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Software Installation
The Software programmes documented in this manual are:
CreateTabDelimited
Creates the tab-delimited files containing the metadata which describes your
scanned images, attaches any necessary PDF files, and uploads the images and
files to CONTENTdm.
RenameFiles
Renames the scanned image files to a descriptive table of contents.
1. Obtain copies of the two software packages, as well as any updates from the DAI
Manager.
2. Extract CreateTabDelimited.zip into a temporary directory
3. Run Setup.exe and install the program in the default directory specified.
4. If you were provided with a CreateTabDelimitedUpdate file
a. Extract the CreateTabDelimitedUpdate file into a temporary directory
b. Replace the CreateTabDelimited.exe file in the CreateTabDelimited directory with
the updated file.
5. Create a directory for the RenameFiles program.
6. Extract RenameFiles.zip into this directory. There is no setup program to run.
7. Create shortcuts on your desktop for these two programmes.

CONTENTdm Output
Memorial University requires that scanned items loaded into CONTENTdm have a Subject
and Description in order to develop a workable Table of Contents for a Collection and also to
describe the individual items in a collection. The following procedures outline how to add the
appropriate descriptions to the scanned files in order to streamline the process for uploading
into CONTENTdm.
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Collection Description Page
Information on this page describes each Item (whether book, journal issue, map etc) that is in
the Collection.

Item Description Page
Information on this page describes each individually scanned page contained in the item. Each
page at this level should contain the same information, but it can be more or less detailed than
the information on the Collection Description Page.

The information that is on these pages is compiled from the metadata that you attach to your
scanned images, according to the following instructions. Before you establish a metadata
Last Update: 12 March 2008 / pm
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template (.ini file), you should ensure that the Metadata Librarian has checked the metadata to
verify that it meets metadata standards.

Processing Your Scanned Files
Step 1: RENAME FILES
When you scan your items, the VueScan software names the pages sequentially with no
descriptive information. (Other scanning software may name the scanned images differently.)
As seen in the CONTENTdm image above, it is preferable for the Table of Contents of an
item to contain more descriptive information than scan1, scan2, etc. It is therefore necessary
to rename the scanned images.
Typically you will name a document in the following general way:
Front Cover
Inside Front Cover
Page 1
Page 2
Page 3 etc
Inside Back Cover
Back Cover
Creating the Folder Structure
1. In the directory where your scanned files are located, you will need to separate the JPG
and TIF files, and name the JPG directory appropriately.
a. Open My Computer
b. Go to the directory where your scanned images are located
c. Click File, New, Folder and create a new folder. The new folder should be
named in accordance with the title of the item in CONTENTdm, exactly as you
want it to display in CONTENTdm.
For example:
· Among the Deep Sea Fishers, Volume 12, Issue 1 (April 1914)
· The Newfoundland Quarterly, Volume 02 (1902-03)
· Opening of the new campus of Memorial University of Newfoundland
· Fluorspar : A guide to the mineral, veins and occurrences of the
Southern Burin Peninsula, Newfoundland
d. Ensure your files are sorted by format (View/Arrange Icons by/Type)
e. Highlight the last JPG file in your directory of scanned images.
f. Hold the Shift-Key and highlight the first JPG file in your directory.
g. Right-Click and choose Copy
h. Double-click on your new directory to enter it.
i. Right-Click and choose Paste to copy the JPG files from one directory to the
other.
Last Update: 12 March 2008 / pm
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j. For the rest of these procedures, you will work with this new directory
(referred to hereafter as “The Collection Directory”),.
Renaming the Scanned Images
2. Open the programme Rename Files.
3. In the Directory Structure box, open the Collection Directory containing the JPGs of the
item you are working on (Arrow A). The scanned jpg images in the directory will appear
in the box below (Arrow B).
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4. The scanned pages must all be renamed as 001_Page1.jpg or 002_Cover.jpg and so on.
The three-digit number before the underscore (_) is used by CONTENTdm for placing
the pages in correct order in the system. The name between the underscore (_) and the file
extension (.jpg) is the description that appears in the Table of Contents in CONTENTdm
(Arrow below). You may freely change this to read whatever you would like, as per the
introduction above.

5. Click the 001_Page1.jpg etc menu option from the top menu. This will rename all the files
into the proper format for use by CONTENTdm, thus jads0001.jpg will be converted to
001_Page1.jpg, and for forth.

Last Update: 12 March 2008 / pm

DAI Software Documentation ; p. 7

6. Check the box indicating View Graphic (Arrow A) to see the image, so that you can verify
that the image conforms to the page you are describing.
7. Highlight the first page name, 001_Page1.jpg, so that this page image is loaded. Note that
you should follow down the pages in order. Otherwise some of the commands described
below could cause more problems than they help.
8. If the image is too big to see on screen, click the Fit Image option in the top menu (Arrow
B).
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9. Click F2 to rename the page with a description. A pop-up box will appear, divided into
three sections. In the typing box (Arrow A), the system will automatically highlight the
part of the name that you may want to rename. Below this is a list of commonly used page
names (Arrow B). And to the right is a longer listing of potential names, from a database
of previously used names (Arrow C)
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10. You have three options for renaming the file:
a. In the box below there are six commonly used page names to choose from.
Click one and it will automatically rename this page and jump to the next page.
b. Simply start typing and the cursor will automatically enter the text in the
typing box (Arrow A) and jump in the potential names database box to any
matching names from which you can choose (Arrow B). Note that
Capitalization makes a difference! Use the arrow keys to move the black
arrow button to the selection that you want – DO NOT click the choice you
want and DO NOT highlight it – You are moving the small black arrow only!
Press CTRL-ENTER to select a name from the database and insert it into the
typing box. Press ENTER to load the choice, rename the page and jump to the
next page.

c. Simply continue typing to enter your own choice of name for the page. Press
ENTER to load the name you have typed, which will then rename the page and
jump to the next page.
11. Press F2 again to pop up the Rename box and continue again at Step 7 until all pages
are renamed appropriately.
12. When finished, exit the program and proceed to tag the files as directed in Step 2.
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Renumbering an entire sequence of pages
You may want to renumber the entire sequence of pages from a particular point onwards,
for example, the first few pages of a document may not be numbered and you may enter a
description for the pages and then start several pages in with page 1. To do this:
a. Highlight the page where you wish to begin the numbering sequence.
b. In the box (Arrow A) next to the Reset Page Number, enter the beginning page
number for the sequence.
c. Click the Reset Page Number button (Arrow B). All the following pages will
be renumbered automatically.
d. Do a spot check to make sure the pages are matching correctly. If there is a
discrepancy, find the place where the discrepancy occurs, and rename any page
that is not numbered correctly. Then from this place, begin again with Step a
to continue the renumbering sequence.
e. Remember to do the pages in order or the Reset Page Number/XML button
will renumber such items as “Back Cover” to “Page #”.

Using Roman Numerals
If you want a page numbered using Roman Numerals, follow the instructions above for
“Renumber an entire sequence of pages”. However in Step c, click the XML button (Arrow
C) INSTEAD OF the Reset Page Number button.
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Inserting a Page
To insert a page somewhere in the selection, for example to add another page between an
existing page 12 and page 13
a. Using the F2 Rename function (Arrow A), wholly rename the new page to
page 12a by editing both sides of the underscore, for example,
012a_Page12a.jpg

b. Then click the Renumber All Files button. This will renumber everything on
the left side of the underscore, which is what is used by CONTENTdm to
actually put the pages in order, and put your new file in the correct place.
(Arrow B)
c. Once the files are renumbered, you can then use the Reset Page Numbers
function as per “Renumber an entire sequence of pages” to name this new page
and the subsequent pages appropriately for the Table of Contents.
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Step 2: CREATE TAB DELIMITED FILES
Establishing an .ini file
Before you can begin using the CreateTabDelimited programme, you must have an
initialization file (ini file) for your collection. It is this file that will serve as the template for
your metadata. This procedure will be run once, at the beginning of each new project.
1. Contact Don Walsh, DAI Manager (dfwalsh@mun.ca) in order to obtain
a. The name of your Collection
b. The CollectionName.txt file, which is used to create the .ini file
2. Place the CollectionName.txt in the Data subdirectory of the CreateTabDelimited
directory.

3. Open the programme CreateTabDelimited
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4. Click Create New Collection (Arrow A)
5. In the Open PopUp Window, ensure you are in the CreateTabDelimited/Data directory
(Arrow B), highlight your CollectionName.txt file (Arrow C ) and Click Open (Arrow
D).

6. Note the Metadata subdirectory (Arrow E) in this directory. This is where the .ini files
are stored.
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7. In the Save PopUp Window, navigate into the Metadata subdirectory (Arrow E
above). Ensure that the filename for the .ini file is the name of your Collection as
assigned (Arrow B). Click the Save button (Arrow C)
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8. The CreateTabDelimited program will open a new metadata template.
9. Click on the boxes that you want included in the metadata for your collection, and
enter the base metadata for your collection, on both the Document Level and Page
Level tabs (Arrow A). This should be established in consultation with the DAI
Metadata Librarian. Do not use the Title field! This will be explained later in the
procedures.
10. Once you have entered the metadata for your template, click the Save Metadata button
(Arrow B) and save your .ini file (Arrow C and Arrow D).
11. When prompted whether to replace the .ini file (Arrow E), choose Yes to overwrite the
blank template with your newly created template containing your metadata. Note: You
can update your metadata at any time by using the Save Metadata button to overwrite
your existing template with a new one.
12. You have now created your .ini file.
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Using CreateTabDelimited
1. Open the programme CreateTabDelimited
2. Go to the directory where the .ini files are stored. This is in the Data/Metadata
subdirectory of the directory where you installed the CreateTabDelimited program.
a. For most people, this will normally be C:/CreateTabDelimited/Data/Metadata/
(Arrow A).
b. Highlight the correct .ini file for the Collection that you are working with
(Arrow B).
c. Click the menu option Open Collection (Arrow C) to load the necessary
headers. If necessary, you may have to again highlight the correct .ini file in
the pop-up box and click OK.
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3. Now point to the Collection Directory where the scanned jpg images are held (Arrow
A).
a. Click Build Database (Arrow B) - the jpgs for this item will appear in the File
List Box (Arrow C). As well, the file names as they will appear in the Table of
Contents of CONTENTdm will appear in the bottom of the screen (Arrow D),
along with the Title of the document as it will appear in CONTENTdm, under
the CDM_LVL_Name column.

4. On the right hand side, you will find the descriptive data for this item. There are three
tabs (Arrow E above), however we are only concerned with the first two. Document
Level applies to the document as a whole. Page Level applies to any data that you
want to appear on the page descriptions in CONTENTdm – Note that whatever is in
the Page Description appears on EVERY page and is not page specific. The difference
in the two is in how much data carries down from the document level to the page level
within each item. Each descriptive entry will generate a “hit” when searching in
CONTENTdm, so you don’t want to do it for every page but for the document as a
whole. For journals, you may want to carry down only the volume and issue
numbering.
5. Metadata that has already been established as Headers will appear with a check mark
in the box. Check any additional items that you want to appear as metadata for this
item.
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6. Fill in the Document Level metadata for the item, or Edit the existing data as
necessary.
a. Do Not use the title field. This is automatically filled in from the Name of the
file – this is why naming the file correctly in the Rename Files step is critical!
b. Be sure to add an Identifier for this item (and to carry it forward to the Page
Level). The Identifier will be unique for each item that you are creating.
Example:
ADSF1201 for Among the Deep Sea Fishers Volume 12, Issue 1
UNB-T00001 for UNB Thesis number 1
c. Edit the Date field as necessary
d. Edit the Coverage as necessary.
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7. Note that you may edit the metadata in either page by scrolling through the typing box
(Arrow A), or through a special editing box that allows you to see the entire contents
of the field while editing (Arrow B). You must click in the appropriate field on the
Tab (Arrow A) before the contents will appear in the editing box (Arrow B).

8. Click the Page Level tab. Verify that the necessary data is already there, particularly
the Identifier, or click the box before each field to carry over the data from the
Document Level. You may also add any data that you wish to add only at the Page
level. Remember that it will carry forward on every page and not just select pages.
Note: Page Level data should be kept to a minimum.
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Using Chapters for your document
Chapters are used for Books and can also be used to place journal issues as a subset within
journal volumes. However this latter use should be used sparingly as it makes it difficult to
manage the journal volume administratively, since the entire volume must be replaced if there
is a problem with one issue. In addition, the entire volume must be created at the one time; it
cannot be done one issue at a time.
a. The following standards must be adhered to first
i. The folder must be named for the volume or item (Arrow A)
ii. Under each folder must be a second level folder, named for each
chapter or issue (Arrow B), with the scanned images in the appropriate
chapter directory.

b. Turn on the Create Chapters feature by clicking the Use Chapters box (Arrow
A)

Last Update: 12 March 2008 / pm

DAI Software Documentation ; p. 21

Including a PDF file
If you want to include a PDF of your item along with your scanned images …
a. You must first know the alias of your collection, which can be found by
going to your collection in ContentDM and examining the URL:
i. Go to http://collections.mun.ca
ii. Click the browse button on the menu bar.
iii. Click the dropdown and click on your collection.
iv. The URL for the collection will display in the Browser URL box.
The alias is the value after the =%2F
v. For example, for the collection Among the Deep Sea Fishers (arrow
A), the URL is
http://collections.mun.ca/cdm4/browse.php?CISOROOT=%2Fhs_fi
sher (Arrow B) And the alias is “hs_fisher”
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b. Enter the alias in the alias box in the CreateTabDelimited programme
(arrow A).
c. On the Document Level metadata description page, turn on the check box
for PDF File (Arrow B).
d. Click the folder icon next to the PDF file (Arrow C). Browse to the PDF on
your hard drive. Click OK.
e. The size of the PDF file is calculated and the URL where it will reside on
the DAI server is determined. It will then be placed in the PDF File
metadata box (Arrow D) . It will usually look something like this:
(7.8MB)<br>http://collections.mun.ca/PDFs/mha_twill/1909.pdf
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9. Once everything is set correctly, click the Create Tab Delimited button (Arrow A).
The system will add the metadata to the contents at the bottom of the screen and a
pop-up box will appear indicating it is finished (Arrow B).

10. Verify that the tab-delimited data has been created and is stored in the appropriate
directory
a. Open the Collection Directory where your renamed JPG files are stored.
b. Instead of only containing JPG files, the directory should also contain a
tabdelimited.txt file.
c. If yes, proceed to next step. Otherwise, ensure all the directories are pointing to
the appropriate places and try creating the file again.
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11. Once the tabdelimited.txt file is created, click the Upload to DAI menu option (Arrow
A). This will take all the jpg files, the tab-delimited files, and any attached PDF files,
and upload them to a holding space on CONTENTdm.
12. You will be prompted to confirm sending the file for uploading (Arrow B). Click Yes
to send or No to cancel and return to the program.
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13. The files will start uploading, as indicated by the blue boxes progressing across the top
of the screen. You will also have the option to Abort the transfer by clicking the Abort
Transfer button.
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14. As the files load, you will see them listed in the Uploaded File Tab (Arrows A and B).
15. Once the files are uploaded, you will be asked if you wish to send an email notifying
Don Walsh, DAI Manager, that the files have been uploaded (Arrow C). Click Yes if
your machine is setup to do this. Otherwise you will have to manually send Don an
email (dfwalsh@mun.ca).
NOTE that SMPT must be configured for the email portion to work, otherwise you
need to email Don manually. There is an SMTP test feature (Arrow D) built into the
programme, located next to the Upload menu option. You may need systems
personnel to configure this properly.
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