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Locations for EAD files

· Spreadsheet is here:
     G:\LIB\Special Collections\Digital Projects\EAD\notes/finding_aids_tracking.xls

· Standard inventory notes and local subject headings are here:
     G:\LIB\Special Collections\Digital Projects\EAD\notes\standard inventory notes

· Basic EAD extracted from Summit is here:
     G:\LIB\Special Collections\Digital Projects\EAD\xml_files\from_summit

· XML files live here:
     G:\LIB\Special Collections\Digital Projects\EAD\xml_files

· When you run the batch file, HTML files are created here:
     G:\LIB\Special Collections\Digital Projects\EAD\saxon\testdata

· Print versions of the files are created here:
     G:\LIB\Special Collections\Digital Projects\EAD\saxon\print

· When the HTML file is ready to be uploaded, move it here:
     G:\LIB\Special Collections\Digital Projects\EAD\html_xml_files_pending

Please keep the various directories clean -- delete extra copies, backup copies, old versions, etc as you go.
EAD Conversion Process

The EAD conversion process consists of the following seven steps:

· Applying encoding using XMetaL
· Run date fix (if needed)

· Run EAD report card and fix any errors
· Run XSL transformation and check finding aid appearance and content

· Update database and spreadsheet records
· Update or create MARC record
· Print and file 2 copies (1 for finding aids file, 1 for reading room)
1.  Applying encoding

When you begin working on a file, you must update the spreadsheet to reflect it as follows:

1.  In column I, add the word "working"

2. In column J add your initials

3. Select columns I through P and fill them yellow

If a skeleton file has been created from a MARC record, start with that.  Open it in XMetaL and edit the file as needed.  XML files always reside in G:\LIB\Special Collections\Digital Projects\EAD\xml_files (shortcut 1 in the EAD shortcuts folder).

See "Tagging Specifications" for details on how various things should be tagged.
2.  Run datefix to generate normal attributes for dates

If the finding aid is very large and/or has a lot of unitdate elements, you can use the perl script tri-XMLdate-normalizer.pl to automatically add the normal attribute when you're done.  You MUST have the normal attribute set in the archdesc/did/unitdate for this to work.

To run the perl script:

1. Copy the XML file to G:\LIB\Special Collections\Digital Projects\EAD\datenorm (shortcut 2 in the EAD shortcuts folder).
2. Double click on tri-XMLdate-normalizer.pl .
3. To the question about verbose mode, enter "n"

4. To the question about replacing all previous normal attributes, enter "y"

5. Enter the full filename of the file you wish to process and Enter.

6. If it pauses to ask you about a particular date, either enter the normal attribute you want OR (if there's a tagging problem such as two dates combined in a single unitedate element) enter "xxx"

7. When finished, there will be another file with a ".out" extension.

8. Delete the original file and rename the new one to remove the ".out" extension.

9. Move this file back to the XML files directory, overwriting the old one.
10. If you had to enter "xxx" at any point, open the file in XMetaL, locate the problem areas, and fix them.

11. When finished, be sure to clean up after youself in the datenorm folder by deleting any unneeded file copies.

3.  Running the EAD report card (EADRC)
To check that the file complies with EAD best practices, run the EAD report card as follows.

1. Copy the XML file from the xml directory to H:\aaa_mystuff\eadrc\local\xml_files (shortcut 3 in the EAD shortcuts folder).
2. Click and hold on the file and drag it onto aaa_createreport.bat .

3. When the process is finished there will be a folder with the name of the file. Go into the folder and double click on "index.html."

4. Review the listing for any errors (will show up as bright blue links).  There are two errors that are OK (local practice variations) and should be ignored:
* ead/eadheader/profiledesc/creation   Missing @encodinganalog For MARC21: '500' 
* ead/archdesc/did/origination   Missing @encodinganalog  For MARC21: '100' or '110' or '111' 

5. For any and all other errors, locate them and fix them in the original file (not in your copy).

6. If necessary, once all errors are dealt with, re-copy the corrected file and re-run the EADRC

7. When finished, be sure to clean up after youself in the H:\aaa_mystuff\eadrc\local\xml_files area by deleting file copies and folders.

4.  Run the XSL transformation and check appearance and content

To review the finding aid as it will appear to an end user, run the XSL transformation as follows.

1. Go to G:\LIB\Special Collections\Digital Projects\EAD\saxon (shorcut 1 in the EAD shortcuts file).

2. Right click on singlefile.bat and choose "Edit"

3. Replace the file name in 4 locations with the name of the file you wish to transform.

4. Save and close

5. Double click on singlefile.bat

6. When finished, go into the "testdata" subdirectory.  You should see an html file there for your finding aid.  Double click to open and review the file.
7. If you find any errors or corrections, make them in the original xml file using XMetaL and re-run the transformation.

8. When the file is correct and complete, move the html file to G:\LIB\Special Collections\Digital Projects\EAD\html_xml_files_pending (shortcut 1 in the EAD shortcuts folder).

5.  Update database and spreadsheet records

When finished, you must ensure that the spreadsheet and database records have been updated as follows.

In the database:

· Check and update if necessary the title, dates, and extent of the collection.
· Click the radio button next to "EAD" to show there is an EAD file

· Enter the ead file name

· Enter your name under "Encoded by"

· Enter the correct EAD type from the drop down

· If this is a small collection, be sure that under "Location notes" the letters "SC" appear with the correct SC number (see Alexander Abell for an example)
In the spreadsheet:

· Remove the yellow shading from columns you have completed.  That should be J (you did the QA), K (you completed the EAD file), M (you have added the local subjects), and N (you have added any applicable notes such as "D only" for description-only or "SC" for small collection). 

· If you began with a file generated from MARC, and if you made changes to any part of the description that is visible in MARC, insert a comment in column L and explain briefly what needs to be updated in summit.  For example: "added new subject headings" or "corrected inclusive dates of collection" or "corrected title of collection" etc.

6.  Update or create MARC record

This is done on Fridays as part of the weekly upload of new finding aids.  See separate "EAD_to_MARC" document for details.
Occasionally, importing or editing MARC records will uncover necessary changes to the subject headings.  If this happens, the person doing the Friday upload is responsible for making those changes to the EAD files and re-running the XSL transformation to produce corrected HTML files.

7.  Print and file copies

Before printing finding aids, always do a "Print preview" and check that your browser is set to 100% scale.

After the Friday upload is complete and MARC records have been created or updated, go to G:\LIB\Special Collections\Digital Projects\EAD\saxon (shorcut 1 in the EAD shortcuts file) and then into the print subdirectory.  Open the file and print 2 copies.  File one copy in the finding aids folder (any older finding aids should be left in the FA folder but you should write "SUPERSEDED" across the top and the date).  File the other copy in the appropriate binder in the reading room.
Tagging Specifications
General information

Information on the EAD tag set can be found at http://www.loc.gov/ead/ 

An EAD file consists of three parts:
eadheader - This section contains information about the finding aid -- who wrote it, when it was published and/or revised, who published it, the language it's written in, etc.
archdesc/did and subsequent elements, up to but not including the dsc - This section contains collection-level information about the material: who created it, how much material there is, access points (subject headings, type of material), a bio of the creator, a narrative description of  the scope and contents, access or usage restrictions, etc.  This information maps directly to various MARC fields.
dsc - This section contains the inventory itself, in a hierarchical form with intellectual subdivisions as necessary.  Some collections will have more subdivisions than others.  The order items are listed in the EAD inventory need not be the same as the physical order in which they are arranged or shelved (see item 6 below).
See  http://en.wikipedia.org/wiki/Encoded_Archival_Description for a good description of these three sections.

Specific notes

1) File names: Please name files in accordance with the following examples to the best of your ability.  File name should be logged on the spreadsheet and care taken not to use duplicate file names.

a) Council for the Continuing Education Unit Records ( cceu.xml

b) John Smith Papers ( smith_j.xml

c) Stan and Jan Berenstain Papers ( berenstain_s_j.xml

d) Alan K. Campbell Papers ( campbell_ak.xml

e) Jan Gelb and Boris Margo ( gelb_j_margo_b.xml

2) For archdesc/unitdate, inclusive dates are REQUIRED but bulk dates may or may not be used, refer to hard copy.

a) <unitdate encodinganalog="245$f" normal="####/####" type="inclusive" label="Inclusive Dates: ">##</unitdate>

b) <unitdate encodinganalog="245$g" normal="####/####" type="bulk" label="Bulk Dates: ">## (OPT)</unitdate>

3) The LANGCODE  attribute used in archdesc/langmaterial/language must use the 3-letter codes specified by ISO 639.2 (http://www.loc.gov/standards/iso639-2/php/English_list.php) 

4) UNITDATE elements must use ISO 8601 format for the NORMAL attribute.  The following are acceptable:

a) Single date: 

i) YYYY

ii) YYYY-MM

iii) YYYY-MM-DD

b) Date range

i) YYYY/YYYY

ii) YYYY-MM/YYYY-MM

iii) YYYY-MM-DD/YYYY-MM-DD

c) Date uncertainty

i) 1950s ( 1950/1960 (entire decade)

ii) ca 1967 ( 1962/1972 (5 yrs on either side)

5) Finding aids that contain graphics or other material not capable of representation in the EAD file will be handled on a case-by-case basis.  In some cases we will convert the information into a form that can be included in the EAD finding aid, in others we may choose to link to it.
6) In the inventory, items that have a see reference to another box listing, for example “See oversize package x” should be actually inserted there, at the correct place in the inventory, retaining the oversize information in the container element.  See artzybasheff_b.xml for examples.
7) Selected index to correspondence – some finding aids will have lengthy sections at the end that list various correspondents and the dates.  See artzybasheff_b.xml for an example.

8) Magazine, book etc titles that are underlined in the text should be italicized in the final product

9) Pencilled notes on finding aids should be queried before incorporating.
10) Any elements provided in the template that are not used should be COMMENTED OUT, NOT DELETED.
Refer to the table below for the preferred source for portions of the EAD document.  Generally, for the eadheader information, the MARC record is the preferred source; for the dsc information, the hard copy will be the preferred source.  If neither the hard copy nor the MARC record has the information, you should also consult the finding aids folder (in public service area), the donor file (in Sean's office area), or do a little research in print or online sources to fill in the information yourself.  

Do not stray from the template or the examples without checking with someone – the style sheet does not cover all eventualities!
	Table 1. eadheader elements

	Element or attribute (@)
	Req?
	1st source
	2nd source
	Comments

	eadid
	Y
	File name w/o xml extension
	
	example: smith_j

	eadid @identifier
	Y
	File name w/o xml extension
	
	example: smith_j

	titleproper
	Y
	Hard copy
	Summit
	Paper s = material collected by the person himself
Records = material collected by the business itself
Collection = material was collected by someone else

	subtitle
	Y
	Generated
	
	Description = if finding aid will not include an inventory
Inventory = if finding aid will include partial or full inventory

	author
and
publicationstmt/date
	Y
	Hard copy
	
	Hard copy should have initials and a date at the beginning, at the end of the description, or at the end.  If no initials, use "--" If multiple revisions, use earliest date and include later revisions in the revisiondesc (below).

	profiledesc/date
	Y
	Generated
	
	Enter date of encoding

	date @normal
	Y
	ISO 8601
	
	See above for examples of ISO 8601 date formats.

	revisiondesc/list/ item
	Y
	Hard copy, generated
	
	First item(s) should be any other revision dates found with the author’s initials, in order by date.  Last item should be the date of EAD conversion:

Example:

<revisiondesc>
  <list>
    <item>Feb 1994 - revisions (-)</item>
    <item>7 Nov 2006 - converted to EAD (AmCon)</item>
  </list>
</revisiondesc>

	archdesc/origination/ persname (corpname)
	Y
	Summit, field 100 or 110
	LCNAF
	Uae field 100 for persname, 110 for corpname.  Check against LCNAF.

	archdesc/unittitle
	Y
	
	
	Use same text as in titleproper above 

	archdesc/unitdate @type=inclusive
@encodinganalog=245$f
	Y
	Hard copy
	Summit, field 245$f
	First part of finding aid should provide inclusive dates for the collection (not for the person!!)  Example:

<unitdate encodinganalog="245$f" normal="1922/1998" type="inclusive" label="Inclusive Dates: ">1922-1998</unitdate>

	archdesc/unitdate @type=bulk
@encodinganalog=245$g
	N
	Hard copy
	Summit, field 245$g
	Finding aid (or Summit) may also provide bulk dates for collection, if so use it.  Esample:

<unitdate encodinganalog="245$g" normal="1945/1975" type="bulk" label="Bulk Dates: ">1945-1975</unitdate>

	unitdate 
@type, era, calendar
	Y
	
	
	These are preset in the template but if you add additional unitdate elements, attributes must be as follows:

type=inclusive
era=ce
calendar=gregorian

	unitdate @normal
	Y
	ISO 8601
	
	See above for examples of ISO 8601 date formats.

	archdesc/physdesc/ extent
	Y
	Hard copy
	
	Finding aid should specify size of collection, usually in linear feet though it may be in items or boxes.  Use linear feet if available.  If a small collection, follow the extent with "(SC)"  For example, "5 items (SC)"

	archdesc/abstract
	Y
	Summit, field 520
	Hard copy
	Brief summary of collection.  Need not be complete sentences.  If this is a MARC-generated file, you may need to remove extensive biographical data, if present.  Always remove birth and death dates.

	archdesc/unitid
	Y
	Summit, field 001
	
	Field 001in Summit, should be 6 or 7 digits.  If no Summit record, we will need to generate a MARC record for it.

	archdesc/langmaterial/ language
	Y
	Generated from hard copy
	
	This refers to the languages used in the collection material itself.  You may need to read through the description section of the finding aid to find this information.  Most of the time it will be English but there are quite a few that include other languages.  Add narrative text as neeed. 

	archdesc/langmaterial/ language @langcode
	Y
	ISO 639.2
	
	Use  ISO 639.2 codes for any additional languages as needed.

	
	
	
	
	Example: 

<langmaterial>Most in 
<language langcode="eng">English</language>, a few newspapers in 
<language langmaterial="rus">Russian</language>.
</langmaterial>

	archdesc/bioghist
	N
	Summit, field 545
	Hard copy
	Brief bio of the person or organization.  Complete sentences, narrative form.  Whenever possible, the first sentence should summarize in the form "[Name] ([dates]) was a [nationality] [occupation]."  For example, "John Smith (1876-1954) was an award-winning American composer."

	archdesc/scopecontent
	Y
	Hard copy
	Summit, field 520
	Detailed description of the collection.  Use narrative form, complete sentences; list element may be used if needed.  Bolded words should be preserved.  Magazine, book etc titles which may be underlined in the hard copy should be italicized in the EAD document.
The first para should sum up the contents of the collection as a whole (for example, "The John Smith Papers consist of correspondence, writings, and memorabilia.  The bulk of the material concerns his career as an ambassador to the planet Ixchl.")  Following this, each series should be mentioned individually, with the title of the series bolded.

	archdesc/arrangement
	N
	Hard copy
	
	Specific information about how a collection is organized.  Very brief but in sentence format.  For example, "Correspondence is arranged alphabetically by sender.  Writings are arranged alphabetically by type and within that alphabetically by title.  Memorabilia is arranged alphabetically by type; within that, scrapbooks are arranged chronologically.

	archdesc/ relatedmaterial
	N
	Hard copy
	
	Use only if hard copy specifically mentions related collections, or if there is a useful generic statement (e.g., "SCRC has more than 80 collections related to adult eduation.  Please refer to our subject index for a complete listing."

	archdesc/ separatedmaterial
	N
	Hard copy
	
	Use only if hard copy specifically mentions material that has been removed from the collection.  For example, "Published books originally with the collection have been transferred to Rare Books for cataloging."

	archdesc/otherfindaid
	N
	Hard copy
	
	Comment this out.

	archdesc/controlaccess/ [subelements]
	Y
	Summit
	
	For all controlaccess subelements, use as is from the Summit record.  Subelements not used should be commented out.  Not all will be used but every finding aid should include either a 600 or 610 and at least one  each of subject, genreform, and occupation.  See template for examples.

	archdesc/controlaccess/ [subelements] @encodinganalog
	
	
	
	Matches the EAD element to its Summit record counterpart.  Placeholders in template are pre-filled.  For any new elements created, be sure to set the correct attributes.
persname – 600 ; lcnaf
famname – 600 ; lcnaf
corpname – 610 ; lcnaf
title – 630 ; lcnaf
subject – 650 ; lcsh
geogname – 651 ; lcsh
genreform – 655 ; aat
occupation – 656 ; lcsh
function – 657 ; lcsh

	archdesc/controlaccess/ [local subjects] 
	Y
	Database and 
	
	From the database, get the local subject headings (these are the clusters we use for listing our collections by subject on our website).  Then copy the appropriate code from local_subjects.txt.  For example:

<subject encodinganalog="650" source="local">Adult Education</subject>
<subject encodinganalog="650" source="local">Science fiction</subject>

	archdesc/
accessrestrictions, 
userestrictions 
	Y
	Hard copy
	Summit
	99% of the time the collections will not be restricted, and you will use the default statement “There are no access (or use)  restrictions on this material” as provided in the template.  If it is restricted, put the appropriate information here and at the appropriate location in the inventory.

	archdesc/preferred citation
	Y
	Generated
	
	Use same text used in titleproper above

	archdesc/acqinfo
	N
	Hard copy
	Summit
	Information about whether the material was donated or purchased.  If donated, use <p>Gift of <persname role=”donor”>John Smith</persname>, 1979.</p> If purchased,  <p>Purchased, 1979.</p>

	archdesc/appraisalinfo
	N
	Hard copy
	Summit
	Information about the value of the material.  Always comment this out.

	archdesc/accruals
	N
	Hard copy
	Summit
	Information about whether or when more material is expected.  Usually comment this out.


	Table 2. Inventory Elements

	Element or attribute (@)
	Req?
	Possible values
	Comments

	C01
	Y
	--
	Must have at least one c01

	C01 @level
	Y
	series
	Must be set to series so that it will show up in the table of contents

	C02
	Y
	
	Must have at least one c02

	C02 @level
	N
	subseries
	Use this if the c02s in a c01 have further formal subdivisions.

	
	
	blank
	Use this if there are no formal sub-divisions

	C0# @level
	--
	
	Level attribute is not used in remaining c0# elements

	unittitle
	Y
	--
	Title of the c0#, usually taken verbatim from finding aid

	unitdate

unitdate @normal
	N
	Use following format for content of element:

YYYY Mmm DD

Use ISO 8601 for @normal
	Date(s) of the c0#, taken verbatim from finding aid.  A given c0# may have several unitdates.  If so, include a comma and a space at the end of all but the last.  For long finding aids, use the tri-XMLdate-normalizer.pl perl script.
Single date:

<unitdate normal="1977-03-13" type="inclusive">1977 Mar 13</unitdate>

Multiple dates:

<unitdate normal="1979" type="inclusive">1979, </unitdate>
<unitdate normal="1981" type="inclusive">1981, </unitdate>
<unitdate normal="1985/1989" type="inclusive">1985-1989</unitdate>

If the finding aid says “undated” use the inclusive dates of the collection.

<unitdate normal="1942/1997" type="inclusive">undated</unitdate>


	
	
	
	Usually immediately follows the unittitle, but a unitdate may also serve as the unittitle; if so, the unitdate element goes inside the unittitle element..  

Example:

<c03>
  <did><unittitle>Clippings</unittitle></did>
  <c04><did>
    <unittitle>
      <unitdate type="inclusive" normal="1950/1985">1950-1985</unitdate>
    </unittitle>
    <physdesc><extent>7 folders</extent></physdesc>
    <container type="Box">35</container>
  </did></c04>
  <c04><did>
    <unittitle>
      <unitdate type="inclusive" normal="1986/2002">1986-2002, </unitdate>
      <unitdate type="inclusive" normal="1942/2006">undated</unitdate>
    </unittitle>
    <physdesc><extent>6 folders</extent></physdesc>
    <container type="Box">36</container>
  </did></c04>
</c03>

	physdesc/extent
	N
	--
	Take verbatim from finding aid if present.  May be folders, items, etc.  No punctuation is necessary.  Example:

<physdesc><extent>4 folders</extent></physdesc>

	container
	*
	
	A container element is required for each lowest-level c0# and not allowed for higher-level c0#.  If the finding aid says “see oversize package one,” remove the “see” reference and instead insert the actual information with the correct container information.

	container @type
	Y
	For first container

Box, Package, Oversize, Volume, Cabinet, Carton, Map-Case, Cabinet, SC
For second container

Folder, Frame, Tape, Page, Drawer, or Reel
	Use appropriate type attribute.  Examples:

<container type=”Box”>14</container>
<container type=”Box”>3</container>
<container type=”Folder”>2</container>
<container type=”Map-Case”>2</container>
<container type=”Drawer”>4</container>

	C0# @id
	*
	Your choice
	Any c0# that is reference by a "see" or "see also" must have an ID attribute.  Generally, use something simple, e.g. the first four letters of the unittitle

	C0#/did/abstract
	N
	--
	Briefly elaborates on the c0# -- for example, that a manuscript is a draft, or that a correspondence folder contains photos and clippings.  Use sparingly.

	C0#/scopecontent
	N
	--
	Gives specific contents of particular c0#.  Use this if a particular c0# has a lengthy description in the finding aid – for example, if a list of items in a single folder is given (see bourke-white_m.xml for examples).  Use sparingly.

	ref
	N
	--
	Used in conjunction with the note element for “see” and “see also” references in the finding aid that refer to other c0#’s. See references go inside the <did>, see also references are outside it.  Examples: 

<did><unittitle>Keene, Robert</unittitle>
<note><p>See <ref target="rkg">Robert Keene Galleries</ref>.</p></note></did>
<did><unittitle>Johanson, Alfred<unittitle>
<unitdate>1976-1978</unitdate>
<container type="Box">2</container></did>
<note><p>See also <ref target="majo"Johnson, Mary</ref>.</p></note>
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