
Photo taking

Cataloging by NLI Not found

Import information
(NLI+OCLC)

Export information

Manual 
transliteration

Is there a need 
for OCLC 
number

No

Preparing the 
collection
(Central)

Noting critical 
information

- create a project for each library/institution + and use a unique no. (SBN cods)
- generate barcodes in Goobi, based on the estimated no. books +20%
- print barcodes

- scan pages (first page is barcode page) and saving the files on the PC
- loading the images into Goobi.
- Goobi breaks down the images into separate books

Digitization QA

- Marginal notes
- Censorship
- Provenance information
- Mark the main display page
- volume number (only 2 or higher)
- Open field for comments.

Not good

- Check that the images are ok, book by book.
- by BNCR (QA is higher priority)

Cropping the images

good

- enter NLI number

why

Missing information

- merge multiple copies – old books don’t merge, new books merge and create a count.
- merge different volumes – if different vol. field > create one record and combine images in order of 
volume number.
* merge: bases on the same NLI number.
- Jpeg, 150 dpi. 

Import information 
from authority file

- people (VIAF)
- places (VIAF)
- publisher (VIAF)

Preparing the 
collection

(institution)

PDF barcodes

- put barcodes in the books (2 or more for bound together books)
- mark additional pages to be scanned
- enrich excel (number of copies, shelf number, local barcode) – in groups of 150.

Updated excel

Prepare the 
collection 
(central)

- Reload information

Search NLI 
number

found

- in case there is another record with the same NLI number in the system there is no need to 
recheck for OCLC. The record must be enriched before export with the transliterated title.

Yes

Search OCLC 
transliteration

Discard
(add reason)

Does not exist

- Modern book
- Common book
- Not relevant to the 
project.

No good 
transliteration

- list of fields, based on TECA requirements.
- Publisher has to be included in advance in authority way

- by BNCR.

Metadata QA



Preparing

Photography

Cataloging 

Enrichment

TECA
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