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To get started you will need: 

 A scanner or comparable equipment 
 Items to scan 
 Instructional documentation  

o Naming conventions 
o Metadata procedure 
o Master metadata template 
o Digitization procedure 

1. Select items to digitize 

2. Review and understand the recommended naming convention 

3. Begin digitizing 

1.  As you digitize your items, input information about the item into the master 

metadata template, using the metadata procedures to fill it out. If there is any 

writing on the photos, transcribe the writing and add the transcription to the 

metadata template 

4. Check for a 1:1 match between filenames in the metadata and the corresponding images 

5.  When the scanning and metadata is complete, deposit the materials with the BCRDH 

team. 

Have questions not covered in this toolkit? Get in contact with us! 

BCRDH works with heritage organizations of all descriptions that care for archival materials, 

and wish to enhance their holdings history through digitization. For more information, review the 

documentation below: 

 Partnership statement 
 Partnership agreement 

http://bcrdh.ca/
https://bcrdh.ca/toolkit/partners/metadata/naming-conventions
https://bcrdh.ca/toolkit/partners/metadata
https://bcrdh.ca/toolkit/partners/metadata/template
https://bcrdh.ca/toolkit/partners/digitization
http://bcrdh.ca/toolkit/partners/metadata/naming-conventions
https://bcrdh.ca/toolkit/partners/digitization
https://bcrdh.ca/toolkit/partners/metadata/template
https://bcrdh.ca/toolkit/partners/metadata/template
https://bcrdh.ca/toolkit/partners/metadata
https://bcrdh.ca/toolkit/glossary#transcribe
https://bcrdh.ca/toolkit/partners/deposit
https://bcrdh.ca/make-contact
https://bcrdh.ca/toolkit/partners/partnership-statement
https://bcrdh.ca/toolkit/partners/partnership-agreement
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 About Arca 
 Guidelines for Selection 
 Making Selections for Phase 1 

If you are interested in becoming a BCRDH partner, please contact Paige Hohmann or Chris 

Hives. 

 

http://bcrdh.ca/
https://bcrdh.ca/toolkit/partners/about-arca
https://bcrdh.ca/toolkit/partners/guidelines-for-selection
https://bcrdh.ca/toolkit/partners/making-selections
https://bcrdh.ca/make-contact
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Metadata is information about an item such as a title, its creator/author, when the item was 

created, etc. This information is important as it records where the original item is from and gives 

a sense of its history, and it also makes it so that people can search for it in our online database. 

As part of the digitization process, basic metadata information is also recorded. The way that our 

database works, we are able to upload the digital surrogate and its information together through 

the use of a shared filename. 

To get started, download our repository metadata sheet and read the instructions on how to fill it 

out. How full the metadata sheet is will depend on how much information about the item is 

available. 

  

http://bcrdh.ca/
https://bcrdh.ca/toolkit/glossary#metadata
https://bcrdh.ca/toolkit/partners/metadata/naming-conventions
https://bcrdh.ca/toolkit/partners/metadata/template


Key Element Scope and Instructions

3 Filename

REQUIRED. The corresponding TIFF or PDF filename of the scanned photo, transcribed exactly. There are ways of copying all of the filenames of a directory 

automatically, which saves time and helps prevent typing errors, please contact us if you are interested in doing this and we will help direct you to relevant software!

6 Title

REQUIRED. If there is a title written or printed on the item, please input that title exactly. If there isn't a title on the item, please provide one if. If you provide one, put  

[square brackets] around it.

8 Creator

OPTIONAL. If you have this information, tell us who is responsible for taking the photo (i.e. the photographer), or writing the document. OK to leave this blank if you 

don’t know.

15 DateCreated

OPTIONAL, BUT HIGHLY ENCOURAGED. For the date, be as specific as possible. Circa (ca.). and date ranges are also acceptable. E.g., “1940s” is okay and so 

is “between 1900 and 1915” If you have no idea, you can say, “n.d.” Keep in mind that all photos before 1949 are public domain, so all photos after may be in 

copyright.

16 Description

OPTIONAL, BUT HIGHLY ENCOURAGED. For photos:  Provide the names of the people depicted, if you know them. For text or documents: Provide the names of 

the people the work is about. Provide any other relevant details that would tell us about what’s going on in the photo, or the written work.

23 Subject_Geographic
OPTIONAL. provide the location where the photo was taken, or the work was created. If this space is left blank, we will fill in the location to correspond with the 

location of the repository. 
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1. Download the template using the link at the bottom of this page. 

2. Save it with the name of your collection, for example “Metadata_Osoyoos.” Be sure to 

save it somewhere that makes sense to you! If you already have a folder or a USB where 

you have saved your scanned photos, you can save your metadata sheet in the same place. 

3. Open the metadata template. At the bottom you will see two tabs: "Metadata" and "Scope 

and Instructions". The Metadata tab is where all of the metadata for your items should be 

inputted, with each item taking up one row in the sheet. The Scope and Instructions tab 

explains how to fill out each field or column in the sheet. 

4. Copy a list of filenames to the metadata sheet from the photos you have scanned. As you 

scanned your photos, you made a unique file name for each photo. By copying this 

filename to the metadata sheet we can later match the photo to its information. Use the 

below instructions to copy and past all of your filenames at the same time: 

Windows: 

o Select all of the items you want to copy, then hold the Shift key and right click 
the items. From the menu that pops up select "copy as path." 

o Paste the items into the metadata template under the "Filename" column 

Mac: 

o In your Finder window, select all of the items that you want to copy. You can 
either use the keyboard shortcut command+c or right click and press copy 

o Click on the "Filename" column in the metadata template. To past in the 
filenames, use the keyboard shortcut shift+command+v. Alternatively, right click 
on the column and select paste special, then select values. 

5. Fill in each field or column in the Metadata tab using the instructions below or in the 

Scope and Instructions tab. 

The following are the metadata elements, or types of metadata. With books, one metadata 

element is the title, one element is the author, etc. For photographs, it’s a little more complicated, 

as these elements are not always written down on the photograph. This means that we have to 

rely on outside knowledge to help fill in the blanks where we can. Do the best you can with the 

metadata elements below, but don’t worry if you can’t find the information, as only two of the 

elements are required. Required elements are highlighted with green in the Metadata template. 

1. Filename - the corresponding TIFF or PDF, transcribed exactly. Required 

http://bcrdh.ca/
https://bcrdh.ca/toolkit/glossary#tiff
https://bcrdh.ca/toolkit/glossary#pdf
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2. Title - as it appears on the item, or provide one if there isn’t one. If you provide one, 

put [square brackets] around it. Required 

3. Creator - if you have this information, tell us who is responsible for taking the photo, or 

writing the document. OK to leave this blank if you don’t know. Optional 

4. Date - be as specific as possible. Ca. and date ranges, are acceptable. E.g., “1940s” is 

okay and so is “between 1900 and 1915” If you have no idea, you can say, “n.d.” Keep in 

mind that all photos before 1949 are public domain, all photos after, may be in copyright. 

Optional, but highly encouraged. 

5. Description - provide the names of the people depicted, if you know them (photos) 

Provide the names of the people the work is about (text). Provide any other relevant 

details that would tell us about what’s going on in the photo, or the written 

work.  Optional, but highly encouraged.  

6. Geographical subject - provide the location where the photo was taken, or the work was 

created. If left blank, we will identify the location to correspond with the location of the 

repository. Optional.  

 
 

In order to upload a digitized object and its matching metadata information, they need to share 

the same filename with a different extension (e.g., both a digital file and its corresponding 

metadata would both share the filename ‘testcollection_01_001.tif’). 

In general, use the following guidelines to name your digitized materials: 

1. If you have previously digitized your materials, keep the existing filenames. Ensure that 
the metadata that is sent to the BCRDH team includes the filenames that you used. 

2. If your physical materials have existing control numbers, use a filename that matches 
the control number.  

1. Control numbers may vary by institution. In some cases this will be the accession 
number or collection number that was assigned to the item during accession or 
processing. In other cases, it might just be a number that was assigned to the 
object at some point in time. 

3. If your repository does not use control numbers at all, or if the collection, fonds, or 
grouping of items you are digitizing does not utilize control numbers, please get in 
contact with us. 

 There are some characters that you may use as part of your control numbers that 
should not, or cannot, be added to a filename. These include the following characters: * 

http://bcrdh.ca/
https://bcrdh.ca/toolkit/glossary#item
https://bcrdh.ca/toolkit/partners/metadata
https://bcrdh.ca/toolkit/glossary#collection
https://bcrdh.ca/toolkit/glossary#fonds
https://bcrdh.ca/make-contact
https://bcrdh.ca/make-contact
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(asterisk), " (quotation mark), / (forward slash), \ (backward slash), : (colon), ; (semi-
colon), | (vertical bar), < (less than symbol), > (greater than symbol), and ? (question 
mark). As such, if your control numbers utilize any of the aforementioned characters, 
consider replacing them with a - (dash) or _ (underscore) 

 Avoid using descriptive filenames (ex. naming a photograph of a dog "dog.jpg"), which 
can make it difficult to locate and differentiate between items later on 

 Use unique filenames that are easy to match back to the physical object 
 Avoid using spaces in filenames. Spaces can be replaced with a - (dash) or _ (underscore) 
 If you have multiple items with the same control number, add a collection number or 

collection identifier at the beginning of the filename. For example, if you have multiple 
photographs labeled "001" across several collections, the filename could be 
COLL01_001.tif 

 Some of your items may have multiple pages, parts, or sides but still have a single 
control number. In this case, append the end of the filename with an alphabetic 
character. Example: If your repository was digitizing a postcard with the control number 
ARC_01_001 the corresponding digital derivatives would have the filenames 
ARC_01_001A and ARC_01_001B. 

 If your materials have no item numbers, but you want to reflect the organization of the 
fonds or collection they are contained within, you can create a filename using the 
following syntax [Collection#_box# _folder#_item#]. Example: If you are digitizing the 
first photograph, from the first folder, from the first box of your first collection, your 
filename could be 001_001_001_001.tif 

 

Before you start scanning, it’s helpful to have a folder already made on your desktop, or 

anywhere else on your computer that makes sense to you. 

If your materials are organized into a fonds or collection those materials can be kept together in 

the same folder when being digitized. Generally, BCRDH attempts to mirror the organizational 

structures present in your repository, if applicable, via filenames and directory structure. 

The basic principle of a directory structure is to start with the largest common feature, and work 

down to a single item. On the simplest level, this would be a file folder on the desktop that 

reflects the entire fonds/collection, and in that folder you would save all of the scanned photo 

files that belong to that collection. You may choose to create sub-folders that represent series, 

sub-collections, or sous fonds if those exist in your fonds/collection. 

http://bcrdh.ca/
https://bcrdh.ca/toolkit/partners/metadata/naming-conventions
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In the directory, the fonds/collection would be one file folder at the highest level, then within that 

file folder would be another folder representing a series/sous fonds/sub-collection, if applicable. 

Beneath that level would a file folder for a box, within that file folder would be another folder 

representing a physical folder, and in that final file folder is the single item (the digital 

derivative). Depending on the organization of your materials you may have several levels of 

folders, or you may just have one. 

If your repository has no organizational structures, you may choose to group together all 

materials of a similar format, such as a collection of photographs. In this case your directory 

structure would be relatively flat, you would have a folder for the collection of photographs and 

all of the digitized photographs would go into that folder. 

As always, please feel free to contact us if you have any questions on how to name or organize 

your files! We are here to help. 

 

http://bcrdh.ca/
https://bcrdh.ca/make-contact
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Digitization is the process of converting a physical item or analog signal to a digital object. The 

digital surrogate created during this process is then hosted on the BCRDH portal. 

As part of the digitization process, basic metadata information is also recorded. The way that our 

database works, we are able to upload the digital surrogate and its information together through 

the use of a shared filename. 

Different types of materials require different digitization specifications, workflows, equipment, 

and software.  

  

http://bcrdh.ca/
https://bcrdh.ca/toolkit/glossary#digitizing
https://bcrdh.ca/toolkit/partners/metadata
https://bcrdh.ca/toolkit/partners/metadata/naming-conventions
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Digitizing still images requires a flatbed scanner and a computer. While photographic prints can 

be effectively digitized on the majority of flatbed scanners, digitizing photographic negatives 

requires a flatbed scanner with the ability to scan transparencies. Depending on the specific 

flatbed scanner you have, the set-up procedure will be slightly different. Follow the instructional 

handbook that came with your scanner to hook it up to your computer and download the 

associated software and drivers.  

1. Clean the scanner glass with a lint-free cloth. If there are smudges on the glass, use a 

small amount of glass cleaner to remove. Make sure the surface is fully wiped down a dry 

before scanning. 

2. Turn the scanner on. 

3. Open the scanner application on your computer. This should share the same name as your 

scanner. 

4. While scanning, you may come across items that contain both text and photos, such as a 
page with a large illustration in the top half and text in the bottom. If you’re not sure 
what settings to choose for that item, feel free to contact us! 

Photographic negatives, prints, and slides have different scan settings, and sometimes may even 

require different scanners. The reason for this is that photographic negatives and slides require 

light to be passed through the negative while it is being scanned in order for the image to be 

properly digitized.  

 
Example of a digitization error introduced by a dirty scanner. 

 

http://bcrdh.ca/
https://bcrdh.ca/make-contact
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You may notice during or after digitizing a still image that the digitization process introduced 

pink, yellow, or blue lines running through the image. If you digitized your material in black and 

white instead of in colour, than you may see black lines running through the image instead. This 

happens when the materials are digitized on a scanner that is dirty. To resolve this, clean the 

scanner surface and re-digitize the impacted materials. 

 

http://bcrdh.ca/
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It’s a good idea to check these settings at the beginning of each scan session to make sure they’re 

correct. Once you start scanning, these settings will stay the same. 

Some of these settings might be worded a bit differently depending on which scanner you are 

using. The settings that have been bolded are the most important, and should be available on all 

scanners. 

Image type 
24-bit color (Even for black 

and white photos) 

Resolution 600 DPI1 

Configuration No color correction 

Document type Film or Transparent 

Document 

source 

Document table or scanner 

glass 

Auto-Exposure 

Type or Film 

Type 

Positive Film (could be 

labeled as Slide Film), Color 

Negative Film (sometimes 

just labeled as Negative 

Film), or B&W Negative Film2 

All other settings remain the same. 

After the scanner is set up and the settings are adjusted, you’re ready to start scanning! 

1. 600 DPI is a good size for access copies, but if your organization wants to capture photographic negatives at 
preservation quality they should be captured at a higher DPI, which will depend on the physical dimensions of the 

negative.  

2. The decision between Positive Film, Colour Negative Film, and B&W Negative Film will depend on the type of film 
you are scanning. If you are scanning film with a positive image, meaning that the image looks "correct" as is and does not 

require any kind of translation, then you should select Positive Film. In the vast majority of cases, the positive film will be 
a slide. For obvious reasons, selecting Color Negative Film or B&W Negative Film will depend on the colour of the 

negative. It can sometimes be difficult to tell whether a negative is colour or black and white and the general colour of a 

http://bcrdh.ca/
https://bcrdh.ca/toolkit/glossary#dpi
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negative can change depending on the type of film stock and chemistry the negative was processed with. Generally, if the 

negative has an orange or brown hue, it is a colour negative. Black and white negatives should usually be easy to identify, 

but certain film stocks will have a light purple or green hue. 

 

Before scanning examine both sides of the negative. One side should look dull and the other side 

should look shiny. Place the dull side down on the glass of your scanner. 

Depending on the type of scanner you are using, you will most likely also need to remove the 

document mat from your scanner in order to reveal the transparency unit on your scanner. The 

document mat will be attached to the bottom of the lid of the scanner and should be slid out 

using a small handle. Negatives will not scan properly if the transparency unit is hidden behind 

the document mat. 

If your scanner includes a film tray, you may choose to load the film into the tray before 

scanning. 

http://bcrdh.ca/
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1. Remove the item from it from its sleeve 
2. Open the lid of the scanner and place the film face down on the scanner glass.  Don’t 

place it right in the corner, because the scanned image will be cut off. If your scanner 

uses film trays, then load the film tray into the appropriate slot. Once you are done, close 

the scanner lid. 

If your scanner supports it: 

1. Click the Preview button in the scanner settings window. A preview will appear 

beside the scanner settings window. If you are using a negative tray, the scanner 

should have automatically cropped all of your images to the appropriate size and 

you can skip ahead to step 3. 

2. Click and drag your mouse to create a border around the image including the 

rebate and sprockets. 

3. In the scanner application settings window, choose the following: 

4. Change the size setting from inches to pixels and make the longest side of the 

item 6500 pixels. This could be the width (W) or the height (H) depending on the 

item. The shorter side will reformat to match automatically, so you don’t need to 

do anything there.  

 

5. Next to Trimming, select off 

6. Once the settings have been updated, click “Scan.” A new window will pop up 

asking where you would like to save your scanned image, which brings us to the 

next step: naming and saving. 

Once you’ve reached the scanning step, you will be asked to choose where to save your file and 

what to name that file. 

Steps: 

http://bcrdh.ca/
https://bcrdh.ca/toolkit/glossary#rebate
https://bcrdh.ca/toolkit/glossary#sprockets


Coordinated by 
University of British Columbia 

Okanagan Campus Library  
 

3287 University Way 
Kelowna, BC V1V 1V7 

Tel. 250.807.9716 
http://bcrdh.ca  

15 | P a g e  
 

 

1. Choose location to save your digitized image: 

1. When saving, choose a location that makes sense to you. Consider a pre-named 

folder, the desktop, or a USB. For help setting up a space to save your files, see 

the Directory Structure guidelines. 

2. Add your filename: 

1. Best practice is to have already chosen the filename that you are going to use, so 

that it’s easy to organize and track the items you are scanning. For instructions on 

how to choose the file name, please see Naming Conventions 

3. Under Image Format, click on the drop-down menu next to Type and select TIFF (*.tif) 

4. Click the OK or SCAN button to start the scanning. 

5. After the scanning has finished, click “Save” or “Save file”.  

6. Remove the photo from the scanner and return it to its folder, box, sleeve, etc. You have 

now completed your photo scan! Repeat for each item that you want to scan. 

 

http://bcrdh.ca/
https://bcrdh.ca/toolkit/partners/metadata/directory-structure
https://bcrdh.ca/toolkit/glossary#best-practice
https://bcrdh.ca/toolkit/partners/metadata/naming-conventions
https://bcrdh.ca/toolkit/glossary#tiff
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It’s a good idea to check these settings at the beginning of each scan session to make sure they’re 

correct. Once you start scanning, these settings will stay the same. 

Some of these settings might be worded a bit differently depending on which scanner you are 

using. The settings that have been bolded are the most important, and should be available on all 

scanners. 

Image type 
24-bit color (Even for black 

and white photos) 

Resolution 600 DPI 

Configuration No color correction 

Document type Reflective 

Document 

source 

Document table or scanner 

glass 

Auto-Exposure 

Type 
Photo 

All other settings remain the same. 

After the scanner is set up and the settings are adjusted, you’re ready to start scanning! 

For photographs, only scan the side with the image on it, even if there is writing on the back. If 

there is writing, please transcribe it into the "Description" field of the metadata sheet at the time 

of scanning next to the image's filename. For more information read our metadata procedures. 

http://bcrdh.ca/
https://bcrdh.ca/toolkit/glossary#dpi
https://bcrdh.ca/toolkit/partners/metadata/template
https://bcrdh.ca/toolkit/partners/metadata/naming-conventions
https://bcrdh.ca/toolkit/partners/metadata
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1. Remove the item from it from its sleeve 
2. Open the lid of the scanner and place the document face down on the scanner 

glass.  Don’t place it right in the corner, because the scanned image will be cut off. Then 

close the scanner lid. 

If your scanner supports it: 

1. Click the Preview button in the scanner settings window. A preview will appear 

beside the scanner settings window. 

2. Click and drag your mouse to create a border around the photo of approximately 

½ inch. 

3. In the scanner application settings window, choose the following: 

4. Change the size setting from inches to pixels and make the longest side of the 

item 6500 pixels. This could be the width (W) or the height (H) depending on the 

item. The shorter side will reformat to match automatically, so you don’t need to 

do anything there.  

http://bcrdh.ca/
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5. Next to Trimming, select off 

6. Once the settings have been updated, click “Scan.” A new window will pop up 

asking where you would like to save your scanned image, which brings us to the 

next step: naming and saving. 

Once you’ve reached the scanning step, you will be asked to choose where to save your 

file and what to name that file. 

Steps: 

 

7. Choose location to save your digitized image: 

1. When saving, choose a location that makes sense to you. Consider a pre-

named folder, the desktop, or a USB. For help setting up a space to save 

your files, see the Directory Structure guidelines. 

8. Add your filename: 

1. Best practice is to have already chosen the filename that you are going to 

use, so that it’s easy to organize and track the items you are scanning. For 

instructions on how to choose the file name, please see Naming 

Conventions 

http://bcrdh.ca/
https://bcrdh.ca/toolkit/partners/metadata/directory-structure
https://bcrdh.ca/toolkit/glossary#best-practice
https://bcrdh.ca/toolkit/partners/metadata/naming-conventions
https://bcrdh.ca/toolkit/partners/metadata/naming-conventions
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9. Under Image Format, click on the drop-down menu next to Type and select TIFF 

(*.tif) 

10. Click the OK or SCAN button to start the scanning. 

11. After the scanning has finished, click “Save” or “Save file”.  

12. Remove the photo from the scanner and return it to its folder, box, sleeve, etc. 

You have now completed your photo scan! Repeat for each item that you want to 

scan. 

 

http://bcrdh.ca/
https://bcrdh.ca/toolkit/glossary#tiff
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It’s a good idea to check these settings at the beginning of each scan session to make sure they’re 

correct. Once you start scanning, these settings will stay the same. 

Some of these settings might be worded a bit differently depending on which scanner you are 

using. The settings that have been bolded are the most important, and should be available on all 

scanners. 

Image type 
24-bit color (Even for black 

and white photos) 

Resolution 600 DPI 

Configuration No color correction 

Document type Film or Transparent 

Document 

source 

Document table or scanner 

glass 

Auto-Exposure 

Type 

Positive Film, Color Negative 

Film, or B&W Negative Film1 

All other settings remain the same. 

After the scanner is set up and the settings are adjusted, you’re ready to start scanning! 

1. The decision between Positive Film, Colour Negative Film, and B&W Negative Film will depend on the whether 
you are scanning a glass slide or a photographic plate. Glass slides will almost always have a positive image, 
meaning that the image looks "correct" as is and doesn't require any further translation. Photographic plates 
will almost always be negative.  

Before scanning a glass slide or photographic plate, examine both sides of the slide/plate. One 

side should look dull and the other side should look shiny. Place the dull side down on the glass 

of your scanner. 

http://bcrdh.ca/
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If both sides of your slide/plate are shiny check to see if there is any writing or text on the slide. 

If there is text, place the side down on the scanner that reads normally so that the side facing up 

has the text backwards. 

Depending on the type of scanner you are using, you will most likely also need to remove the 

document mat from your scanner in order to reveal the transparency unit on your scanner. The 

document mat will be attached to the bottom of the lid of the scanner and should be slid out 

using a small handle. Glass slides will not scan properly if the transparency unit is hidden behind 

the document mat. 

Glass slides and plates are very fragile and should be handled with great care during the scanning 

process. Always use cotton gloves while handling slides or plates. 

1. Remove the item from it from its enclosure 
2. Open the lid of the scanner and place the document face down on the scanner 

glass.  Don’t place it right in the corner, because the scanned image will be cut off. Close 

the scanner lid very gently to avoid cracking the glass. If you are worried about the slide, 

you can hold the scanner lid just above so that the lid doesn't fully rest on the glass. 

If your scanner supports it: 

1. Click the Preview button in the scanner settings window. A preview will appear 

beside the scanner settings window. 

2. Click and drag your mouse to create a border approximately ½ an inch from the 

top left corner of the slide to approximately ½ an inch from the bottom right 

corner of the slide. Ensure that the border includes the entire slide and not just the 

image. 

3. In the scanner application settings window, choose the following: 

4. Change the size setting from inches to pixels and make the longest side of the 

item 6500 pixels. This could be the width (W) or the height (H) depending on the 

item. The shorter side will reformat to match automatically, so you don’t need to 

do anything there.  

 

http://bcrdh.ca/
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5. Next to Trimming, select off 

6. Once the settings have been updated, click “Scan.” A new window will pop up 

asking where you would like to save your scanned image, which brings us to the 

next step: naming and saving. 

Once you’ve reached the scanning step, you will be asked to choose where to save your file and 

what to name that file. 

Steps: 

 

1. Choose location to save your digitized image: 

1. When saving, choose a location that makes sense to you. Consider a pre-named 

folder, the desktop, or a USB. For help setting up a space to save your files, see 

the Directory Structure guidelines. 

2. Add your filename: 

1. Best practice is to have already chosen the filename that you are going to use, so 

that it’s easy to organize and track the items you are scanning. For instructions on 

how to choose the file name, please see Naming Conventions 

3. Under Image Format, click on the drop-down menu next to Type and select TIFF (*.tif) 

4. Click the OK or SCAN button to start the scanning. 

5. After the scanning has finished, click “Save” or “Save file”.  

6. Remove the slide or plate from the scanner and return it to its enclosure. You have now 

completed your photo scan! Repeat for each item that you want to scan. 

http://bcrdh.ca/
https://bcrdh.ca/toolkit/partners/metadata/directory-structure
https://bcrdh.ca/toolkit/glossary#best-practice
https://bcrdh.ca/toolkit/partners/metadata/naming-conventions
https://bcrdh.ca/toolkit/glossary#tiff
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Choose the following settings 

Image type 24-bit color 

Resolution 300 DPI 

Configuration No color correction 

Document type Reflective 

Document source 
Document table or scanner 

glass 

Auto-Exposure 

Type 
Document 

General guidelines: 

 Scan both sides of document pages if, and only if, there is content on both sides. There is 

no need to scan blank back-sides of document pages. 

 Scan the full, complete page of instances of documents. Check your work to be sure that 

no edges, margins etc. have been cut off. 

 For bound volumes, scan the page itself. If there are any pasted in, or nested inserts, be 

sure to scan those two. Occasionally, inserts have been scanned to the exclusion of the 

page proper. 

http://bcrdh.ca/
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1. Remove the item from it from its enclosure. 

2. Open the lid of the scanner and place the document face down on the scanner glass.  Do 

not place it right in the corner, because the scanned image will be cut off. Then close the 

scanner lid.  

3. Click the Preview button located at the bottom of the scanner settings window. A 

preview will appear beside the scanner settings window. 

4. Click and drag your mouse to create a border around the photo of approximately ½ inch. 

5. In the scanner settings window, choose the following.  

1. “Document Size” : select a standard size to match the original, one of: 8.5”W x 

11”H (Letter); 8.5”Wx14”H (Legal) or 11”Wx17”H (tabloid) 

2. “Target Size” : “Original” 

3. Next to Trimming, select off 

6. Back in the scanner setting window called “File Save Settings”, click “Scan.” A new box 

will pop up asking you to name your scan, and determine where it will be saved. This 

leads us to the next step: naming and saving. 

http://bcrdh.ca/
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Once you’ve reached the scanning step, you will be asked to choose where to save your file and 

what to name that file. If you are scanning a multi-page record, you can select "Add page" first 

and continue scanning all of the pages in the record before saving. 

Steps: 

 

1. Choose location to save your digitized record: 

1. When saving, choose a location that makes sense to you. Consider a pre-named 

folder, the desktop, or a USB. For help setting up a space to save your files, see 

the Directory Structure guidelines. 

2. Add your filename: 

1. Best practice is to have already chosen the filename that you are going to use, so 

that it’s easy to organize and track the items you are scanning. For instructions on 

how to choose the file name, please see Naming Conventions 

3. Under Image Format, click on the drop-down menu next to Type and select PDF 

4. Click the OK or SCAN button to start the scanning. 

5. After the scanning has finished, click “Save” or “Save file”.  

6. Remove the record from the scanner and return it to its folder, box, sleeve, etc. You have 

now completed your document scan! Repeat for each item that you want to scan. 

 
Example of a digitization error introduced by a dirty scanner. 

 

http://bcrdh.ca/
https://bcrdh.ca/toolkit/partners/metadata/directory-structure
https://bcrdh.ca/toolkit/glossary#best-practice
https://bcrdh.ca/toolkit/partners/metadata/naming-conventions
https://bcrdh.ca/toolkit/glossary#pdf
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You may notice during or after digitizing a still image or textual document that the digitization 

process introduced pink, yellow, or blue lines running through the image. If you digitized your 

material in black and white instead of in colour, than you may see black lines running through 

the image instead. This happens when the materials are digitized on a scanner that is dirty. To 

resolve this, clean the scanner surface and re-digitize the impacted materials. 

 

http://bcrdh.ca/
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Have you finished digitizing and describing your materials? Then you are now ready to deposit 

your work with the BCRDH team! 

BCRDH uses fileshare to accept materials from your repository. To upload your materials, 

navigate to the link provided to you by a member of our team and enter the password. 

 

Once you are logged into the fileshare site you can upload your items. To do so, click on the 

"select or drop files" button and select or drag and drop the items you would like to upload. Be 

sure to upload both your digitized items and the associated metadata sheet. 

 

 

http://bcrdh.ca/
https://bcrdh.ca/toolkit/partners/digitization
https://bcrdh.ca/toolkit/partners/metadata
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The simplest way to locate your repository on BCRDH is by using the browse tab, which is 

located on the top right corner of the site. 

 

From there you will have to select the aggregate collection that your repository belongs to. 

 

http://bcrdh.ca/
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You will now see a list of all of the repositories that belong to that aggregate collection. Select 

your repository from the list. 

 

Once you are on your repository's page you will be able to see all of the collections and/or fonds 

that have been ingested into BCRDH. If you are reviewing a temporary collection before it is 

published, you will need to login to BCRDH first using the login button on the toolbar at the top 

right corner of the page. 

 

For more information see our section on Navigating and Searching in BCRDH. 

http://bcrdh.ca/
https://bcrdh.ca/toolkit/navigating-and-searching
https://bcrdh.ca/toolkit/navigating-and-searching
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View our video on the upload and repository review process at 

https://www.youtube.com/watch?v=lkC1H-4lU00 

 

http://bcrdh.ca/
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This section includes a list of funding opportunities available to heritage organizations in the 

B.C. interior to assist repositories in a range of activities including digitization, staffing, 

preservation and collection maintenance of their materials. For partners interested in applying for 

digitization projects, BCRDH staff may be able to assist with the preparation of applications. If 

you are interested in exploring this possibility, please contact us. 

 
 

Administered by Indigitization, the Audio Cassette Digitization Grant is available to First 

Nations and Indigenous communities in B.C. to digitize audio cassettes. Matched funds of up to 

$10,000 are available per project. 

The BC History Digitization Program is offered through the University of British Columbia's 

Irving K. Barber Learning Centre and matches funds for digitization projects. Projects funded 

through this program must result in free online access of the digitized material. 

Administered through the First Peoples' Cultural Council, the Digitization Grant Initiative funds 

the digitization of oral, audiovisual, and textual records that contain language recordings or 

teaching. Projects that prepare materials for digitization are also funded, such as preparing 

records for digitization through curation or description. Applicants are limited to First Nations 

communities or organizations in British Columbia. 

Library and Archives Canada administers the Documentary Heritage Communities Program, 

which grants $1.5 million annually to culture heritage organizations across the country. Funds 

can go towards 1) increasing and/or promoting access to collections or 2) enhancing capacity for 

the sustainability and preservation of the organization. 

http://bcrdh.ca/
http://bcrdh.ca/make-contact
https://www.indigitization.ca/funding/audio-cassette-grant/
https://www.indigitization.ca/
https://ikblc.ubc.ca/initiatives/bcdigitinfo
http://www.fpcc.ca/language/Programs/DGI.aspx
https://www.bac-lac.gc.ca/eng/services/documentary-heritage-communities-program/Pages/dhcp.aspx
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Heritage B.C. administers the Columbia Basin Trust-funded Heritage, Museum, and Archives 

grants to cultural heritage organizations located in the Columbia Basin Trust region. Funds go 

towards specific projects that are in-line with the GLAM sector, including planning, 

conservation, exhibits, collections and outreach. Past grantees have also used their funds to 

digitize materials. 

Listen, Hear Our Voices is administered through Library and Archives Canada and funds the 

digitization of Indigenous audiovisual or oral recordings that are deemed to be culturally 

important. In addition, projects or initiatives that build capacity for the future digitization of said 

recordings can also be funded through this grant. 

The Terry Reksten Memorial Fund is administered by the Friends of the British Columbia 

Archives and offers two $1000 grants to community archives, historical association, and 

museums. Grant funds go towards supporting the acquisition, preservation, indexing, and 

dissemination of archival materials. Past grantees have also used their funds to digitize materials.  

 
 

The Technical Training Stream of the B.C. Employer Training Grant offers a subsidy of up to 

80% of eligible training costs required to train current or new employees on technical skills 

needed to counteract automation or technological advancement in the workplace. 

Offered by WorkBC, the Workforce Training Stream of the B.C. Employer Training Grant offers 

a subsidy of up to 60% of eligible training costs that lead to a new job for unemployed workers, 

or a better job for currently employed workers. 

Canada Summer Jobs is a wage subsidy program for youth offered through the federal 

government's Youth Employment and Skills Strategy. Organizations with fifty or fewer 

employees are eligible, with non-profit organizations eligible for up to the entirety of the 

http://bcrdh.ca/
https://ourtrust.org/grants-and-programs-directory/heritage-museum-and-archive-grants/
https://ourtrust.org/about/basin-map/
https://www.bac-lac.gc.ca/eng/discover/aboriginal-heritage/initiatives/listen/Pages/funding1.aspx
https://friendsofbcarchives.wordpress.com/trmf/
https://www.workbc.ca/Employer-Resources/BC-Employer-Training-Grant/Workforce-Training-Stream.aspx
https://www.workbc.ca/Employer-Resources/BC-Employer-Training-Grant/Workforce-Training-Stream.aspx
https://www.canada.ca/en/canadian-heritage/services/funding/museums-assistance/indigenous-heritage.html
https://www.canada.ca/en/canadian-heritage/services/funding/museums-assistance/indigenous-heritage.html
https://www.workbc.ca/Employer-Resources/BC-Employer-Training-Grant/Workforce-Training-Stream.aspx
https://www.workbc.ca/Employer-Resources/BC-Employer-Training-Grant/Workforce-Training-Stream.aspx
https://www.workbc.ca/Employer-Resources/BC-Employer-Training-Grant/Workforce-Training-Stream.aspx
https://www.canada.ca/en/employment-social-development/services/funding/canada-summer-jobs.html
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minimum wage covered and public and private-sector organizations eligible for up to half of the 

minimum wage covered. 

Funded by the Columbia Basin Trust, the Career Internship Program provides funding for up to 

half of a full-time intern's salary for eligible organizations in the Columbia Basin Trust region. 

Internships last between seven and twelve months and ultimately result in permanent 

employment for the intern. 

Offered by the British Columbia Arts Council, the Co-op Placements program funds full-time 

student placements lasting up to thirty-two weeks at a non-profit or Indigenous arts and culture 

organization. Co-op placements are eligible for up to $10 000 per term, with organizations able 

to apply for two consecutive terms for a single student. 

Offered by the British Columbia Arts Council, the Early Career Development program funds 

internships and cohorts with a focus in museum, archival, or curatorial practice from applicants 

that are under 30 or have recently completed training. Grants are available to eligible 

organizations that have previously received a grant through the British Columbia Arts Council.  

Administered through the federal government, the Indigenous Heritage portion of the Museums 

Assistance Program funds projects that support "the preservation, management and presentation 

of Indigenous cultural heritage." Internships and museum exchanges are eligible under the 

program, and proposed projects can have salaries, wages, and travel costs covered, in addition to 

costs related to hiring consultants or Elders. 

The Wage Subsidy Program is administered through the College of the Rockies and funded by 

the Columbia Basin Trust. There are different program categories, with both the Co-op and 

School Works programs being the most applicable to heritage organizations in the Columbia 

Basin Trust region. The Co-op program subsidizes wages for full-time post-secondary students 

that are enrolled in a co-op program through their school and the School Works program 

subsidizes wages for full-time students working part-time. 

http://bcrdh.ca/
https://ourtrust.org/grants-and-programs-directory/career-internship-program/
https://ourtrust.org/about/basin-map/
https://www.bcartscouncil.ca/program/co-op-placements/
https://www.bcartscouncil.ca/program/early-career-development/
https://www.canada.ca/en/canadian-heritage/services/funding/museums-assistance/indigenous-heritage.html
https://ourtrust.org/grants-and-programs-directory/wage-subsidy-programs/?target=co-op-wage-subsidy
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Similar to the Young Canada Works in Heritage Organizations program, this Young Canada 

Works program is for youth that have graduated university and are unemployed or 

underemployed. Internships can be focused on any supporting the functions of galleries, 

libraries, archives, museums, and heritage organizations, in addition to conservation science or 

arts administration. This program typically subsidizes a quarter to half of the interns wages, in 

addition to some administrative costs associated with providing the internship. 

Young Canada Works is funded through the federal government and allows heritage 

organizations to hire students to work a full-time summer job with a duration of six to sixteen 

weeks. The program typically subsidizes a quarter to half of the intern’s wages. Additional funds 

are available for organizations that hire a student with disabilities that require accommodations. 

 
 

Administered through the federal government, the Access to Heritage portion of the Museums 

Assistance Program funds travelling exhibitions for non-profit museums that run year-round and 

have at least one full-time paid staff member. 

B.C. Community Gaming Grants fund a broad array of programs and services offered by non-

profit organizations that support accessibility and inclusivity. To be eligible, the program or 

service must be ongoing and in operation for at least a year by the time of application. 

The Central Okanagan Foundation offers grants on both a project and multi-year basis. 

Eligibility is restricted to registered charities located in the Central Okanagan Region, including 

Kelowna, West Kelowna, Lake Country, and Peachland. Grants should support financial 

sustainability or new initiatives, with multi-year grants also able to support daily operations. 

Administered through the federal government, the Access to Heritage portion of the Museums 

Assistance Program funds collections management projects for non-profit museums that run 

http://bcrdh.ca/
https://www.canada.ca/en/canadian-heritage/services/funding/young-canada-works/employers/employer-guide.html#a3a
https://www.canada.ca/en/canadian-heritage/services/funding/young-canada-works/employers/heritage-organizations-employers.html
https://www.canada.ca/en/canadian-heritage/services/funding/museums-assistance/access-heritage.html
https://www2.gov.bc.ca/gov/content/sports-culture/gambling-fundraising/gaming-grants/community-gaming-grants
https://www.centralokanaganfoundation.org/grants/cof-grants/
https://www.canada.ca/en/canadian-heritage/services/funding/museums-assistance/collections-management.html
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year-round and have at least one full-time paid staff member. Projects can either 1) support the 

improvement or implementation of collections management or collections storage solutions, or 

2) constitute a partnership between at least three heritage organizations to distribute museum best 

practices. 

Hamber Foundation Grants are available for registered charitable or educational organizations 

implementing projects in British Columbia. Supported projects vary, but generally fall under four 

portfolio areas: Educational Resources, Amateur Athletics, Health and Welfare, and Cultural and 

Creative Arts. 

Administered through HeritageBC, the Heritage Legacy Fund is the successor to the now-

defunct BC Heritage Trust. The Legacy Fund supports heritage conservation, outreach activities, 

reconciliation efforts, and community-based heritage projects to non-profits, charities, schools, 

First Nations, and local governments. 

The Indigenous Heritage Micro-Grants is administered through the First Peoples' Cultural 

Council and offers up to $2000 for projects that support Indigenous heritage, knowledge sharing, 

and cultural heritage skills building. Eligible organizations include B.C. First Nations bands and 

tribal councils, Indigenous-controlled non-profits, and First Nations schools and educational 

centres. 

The Indigenous Languages and Cultures Program, funded by the federal government, funds 

Indigenous language revitalization projects at Indigenous controlled organizations. Funded 

project types include: capacity building, language preservation and revitalization, community 

engagement, and cultural development. 

Offered by the British Columbia Arts Council, this funding program offers funds to support the 

operating costs for public museums and Indigenous cultural centres. Eligible organizations have 

been providing year-round programming for at least two years, compensate staff and artists at 

industry standard rates, have professional leadership, and hold a permanent collection. 

http://bcrdh.ca/
http://hamberfoundation.ca/
https://heritagebc.ca/heritage-legacy-fund/
http://www.fpcc.ca/culture/projects/Micro-Grants.aspx
https://www.canada.ca/en/canadian-heritage/services/funding/aboriginal-peoples/languages.html
https://www.canada.ca/en/canadian-heritage/services/funding/aboriginal-peoples/languages.html
https://www.bcartscouncil.ca/program/public-museums/
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Offered by the British Columbia Arts Council, this program funds specific projects proposed by 

museums, Indigenous cultural centres and visual arts organizations. Covered projects include 

new programs and exhibitions, residencies, audience development, collections management, and 

dissemination projects. 

Offered by the British Columbia Arts Council, the Strategic Opportunities program supports 

projects that enhance programming, build capacity, improve facilities or equipment, or assist in 

organizational transition. Eligible organizations are not currently receiving Operating Assistance 

through the Art Council, but has received at least one grant from the Arts Council since 2014. 

The Virtual Exhibits Investment Program is administered through the Canadian Museum of 

History and funds virtual exhibition development. Eligible organizations include Canadian 

cultural heritage organizations and Indigenous organizations. Two streams are available: a 

medium stream that funds projects from $50,000 to $150,000 and a large stream that funds 

projects from $150,000 to $250,000. 

 

http://bcrdh.ca/
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https://vmc.historymuseum.ca/virtual-exhibits-investment-program/
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Professional procedures that are generally accepted as the best or most ‘correct’ way of doing 

something 

In the DOH repository, a collection is a group of items that have been deliberately placed 

together or that have come together naturally. While digitizing, we want to reflect the physical 

groupings of items through the creation of ‘collections’ in our filenames and directory structures 

An item that has two or more parts that are connected to each other in some way. This can be a 

double sided postcard, a multi page document stapled together, or a book. As we digitize items, 

we want to keep the digital images connected in the same way that the physical items were.  

The process of turning a physical item into a digital item and documenting metadata for that 

item. 

A way of saving files that is hierarchical and systematic. 

A unit of measurement that indicates the density of physical dots present per inch of an image. 

Traditionally, DPI was used in printing environments, where ink printers deposited thousands of 

small dots on a page, which together formed the desired image. DPI is often used synonymously 

with PPI, the two are not the exact same. DPI is used for the output of the digital image to the 

physical environment and PPI is used for the input resolution of the image in digital space. 

Regardless, images with a higher DPI or PPI will result in higher image quality. To avoid 

confusion, this toolkit will use DPI since it is the acronym most commonly used by digitization 

technology. 

http://bcrdh.ca/
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The name given to a digital derivative upon creation. Filenames should be unique and identify 

what fonds/collection the item belongs to. 

A fond is an archival term for a group of documents that have come together naturally over time. 

While digitizing, we want to keep the items in the fond together through the use of filenames and 

a directory structure. Throughout these documents the term collection is used instead of fonds for 

ease of terminology. 

The smallest single unit, the most basic level of archival description. For a photo collection, a 

physical ‘item’ would be a single photograph, and for a digital photo collection, the ‘item’ would 

be the single file that represents that photo. 

A common image file format that works well on the internet as it is quick to load. This is a lossy 

compression format and should only be used as an access copy for digitized images. 

Lossy compression occurs when digital information is lost during the conversion to a particular 

file format. Lossy compression is typically used to reduce the size of a file and removes 

information that is considered superfluous by the convertor, such as similar colour information. 

Lossy compression is acceptable to use for access copies, but should never be used for archival 

master files. 

Lossless compression is used to refer to file compression that does not result in any lost digital 

information during the conversion process. Lossless files will be larger than lossy files, but 

should always be used for archival master files to ensure that no important information is lost. 

Information about an object that helps to situate it in context and allows people to search for the 

item or items like it. 

http://bcrdh.ca/
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Optical Character Recognition (OCR) is the process of digitally converting digitized images of 

text into machine readable type. 

A unit of measurement that indicates the density of digital pixels present per inch of an image. 

While PPI is often used synonymously with DPI, the two are not the exact same. DPI is used for 

the output of the digital image to the physical environment and PPI is used for the input 

resolution of the image in digital space. Regardless, images with a higher DPI or PPI will result 

in higher image quality. To avoid confusion, this toolkit will use DPI since it is the acronym 

most commonly used by digitization technology. 

This is a file format that provides an electronic image of text or graphics that looks like a printed 

document and can be viewed, printed, and electronically transmitted. 

A place where things are stored and can be found. For DOH this represents all of our project 

partners who have the physical version of the items that have been or will be digitized. 

Using a scanner to turn a physical image or item into a digital item. 

Film sprockets are holes on the edge of a film strip that are used by cameras and/or projectors to 

pull the film from one frame to the next. Different film stocks will have different sprockets 

shapes and placement. Certain rare film stocks have sprockets in the center of the frame, rather 

than on the edges. 

A common image file format, short for Tagged Image File Format. Unlike JPEGs, a TIFF can be 

both a file format in its own right as well as a wrapper for other image files, like JPEGs. TIFF 

files are the ideal format for archival masters because they are both lossless and stable. However, 

it is important to note that lossy compression is irreversible and wrapping a lossy image format 

http://bcrdh.ca/
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in a TIFF will not undo this loss. Subsequently, TIFFs and JPEGs will need to be derived 

separately, rather than wrapping a jpeg in a TIFF afterwards. 

To transcribe something is to copy it exactly as it appears in the original 

http://bcrdh.ca/
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