title</dc:title:
<do:type smmlns:do="http: /purl.org/dec/elements/1.1/">Text</doc: type>

</oai_dc:do>
</Foxml :xmlContent:>
</Ffoxml:datastreanersion:>
</Ffoxml:datastream-

<foxml:datastream ID="DHMD-17" SETATE="4" COHTROL GROUP="X" VERSTOHABLE="trus">

<foxml:datastreamWersion ID="DMD-1.0" MIMETYPE="tCext/xml'"
<forxml :xmlContent>
<mods :mods xmlns mods="http:/ www. loc.gov/mods, ">
<mods: typedfResource>Text</mods : typedfResource>
~mods:titleInfo ID="T-1" type='"">
<mods:title>EKAL first test title</mods:title>
</mods:titleInfo>
</mods :mods:
</Ffoxml :xmlContent:>
</Ffoxml:datastreanersion:>
</Ffoxml:datastream-

LABEL="Descriptiwve Metadata [(MOII

<foxml:datastream ID="THD-1.1" STATE="A" COHTROL GROUP="X" WERSIOHABLE="tru=">

<foxml:datastreamWersion ID="THMD-1.1.0" MIMETY¥YPE="textC/xml"™

<forxxml :3mlContent:>

<rulib:BRULTechMD xmins:rulib="http://www.scc.rutgers.edus ">
<rulib:preservrationlLevrel>bit level</rulib:preservationLevel:>

</rulib : RULTechMD >

Figure 2.1.10: Metadata record in FOXML

Metadata Entries
Descriptive:

Type Of Resource: Text

Title Info:
Main Title: K& first test title

LABEL="Technical Metadata 17" «

Techmical:

Preservation Level:  hit level

Figure 2.1.11: Metadata record in TEXT

2.1.1) Create Template (Figures 2.1.1.1 to 2.1.1.15)
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There are two different templates available in the OpenMIC -- collection level and personal level. A
collection level template will be applied to all resources within the collection by metadata creators. To
create a collection level template, the user must have “Configure Cataloging Utility” permission. If the
collection level template is set as a default template, it is applied to the metadata record automatically
when Create New Record is selected. If it is not set as a default template, metadata creators can
enable the template at the time they create the 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 the metadata record automatically when Create New Record is selected. If it is not set as a default
template, metadata creators can enable the template at the time they create the metadata record.

Create collection level template:

i. Select Metadata and digital objects from the Digital Object Workflow

Management main screen.

ii.  Select the collection from the Collection List.

iii.  Select Customize system settings for this collection.

iv.  Select Templates.

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

vi.  You may either create a new template or use an existing metadata record as a
new template.

a) To create a new template:

0 Select main for Title Information Type.

O Enter Title for the template.

O Enter metadata.

o Click Save.

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

b) To create a new template using an existing metadata record: (see figure
2.1.1.13)

Select Use Existing Metadata.

Select the metadata record to use as template.

Click Apply to Template.

Click OK.

Select main for Title Information Type.

Enter Title for the template.

Click Save.

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

c) Click Exit to return to the Main Bibliographic Utility screen.

© OO0 O0O0OO0O0O0
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Edit collection level template:

i.  Select Metadata and digital objects from the Digital Object Workflow
Management main screen.
ii.  Select the collection from the Collection List.
iii.  Select Customize system settings for this collection.
iv.  Select Templates.
v. Select a template from the Template List.
vi.  Select Edit.
vii.  Make changes.
viii.  Click Save.
ix.  Click Exit to return to the Main Bibliographic Utility screen.

Delete collection level template:

i. Select Metadata and digital objects from the Digital Object Workflow
Management main screen.
ii. Select the collection from the Collection List.
iii. Select Customize system settings for this collection.
iv. Select Templates.
v. Select a template from the Template List.
vi. Click Delete.
vii.  Click Exit to return to the Main Bibliographic Utility screen.

+ Administration
Manage organizations, collections, and transactions, perform
databaze cleanup, create announcement s .

+  Configuration
Configure metadsta cataloging, digital file handling, mapping, batch import,
and export Wilties according to organization policies.

* Feports
Wiewe ar print statistical reports about your metadata or digital files.

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

Figure 2.1.1.1: Digital Object Workflow Management System main screen
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Welcome to the Open MIC!

W customize systerm settings for this collection | Metadata Cataloging |
| Mapping Utility |
| Reguired Elements |
| Batch lmport |
| Templates |
| Export |

| EdtiChange Collecton |

Figure 2.1.1.2: Main Bibliographic utility screen

TEMPLATE LIST

Bit | view  METS | TENT | Delete |  Edit | Create New Template |
Search: | =l Max display: [50 | =< || Bearch/Top|| == |
System D Ternplate Setiunset
Diefault
. 3095 | Testternplate collection level for bug TEE .
. 36 Weswesfilm termplate .

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 resource record Screen
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View collection level template

i.  Select Metadata and digital objects from the Digital Object Workflow
Management main screen.
ii.  Select the collection from the Collection List.
iii.  Select Customize system settings for this collection.
iv.  Select the Templates.
v.  Select a template from the Template List.
vi.  Click METS or TEXT.
vii.  Click Exit to return to the previous screen.

<METS :mets smlns:METS="http://www. loc.gow/ METS/ " smlns :mods="http://www, loc. gov/mods/ ™ xml
<METS :metsHdr ID="H1" CREATEDATE="Z005-11-21T14:35:46" LASTMODDATE="Z005-11-21T14:35:46"
<METS: dmdSec ID="DMD-1" GROUPID="" ADMID="iMD-1" CREATED=":2008-11-21T14:14:16" STATUS="1

<METS :midifrap MIMETYPE="textc/xml"™ MDTYPE="OTHER"™ LABEL="MODI Metadata
<METS :xmlData>
<mods :mods >

<mods : typelfResource:>MovingInage</mods : typelfResource:
<mods:titleInfo ID="T-1" type="">

<mods:titlexNYU Class template</mods:titles
</mods:titleInfo>
<mods:identifier type="micUCRecordID">1234</mods:identifier:
~mods : language >

<mods : languageTerm authority="local"></mods:languageTerm:-
</mods : language:-
<mods :genre authority="MNIGFG-form">Ainimation</mods:genre:
<mods : subject ID="3EJ-1" authority="aat"></mods:subject:
<mods: targethudience authority="GEM":>Higher education</mods:targethiudience:

</mods :mods>-
</METS :xmlData>
</METS :md¥rap:
</METS : dmdSec:
</METS :mets>

Figure 2.1.1.6: View template in METS XML
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Metadata Entries
Descriptive:

Type Of Resource: IDcovinglmage

Title Info:
Main Tifle: NYT Class terplate

Identifier:
Type: miclJCRecordlD
Identifier: 1234

'i"erm Auwtherity: loecal

Genre:
Genre Authority: MIGFG-form
Genre: Lnimation

Target Audience:
Audience Authority: GELI
Target Audience: Higher education

Close

Figure 2.1.1.7: View template in TEXT

Create personal template:

i. Select Metadata and digital objects from the Digital Object Workflow

Management main screen.

ii.  Select the collection from the Collection List.

iii. Select Metadata Cataloging.

iv.  Select Setup Personal Template.

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

vi.  You may either create a new template or use an existing metadata record as a
new template.

a) To create a new template:

Select main for Title Information Type.

Enter a Title for the template.

Enter metadata.

Click Save.

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

O OO0 O0Oo

b) To create a new template using an existing metadata record: (see figure
2.1.1.13)
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Vii.

Select Use Existing Metadata.

Select the metadata record to use as template.

Click Apply to Template.

Click OK.

Select main for Title Information Type.

Enter a Title for the template.

Click Save.

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

O O0OO0OO0OO0OO0O0Oo

Click Exit to return to the Main Bibliographic Utility screen.

Edit personal template:

Vii.
Viii.
iX.

Select Metadata and digital objects from the Digital Object Workflow
Management main screen.

Select the collection from the Collection List.

Select Metadata Cataloging.

Select Setup Personal Template.

Select the template.

Select Edit.

Make changes.

Click Save.

Click Exit to return to the Main Bibliographic Utility screen.

Delete personal template:

viii.
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Select Metadata and digital objects from the Digital Object Workflow
Management main screen.

Select the collection from the Collection List.

Select Metadata Cataloging.

Select Setup Personal Template.

Select the template.

Click Delete.

Click OK.

Click Exit to return to the Main Bibliographic Utility screen.
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+  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 2.1.1.8: Digital Object Workflow Management System main screen

Welcome to the OpenMIC Bibliographic Utility!

W Customize systemn settings for this collection | Metadata Cataloging |
| Mapping Utily |
| Required Elements ‘ | |
Batch Impart
| Templates ‘ | |
Export

| Exitichange Collection |

Figure 2.1.1.9: Main Bibliographic Utility screen
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WMS Cataloging Utility

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

For help or mare information, please visit the W3 help center or contact the WS administratar

EWT Setup Personal Template Start Cataloging ===

Figure 2.1.1.10: Cataloging Screen

TEMPLATE LIST

Bt | view.  METS | TEAT | Delete | Edit | Create New Templats |

Search: | 7| Max display:lﬁ\ x< || Search Top|| == |
Swstern D Template Setfunsat
Default

Figure 2.1.1.11: Template list screen
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ExiT USEEXISTING METADATA 41BN ENTRIES CLEAR ALL Save

* LUK Collection (KYUK-TY) IMetadata far item 1 ;I
* Template uzed: [ none ]

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

(* indicates required elerment for all metadata types )

’
5
&
o
R

“dewiEdit ource-technical MO relationship I Liser Temp!afe

Type of tem I LI

Title Infarmation

Type
Title

L

Subtitle

Part kame

Part Mumber

Monsart

Figure 2.1.1.12: Template data entry screen

Existing Resource for Collection 6

Eesource Mame Created Date

Hallmarl: hall of fame.
"Winter mind

test for locationPhysicallocation source value

Test of techmical metadata data dictionary

F nitting from lkitting terplate

Test for source disappeanng after required feld display involed
Mfichael [lowes] Mancy

Entwan I Luk Fose

Wama-Tai, of land and sea

=olid sistas documentary

Drays made of fear
Boy of Baghdad
Las Claves de la masacre

45th Star

Cottimons Journey

alialialialialialialialialialialialialinlie] e

Figure 2.1.1.13: Existing metadata record screen

View personal template:
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i. Select Metadata and digital objects from the Digital Object Workflow
Management main screen.
ii. Select the collection from the Collection List.
iii. Select Metadata Cataloging.
iv.  Select Setup Personal Template.
v.  Select Templates.
vi.  Click METS to view in XML or Text to view in plain text.
vii.  Click Exit to return to the previous screen.

<METS:mets mlns:METS="http://wuw. loc.gov/ METS/ " xmlng :mods="http://vww. loc.gov/wods/ " xml
<METS :metsHdr ID="H1" CREATEDATE="Z005-11-Z21T14:35:4:5" LASTMODDATE="2005-11-21T14:38:4¢6"
<METS :dmdSec ID="DMD-1" GROUPID="" ADMID="iMD-1" CREATED=":005-11-21T14:14:16" STATUS="1

<METS :mdW¥rap MIMETYPE="text/xml" MDTYPE="OTHER" LABEL="MODZ Metadata':>
<METS :xmlData>
<mods :mods -
<mods : typedfResource-MovingInage</mods : typedfResource -
<modsg:titleInfo ID="T-1" type="":>
<mods:titlexNYU Class tenmplate</mods:titles
</mods:titleInfox>
<mods:identifier type="micUCRecordID">1234</mods:identifier:
~mods : language >
<mods : languageTerm authority="local"></mods:languageTerm:>-
</mods : language:>
<mods :genre authority="NIGFG-form">Ainimation</mods:genre:
<moids:subject ID="3EJ-1" aunthority="sat"></mods:subject:>
<mods: targethudience authority="GEM":>Higher education</mods:targetiudience:
</mods :mods>
</METS :xmlData>
</METS :mdHr ap
</METS : dmdSec:
</METS :mets>

Figure 2.1.1.14: Personal Template in XML
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Descriptive:

Type Of Resource:

Title Info:

Metadata Entries

Iwlovinglmage

Main Tifle: NYT Class terplate

Identifier:

Type:

rmicTCRecordID

Identifier: 1234

'i"erm Auwtherity: loecal

Genre:

Genre Authority: MIGFG-form
Genre: Animation

Target Audience:

Audience Authority: GELI
Target Audience: Higher education

Close

Figure 2.1.1.15: Personal Template in TEXT

2.1.2) Define Collection Level Required Elements (Figures 2.1.2.1 to 2.1.2.3)

OpenMIC allows users with Cataloging Utility privilege to define collection level required elements.
The elements that are set as required are validated by OpenMIC, and, if any elements are missing
values, they are flagged with “M”.

Vii.

viii.
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Select Metadata and digital objects from the Digital Object Workflow
Management main screen.

Select Collection.

Select Customize system settings for this collection.

Select Required Elements.

Select appropriate metadata type.

Click on the element(s).

Go through each of the metadata types and select required field entry from the
list.

Click Save.

Click Exit to return to the Main Bibliographic Utility screen.
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+  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 2.1.2.1: Digital Object Workflow Management System main screen

Welcome to the Open MIC!

M customize systern settings for this collection | Metadata Cataloging |
| Mapping Utilit |
| Reguired Elernents | | |
Batch Impaort
| Templates | | |
Export

| ExitiChange Collection |

Figure 2.1.2.2: Main Bibliographic Utility screen
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Required Elements

Define required elements for this collection.

[(Select metadata type, then click an element on the left to move it to the required field list on the right.)

[Default]
SOURCE
TECHRMIC AL [Specified]
RIGHT= B Specified Reqguired Field Ertry List —————— |

Abhstract - Type -
Abhstract - Value

Classification - Authority

Classification - Edition

Clazsification - Walue

Corporate/Drganization Mame - Display Form
Corporate/Organization Mame - Mame
Corporateforganization Mame - Role
Corporate/2rganization Mame - Role Term Source
CorporatefOrganization Mame - Role Type
Descriptive Bvert - Assoc Affiliation

Deszcriptive Event - Assoc Detail

Figure 2.1.2.3: Define required elements screen

2.1.3) Create Multiple instances of metadata (Figures 2.1.3.1 to 2.1.3.9)

OpenMIC is delivered with an important functionality that allows users to create multiple instances of
descriptive, source, technical, and rights metadata within a single METS object.

For example, a videotape can be made from a 16mm film which was made from a 35mm film. You may
want to add source and technical metadata for both of these instances.
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Create multiple instances of source and technical metadata for a single METS object:

Diagram 1 shows how multiple instances of source and technical metadata are tied together in

a single METS object.

Diagram 1: Single METS object with multiple descriptive metadata

vii.
viii.

Xi.

Xii.
xiii.

Xiv.
XV.
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Select Metadata and digital objects from the Digital Object Workflow
Management main screen.

Select Collection from the collection list.

Select Metadata Cataloging.

Select Start Cataloging.

Click Create New Record.

Enter descriptive metadata.

Select Source Metadata and enter metadata.

Select Add new source metadata and add source metadata for the
second instance.

Select Technical Metadata and enter metadata.

Select Add new technical metadata.

Select Source MID #2 in the window and enter technical metadata for the
second instance.

Select Rights MID and enter rights metadata.

Select View-Edit source-technical MD relationship to verify if the
relationship is accurate.

Click Save.

Click Exit to return to the Main Bibliographic Utility screen.
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Edit multiple instances of source and technical metadata

viii.

Xi.
Xii.
Xiii.

Select Metadata and digital objecst from the Digital Object Workflow
Management main screen.

Select Collection from the collection list.

Select Metadata Cataloging.

Select Start Cataloging.

Select Record and click Edit.

Select metadata type to edit.

Change metadata.

You may also edit the source-technical metadata relationship. Select
View/Edit source-technical MD Relationship.

Select Edit.

Select Technical metadata set and select the correct source metadata
set.

Click Submit.

Click Save.

Click Exit to return to the Main Bibliographic Utility screen.

Delete multiple instances of source and technical metadata

vii.
viii.

Select Metadata and digital objects from the Digital Object Workflow
Management main screen.

Select Collection from the collection list.

Select Metadata Cataloging.

Select Start Cataloging.

Select Record and click Edit.

Select Source MDD or Technical MD.

Select the instance you want to remove.

Click Remove.

Click Save.

Click Exit to return to the Main Bibliographic Utility screen.

View multiple instances of source and technical metadata

vii.
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Select Digital Object Workflow Management System from the OpenMIC

initial screen.

Select Metadata and digital objects.

Select Collection from the Organization List.
Select Metadata Cataloging.

Select Start Cataloging.

Select the record. Select METS, FOXML or TEXT.
Click Exit to return to the Start Cataloging Screen.
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Create multiple instances of descriptive metadata for a single METS object

If you are cataloging a work containing multiple items that each item has its own metadata.
For example: A photo album containing 10 photographs.

You may want to describe the photo album as item 1 and then the individual photographs as
second and so on.

Diagram 2 shows how multiple instances of descriptive, source and technical metadata tied
together as a single METS object.

Ex. Photo Album Ex. Photo 1 in album

ovameror s ‘
e —
| sowewds | ot

Diagram 2: Single METS object with multiple descriptive metadata

i. Select Metadata and digital objects from the Digital Object Workflow
Management main screen.
ii. Select Collection from the collection list.
iii. Select Metadata Cataloging.
iv. Select Start Cataloging.
V. Click Create New Record.
vi. Enter descriptive metadata.
vii. Select Source MD and enter metadata.
viii.  Select Technical MD and enter metadata.
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xi.
Xii.
xiii.
Xiv.
XV.
XVi.

Select Rights MID and enter metadata.

Select Add metadata for another item of this work from the drop down
menu under “Metadata for item 1”.

Enter descriptive metadata.

Select Source MID and enter metadata.

Select Technical MD and enter metadata.

Select Rights MID and enter metadata.

Click Save.

Click Exit to return to the Main Bibliographic Utility screen.

Edit multiple instances of descriptive metadata

Xiv.

XV.
xvi.
Xvii.
XViii.
XiX.
XX.
xxi.
XXii.

Select Metadata and digital objects from the Digital Object Workflow
Management main screen.

Select Collection from the collection list.

Select Metadata Cataloging.

Select Start Cataloging.

Select Record and click Edit.

Select metadata item to edit.

Change metadata.

Click Save.

Click Exit to return to the Main Bibliographic Utility screen.

Delete multiple instances of descriptive metadata

Xi.

Xii.
xiii.
Xiv.
XV.
XVi.

Xvii.
xviii.

Select Metadata and digital objects from the Digital Object Workflow
Management main screen.

Select Collection from the collection list.

Select Metadata Cataloging.

Select Start Cataloging.

Select Record and click Edit.

Select metadata item to delete.

Click Remove.

Click Exit to return to the Main Bibliographic Utility screen.

OpenMIC User Manual



+  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 2.1.3.1: Digital Object Workflow Management System main screen

Welcome to the Open MIC!

W customize systermn settings for this collection | Metadata Cataloging |
| Mapping Uity |
‘ Required Elerments | | |
Batch Impart
‘ Templates | | — |
¥po

| Exit/Change Callection |

Figure 2.1.3.2: Main Bibliographic Utility screen
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RECORD LIST

Bt | wview meETs | FoxuL | TEXT | Delete |  Edit | Creats NewRecord |
Search: | =l Max display: [50 [ == |[Search/Tap|[ == |
System 1D Record Status
(9 23 1 aversized card with a photograph of students on back Ok
i 24 2 posters with photographs and newspaper clippings O
9 25 2 posters with signatures and messages (0’8
8 25 "1 cloth banner, 1 photodraph, 1 letter” 0]
g 7 2 posters with messages and signatures 0k
i 28 "3 notes an construction paper, 1 poster” 0k

Figure 2.1.3.5: Metadata record list

* Ananthan Test Collection 1 (Ananthan Universty) I Metadsta for item 1 j
* Template uzed: [ nane ]

Descriptive MD Source MD Technical MD ‘ Rights MD ‘ Dizplay option: ANl Elements

® Source metadata 1
' Add new source metadata

=T

0
R

‘e Bdit source-tachnical MO relationship I

Source Technical Information

Source Type ﬂ
Local Bib 1D
e | ]
Walle I
Remaowe | Add Mare

Figure 2.1.3.4: Source Metadata entry screen
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* Ananthan Test Collection 1 (Ananthan University)
* Template uzed: [ none |

Metadata for item 1 |

Descriptive MD Source MD

& Technical metadata 1
T Add new technical metadata

“emEdit zource-technical MO relationship I

Technical MD

Rights MD

Display option: All Elements

Prezervation Level I

Storage

Medium I

Contert Location Type I

Ll L

Content Location

* Template used: [ none ]

Remuowe | Add Mare
Figure 2.1.3.5: Technical Metadata entry screen
* Ananthan Test Collection 1 (&nanthan University) I Metacdata for tem 1 LI
You are trying to add a new set of technical metadata to describe ‘ Rights MD Display option: All Elements
additional digital file format of this tem.  YWhich source material was this
file format derived from?
|
Saource MD #1
Source kD #2
Source metadata are not available vet
Preservation Lewvel I LI
Storage
Medium I ;I
Content Location Type I LI
Content Location
Remowe I Add Maore I
Creating Application
[

Figure 2.1.3.6: Adding new technical metadata
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Figure 2.1.3.7: View/Edit source and technical MD relationship screen

Descriptive MD

e/ Bdit sounze-technical D relationship I

Source MD

C Source metadata 1

#  Source metadata 2 _remc

©  Add mew source metadata

Source Type
Analog Digital Flag

Tirme Code

To create or change a relationship entry, select a technical metacsta set
on the left, then select its source metadsta set onthe right.  Submit the
ertry.

ltem 1:

Technical metadata set

Source metadata set

Cancel I Submit I

Code Type I

Extent

Type I

LT I

| Metacsta for item 1 i~
or iterm 1
Add metadata for ancther tem of this work

Descriptive MD

Source MD

Technical MD |

Rights MDD Dizplay option: All Elements

*

‘Aews/Edit source-technical MO relationship |

Type of kem

Title Information

Type
Title

Subtitle
Fart hMame
Fart Mumber

Mon=art

Remowe I Add More I

ldentifier

Type

“walie

Figure 2.1.3.8: Multiple descriptive metadata screen
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<METS:metsHdr ID="H1" CREATEDATE="2005-11-26T10:22:57" LASTMODDATE="20053-11-26T10:22:57" RECORDSTATUS=".
<METS:dmdSec ID="DMND-1" GROUPID="" ADMID="AMD-1" CREATED="Z005-11-26T10:2Z:54" STATUS="L":
<METS :md¥rap MIMETYPE="text/xml" MDTYPE="OTHER" LABEL="MOD3 Metadata":>
<METS:xmlDatax>
<mods :mods>
<mods: type0fResourcer3till Imagye</mods:type0fResource>
<mods:titleInfo ID="T-1" type="">
<mods:title>Multiple Instance test</mods:titlex
</mods:titleInfo>
</mods :mods >
</METS :xmlData>
</METS :md¥rap >
</METS :dmdSec>
<METS:amdSec ID="ALMD-1">
<METS:sourceMD ID="3MD-1.1" GROUPID="" ADMID="TMD-1.1" CREATED="2005-11-26T10:22:54" STATUS="4i">
<METS :muI¥frap:=
<METS:xmlData>
<rulib :RULSourceMD:>
<rulib:sourcelTechnical>
<rulib:sourceType>Film</rulib:sourceType>
</rulib:sourceTechnical>
</rulib:RULSourceMD:>
</METS :xmlData>
</METS :mdWrap>
</METS : sourceMD>
<METS:sourceMD ID="3SMD-1.2" GROUPID="" ADMID="TMD-1.2" CREATED="2005-11-26T10:22:54" STATUS="i">
<METS :mdWrap>
<METS :xmlDatax
<rulib:RULSourceMD>
<rulib:sourceTechnical>
<rulib:sourceType>Film</rulib:sourcelype>
</rulib:sourceTechnical>
</rulib :RULSourceMD>
</METS:xmlData>
</METS :mdfrap>
</METS:sourceMD>
<METS:techMD ID="TMD-1.1" GROUPID="" ADMID="3MD-1.1" CREATED="2005-11-26T10:22:54" STATUS="i":
<METS :muI¥frap:=
<METS:xmlData>
<rulib :RULTechMD:
<rulib:preservationLevel>bit level</rulib:preservationLevel>
</rulib :RULTechMD >
</METS :xmlData>
</METS :md¥rap >
</METS:techMD>
<METS:techMD ID="THMD-1.2" GROUPID="" ADMID="3MD-1.zZ" CREATED="Z00S5-11-Z6T10:22:54" STATUS="i">
<METS :mdWrap>
<METS:xmlDatax

Figure 2.1.3.9: Multiple source and technical metadata in METS XML

Figure 2.1.3.10: Multiple descriptive metadata in METS XML

Page 57 of 82 OpenMIC User Manual



2.2) Batch load existing metadata (Figures 2.2.1 to 2.2.13)

Metadata from existing database(s) can be batch loaded into OpenMIC. The OpenMIC has built-in
MARCXML and MODS XML mapping tools (developed by Library of Congress) which automatically map
metadata into the OpenMIC database. If metadata is in any other format, you will need to map your
data elements to OpenMIC database using the Mapping Utility using the “in-house” option. Follow the
instructions below to batch load metadata from existing database(s).

A: Map data elements

i. Select Metadata and digital objects from the Digital Object Workflow Management main
screen.
ii. Select Mapping Utility.
iii. Select MIC internal MD (METS) to map your metadata elements.
iv. Select Create or Revise Mapping.
v. You may either create a new mapping or edit an existing mapping.
vi. To create a new mapping:

O Enter a map name.

0 Select a schema of your records.

0 If you have selected MARC (xml) or MODS (xml), mapping is automatically provided by
OpenMIC. The Library of Congress has marc/mods to xml conversion tools that you can
download to create marc xml file.

= C(Click Save.
= Proceed to step viii.

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

a) Provide field list.

= Enter the name of the elements in the same order as it appears in the in-
house database.

= |f 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
field list.

= Enter the field delimiter used in metadata text file.

= Click Update Fields.

b) Map metadata fields.
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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 delete mapping of an element,
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.

vii. Click Exit to return to the MIC Mapping Utility main screen.
viii. Upload sample records. Before starting the batch import, it is recommended to view mapping
of sample records.

0 Click Upload Sample Records from the MIC Mapping Utility main screen.

0 Select the sample file from the pull down list.

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

0 Click Submit.

ix. Select Check Map from the Mapping Screen.

0 Select Mapping for review.

0 Sample records will be displayed on the screen.

0 Select a record and click on TEXT or XML (METS).

O Review uploaded records. If you are satisfied with the mapping results, proceed to

batch import.

X. Click Exit to return to the Main Bibliographic Utility screen.
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+  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 2.2.1: Digital Object Workflow Management System main screen

I Metadata Cataloging

iapping Liility

Batch Impart

Export

Exit! Change Collection

Figure 2.2.2: Main Bibliographic Utility screen
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WMS Mapping Utility

The rmapping utility walks you through a two-step process to map your record format to the METS

metadata standard used in YWhS.

Mapping Procedure:

1. Use atemplate to indicate how the fields inyour local
database or spreadsheet translate (map) to WS data
fields.

2. Upload up to 25 sample recards,

3. Checkthe map. Review how your sample recards display
in'WhS according to the template.

Map to:
& \WMS internal MD (METE)

Create or Revise Mapping

|
Upload Sample Records |
|
|

You can go back and revise the ternplate until the records display Check Map
to wour satisfaction. Your saved template will then be reviewsd et
and approved by the WS administratar,
Figure 2.23: MIC Mapping Utility main screen
Mapping To Open MIC

Please follow steps below to map your records to Open MIC.

Select an existing mapping to edit; | ---------- Select a mapping ---------- j

OR, if creating & new mapping, I

enter a mapping name {0):

Schema of your records: | |
‘ Cancel H Save

Figure 2.2.4: Mapping screen
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Flease follow steps below to map your records to MIC Union Catalog.

Enter a name () for the mapping: |new
OR
Select an existing mapping to edit: I ffffffffff Select a mapping ————————— =1
Schema ofyour records: [ In-house ctesxt) ~1

Step 1. Provide field list

Flease enter the field narmes in exact order of the fields in yvour metadata T file
(even ifthe field has no values):

arder Field Marme Edit Tool

1 == | M

== |

== |

== |

<< |

== |

== |

== |

X X[ X | X | X X X|X

== |

g|@ @~ |@|D[&|W]|N

-

<< |

x

Edit Tool: == |nsert before this field. X Remove this field. more fields

Figure 2.2.5: In-house mapping screen 1

Step 2. Map Metadata Fi 5
To do the mapping, select an In-house DB element {eft), then a matching element in our system
fright). Repeatthe step until done:

In-house DB Elerment Target Elerment | De=criptive metadata v|
Takle of Contents -

Types of Resourcs
Elemenrnt

rIC Portal ID

hain Title

SubTitle

Main Title - Type

bdain Title - Part Mame
hain Ttitle - Part Mumber
hdain Title - RMonsort
Idertifier - Type

Icde
Identifier - Display Lakbel
Idertifier - Inwalic
Language - Term source
Languaige

Languade - Term Type
Language - Okbject Part
Zenre Source

LI Genre LI

MAPFPING RESULT

{(Zlick radio button to rermove fram the listh

In-house DB Element =R Target Element
Separatar

o |title | Main Title

[ denre source | Genre Source

Figure 2.2.6: In-house mapping screen 2
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Upload Sample Records

CatFilelD:
Crganization:  Rutgers University
Metadata Schema:

Record Format:

The sample file is for this mapping: | R

Upload Sample File;

Find the sample file on your local computer by using Browse hutton, OR enter the full file

path {e.g., Cimyrecardisample td):

I Browse.. |

Exit

Subrmit

Figure 2.2.7: Upload sample records 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 2.2.8: Review sample records screen
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B: Batch Import (Figures 2.2.9 to 2.2.13)

Vii.
viii.

Xi.
Xii.
Xiii.
Xiv.
XV.
XVi.
XVii.
Xviii.

XiX.

Select Metadata and digital objects from the Digital Object Workflow Management main
screen.

Select Collection from the collection list.

Select Batch Import from the Main Bibliographic Utility screen.

Select Metadata Schema.

Select Record Format (XML for MARC and MODS; TXT (tab-delimited) for in-house (text)).
Select Mapping Name.

Select “Yes” if the file has already been uploaded, otherwise, select “No”.

If you have selected “Yes”, select Show Step2.

Select an uploaded file to import from the pull down and click Import.

If you have selected “No”, you will be prompted to select the location of the file.

Select “Local Computer” if the file is on the PC; otherwise, select “Server”.

Click Show Step 2.

If you have selected “Local Computer”, browse and select the file.

Click Upload/Import.

If you have selected “Server”, enter the absolute path of the file.

Click Upload/Import.

Click Refresh check the status of the import.

Once the import is completed, you will be able to review the records in the metadata record
list. Exit from the import screen and select Metadata Cataloging. If there are any errors, review
the records failed, and reload them.

Click EXIT to return to previous screen.

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

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

RE[:IDHZS
Wiewy oF print statistical reports about vour metadata or digital files.

‘Metadata and digital objects

Cregte or edit cataloging records, creste aor upload digital objects,
map =chemas, import, export, etc.
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Figure 2.2.9: Digital Object Workflow Management System main screen

I Metadata Cataloging

Mapping Liility

Batch Impaort

Export

Exitf Change Collection

Figure 2.2.10: Main Bibliographic Utility screen
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Metadata Import

Step 1. Provide metadata and file information

Metadata Schema:

I In-hiouse (text) vl

| THT ctab-celimitec)
Selecta mapping: |

Files already uploaded to the server?

Fecord Farmat:

[ L«

0 vas 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 Recaord Finished Errar
] u]

Clear I Fefresh |
EXIT

Figure 2.2.11: Metadata Import screen 1

Metadata Timport

Step 1. Provide metadata and file information

Metadata Schema:

I In-house (text) VI

Record Format: | THT (tab-delimited) =]
Selecta mapping: | Mapping test =1
Files already uploaded to the server? ' vas o
Step 2. Import uploaded file(s) to the database
Select an uploaded file to impoaort;. | =1 Delete I
Import I
Import Status
Total Record Finished Errar
u] u]

Clear I Fefresh I
EXIT

Figure 2.2.12: Metadata Import screen 2
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Metadata Import

Step 1. Provide metadata and file information

metadata Schema: Iln-huuse [text) "I

Record Format: | THT (tab-celimited] =1

Selecta mapping: | Mapping test =
Files already uploaded to the server? 7wz ™ g

Upload file]s) fram: e Lacal computer % Caper

Step 2. Upload metadata file and import to the system

File or directory path: Browse 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 contsins the files that need to be imported.

Upload 5 lmport |

Figure 2.2.13: Metadata Import screen 3

Step 3: Export (Optional) (Figures 3.1 to 3.3)

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

1)

2)

Organizations 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.

Organizations 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: Organizations 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 OpenMIC is ready for download.
Visit http://rucore.libraries.rutgers.edu/open/ forOpenMIC project details.

Follow the instructions below to export records:

Select Metadata and digital objects from the Digital Object Workflow Management main
screen.

Select Collection from the collection list.

Select Export from the Main Cataloging Screen.

Select Export Format (METS).

Select Export Destination (File).
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vi.  Click one record per file for file option.

vii.  Select File Name Prefix.
viii.  Specify record(s) to export. There are three options available.
0 “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.
ix.  Click Export.
X.  Click Refresh to monitor the progress of export.
xi.  Click EXIT to return to previous screen.

+  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 3.1: Digital Object Workflow Management System main screen
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I Metadata Cataloging

apping Liility

Batch Impart

Export

Exit! Change Collection

Figure 3.2: Main Bibliographic Utility screen

MMetadata Export

Orgamnization: Ananthan University
Collection: Ananthan Collection 2
Export format: | mET= =1
Export destination: [File ;l
File export options [ Metadata record distribution ]

' one record per file

7 Al records in ane file
[File name prefix]

' provided by system

7 provided by user |

[System IO for sach record will be appended to the snd
of each =ingle record file name No matter wwhich file
name prefix option you select)

Specify record(s}) to export: | i |

Export Status

| | Destination Fath | Total |Finished| Error |
pelete || Refresh |
EXIT |l Export |

Figure 3.3: Metadata export screen
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Section E: Other Administrative Functions

The OpenMIC is delivered with a controlled vocabularies module and a database cleanup module that
are available to users with Super User privilege or the user accounts with cataloging utility privilege.

5.1) Controlled Vocabularies (Figures 5.1.1 to 5.1.9)

Using the Controlled Vocabulary module, you may:

1) Add a new term source authority to an element; or

2) Add terms to an authority; or

3) Add locally defined terms; or

4) Add terms to a controlled vocabulary list with no associated term source authority.

Add Controlled Vocabularies

Vii.
viii.

iX.

Page 70 of 82

Select Digital Object Workflow Management System from the OpenMIC Initial

Screen.

Select Metadata and digital objects from the Digital Object Workflow
Management main screen.

Select collection from the collection list.

Select Metadata Cataloging.

Select Start Cataloging.

Click Create New Record.

Select Metadata section.

To add a new term source authority to an element:

0}
0}
0}
0}

0}

Locate the element name on the metadata input form.

Select ADD/EDIT TERMS radio button under Term Source.

Enter the name of the term source authority. Note that terms will be
displayed in the same order it was entered.

Click Submit. The name you entered will appear as a radio button under
Term Source.

Click Exit to return to the Metadata record list screen.

Add terms to an authority:

Locate the element name on the metadata input form.

Select the Term Source.

Select ADD/EDIT TERMS from the pull down next to the element name to
which you want to add terms.

Enter the values in the box. Separate each term with semicolon. The terms
will be displayed in the same order as they were entered.

Click Submit.
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X.

Xi.

0}

Click Exit to return to the Metadata record list screen.

Add locally defined terms :

0}
0}
0}

0}

o
o

Locate the element name on the metadata input form.

Select Local for Term Source.

Select ADD/EDIT TERMS from the pull down next to the element name you
want to add terms.

Enter the values in the box. Separate each term with semicolon. The terms
will be displayed in the same order as they were entered.

Click Submit.

Click Exit to return to the Metadata record list screen.

Add terms to a controlled vocabulary with no associated authority:

0}
0}

(0]

o
o

Locate the element name on the metadata input form.

Select add/edit/delete terms from the pull down next to the element name
you want to add terms.

Enter the values in the box. Separate each term with semicolon. The terms
will be displayed in the same order as they were entered.

Click Submit.

Click Exit to return to the Metadata record list screen.

Edit Controlled Vocabularies

Vii.
viii.
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Select Digital Object Workflow Management System from the OpenMIC Initial

Screen.

Select Metadata and digital objects from the Digital Object Workflow
Management main screen.

Select collection from the collection list.

Select Metadata Cataloging.

Select Start Cataloging.

Click Create New Record.

Select Metadata section.

To edit a term source authority to an element:

o
o
o

Locate the element name on the metadata input form.

Select ADD/EDIT TERMS radio button under Term Source.

Change the name of the term source authority. Note that terms will be
displayed in the same order it was entered.

Click Submit. The name you entered will appear as a radio button under
Term Source.

Click Exit to return to the Metadata record list screen.
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iX. Edit terms in a term source authority:

0 Locate the element name on the metadata input form.

O Select the Term Source.

O Select ADD/EDIT TERMS from the pull down next to the element name to
which you want to change terms.

0 Change the terms in the box. Separate each term with semicolon. The
terms will be displayed in the same order as they were entered.

0 Click Submit.

0 Click Exit to return to the Metadata record list screen.

X. Edit locally defined terms :

0 Locate the element name on the metadata input form.

0 Select Local for Term Source.

O Select ADD/EDIT TERMS from the pull down next to the element name to
which you want to change terms.

0 Change the terms in the box. Separate each term with semicolon. The
terms will be displayed in the same order as they were entered.

0 Click Submit.

0 Click Exit to return to the Metadata record list screen.

Xi. Edit terms in a controlled vocabulary list with no associated authority:

0 Locate the element name on the metadata input form.

O Select add/edit/delete terms from the pull down next to the element name
to which you want to change terms.

0 Change the terms in the box. Separate each term with semicolon. The
terms will be displayed in the same order as they were entered.

0 Click Submit.

0 Click Exit to return to the Metadata record list screen.

Delete Controlled Vocabularies

i. Select Digital Object Workflow Management System from the OpenMIC Initial Screen.
ii. Select Metadata and digital objects from the Digital Object Workflow Management
main screen.
iii. Select collection from the collection list.
iv. Select Metadata Cataloging.
v. Select Start Cataloging.
vi. Click Create New Record.
vii. Select Metadata section.
viii. Delete a term source authority from an element:
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0}

Locate the element name on the metadata input form.

Select ADD/EDIT TERMS radio button under Term Source.

Delete the name of the term source authority. Note that terms will be
displayed in the same order it was entered.

Click Submit. The name you entered will appear as a radio button under
Term Source.

Click Exit to return to the Metadata record list screen.

ix. Delete terms from an authority:
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Locate the element name on the metadata input form.

Select the Term Source.

Select ADD/EDIT TERMS from the pull down next to the element name to
which you want to delete terms.

Enter the values in the box. Separate each term with semicolon. The terms
will be displayed in the same order as they were entered.

Click Submit.

Click Exit to return to the Metadata record list screen.

iX. Add locally defined terms :

Locate the element name on the metadata input form.

Select Local for Term Source.

Select ADD/EDIT TERMS from the pull down next to the element name to
which you want to delete terms.

Enter the values in the box. Separate each term with semicolon. The terms
will be displayed in the same order as they were entered.

Click Submit.

Click Exit to return to the Metadata record list screen.

X.  Add terms to a controlled vocabulary with no associated authority:

Locate the element name on the metadata input form.

Select add/edit/delete terms from the pull down next to the element name
to which you want to delete terms.

Enter the values in the box. Separate each term with semicolon. The terms
will be displayed in the same order as they were entered.

Click Submit.

Click Exit to return to the Metadata record list screen.

OpenMIC User Manual



+  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 5.1.1: Administration screen

r Metadata Cataloging

Mapping Litility

Batch Impaort

Export

Exit/ Change Collection

Figure 5.1.2: Main Bibliographic Utility screen
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RECORD LIST

Bit | wview METS | FoxuL | TEXT | Delete |  Edit | Create NewRecord |
Search: | =l Max display: Fju_| << |[gearchiTop|| »= |
System 1D Recard Status
[ 23 1 oversized card with a phatograph of students an back ok
'8 24 2 posters with photographs and newspaper clippings (0]
8 25 2 posters with signatures and messages (s[4
e 26 "1 cloth banner, 1 photogragph, 1 letter” (0]'8
8 27 2 posters with messages and signatures ok
- 25 "13 notes on construction paper, 1 poster” QK

Figure 5.1.3: Metadata record list

ExiT USEEXISTING METADATA ' IEm ENTRIES CLEAR ALL Save

* UK Collection (R UR-TW I Metadata for tem 1 ;I
* Template used: [ none |

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

{*indicates required element far all metadata types )

.i.-
5
.1_.
o]
R

“Aew/Edit source-technical MO relationship I {lser Tem,o.fafe

Type of ftem I ;I

Title Infarmation

Type
Title

Kl

Subtitle

Part Matne

Part Mumber

Monsort

Figure 5.1.4: Metadata entry screen

Page 75 of 82 OpenMIC User Manual



Language

Termsouwrce {7 oopsg oy

" te3068
r' Local (Erter free text for [languageTerm ])
(" ADDIEDIT TERMS

Language Term j
Term Type j
Object Part -]

Remuove | Add Mare

Figure 5.1.5: Add term source authority screen 1

Language

Term =ource 7 20639-2h

' pfo306E
L Local (Enter free text for [languageTerm 1)

T r 1

Languag
Terr Term source
Chiel U=e the box below to add, edit, or delete the terms, make sure wou
separate each term with ', Mote that order matters. The terms will be
dizplayed in the same order as you enter them. _IrlE

isof39-2h;
e 306E;

Term 3

Cancel I Submit I

' RADFG

Figure 5.1.6: Add term source authority screen 2
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Language

Termsowrce (" joopag oy

* tic3088
. Local (Enter free text for [languageTerm ])

(" ADDVEDIT TERMS
Language Term E ﬂ

Term Type
Ohject Part

awitch to free text box

Remaove | Add Mare

Figure 5.1.7: Add term to a term source authority screen 1.

Language
Term source [ i=0639-2h
& {3066
L Local (Enter free text for [languageTerm 11
' ADDVEDIT TERMS
Language Term E LI
Tt
. Language Term
Chje
Use the bhox below to add, edit, or delete the terms, make sure you = I
separate each term with ')'. MNote that order matters. The terms weill be

dizplayed in the zame order as you ernter them.

Term 4

Cancel I Submit I

Figure 5.1.8: Add term to a term source authority screen 2.
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Eutent

Exert |
L [

Remowe | Add More I

digital filel=)
hiaur(s)

Internet Media Type | IM&Ges) j

minutes)
page(s)
piece(s)
second(=)
zheet(z)
aother

-- gwitch to free text hox -- Add Mare |

--- addieditidelete terms ---

Plote

Figure 5.1.9: Add term to an element with no associated term source authority screen.

5.2) Database Cleanup (Figures 5.2.1 to 5.2.6)

This module allows users to bulk delete metadata records. You may delete one of all
records from the selected collection using this module.

Vii.
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Select Digital Object Workflow Management System from the OpenMIC initial
screen.

Select Administration.

Select Database Cleanup.

Select Select or Change Collection here.

Select Collection.

Select the record(s) to delete. If you want to delete all the records in this
collection, choose Select All.

Click Delete.
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Yo have logged i as the systerm super user. You can either review and edit user's
authorizationauthentication information or go to dwtns and start working there.

Manage User Account

Digital ObjectWorkflow Management System

Cancel |

Figure 5.2.1: OpenMIC initial screen

+ Administration
Manage organizations, collections, and transactions, perform
databa=se cleanup, creaste announcements=.

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

L Reports
Wiewy or print statistical reports about wour metadata or digital files.

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

Figure 5.2.2: Digital Object Workflow Management System main screen
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Administration

Crganization Management

Collection Management

Transzaction Management

|
|
Database Cleanup |
|
|

Announcements

| EXIT |

Figure 5.2.3: Administration screen

DATABASE CLEANUP

Flease select or change collection here to display resources far cleanup.

Bit | view,  METS | TENT | Delete |

Search: | =l Max display: [0 [ <= |[SearchiTop|[ = |
System 1D Record Status

Click the link above to select a collection first!

Select All |

Figure 5.2.4: Database cleanup screen
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DATABASE CLEANUP

Please select or change collection here to display resources for cleanup.

Exit Yiew:  METS TEXT Delete
_ e | _weTs | _Deete |

¥ Collection list - Mozilla Firefox
http:/ leftvad. sco-net. rukgers. eduopenmic test fopenmicportals{common/CisplayPopup. php?task=listOrgCallisubtask=Cleanup ﬁ_,:r‘

Search: v —
= | kLl

e

’7 F Organization - Collection List
SelectAl_|

- [ Rutgers University |

' Grage Lgnew Collection oy
' avanthan collection (o

- [ Test Orgarization |

' Test collestion (om

Close |

Figure 5.2.5: Organization List Screen

DATABASE CLEANUP

Please select or change collection here to display resources for cleanup.

Bit | view  METS | TEXT | Delete_|

Search: | =l Max display: [50 [ == |[SearchiTop|[ == |
System (D Record Status
r 2 KA first test title 0K

Select Al |

Figure 5.2.6: Database cleanup screen
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5.3) Transaction Management (Not implemented in this release)

5.4) Announcements (Not implemented in this release)
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