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 The digitization process will go through the 
following phases: 
 scanning documents and converting them to a 

format a word processor can read; 

 proofreading and reformatting them so they 
conform to your requirements; and 

 adding metadata (information used to catalogue the 
documents) 

 At the end of this process the hardcopy documents 
will have been transformed into electronic documents 
that can be included in a digital library 

 



 existing electronic 
copies (electronic 
documents that have 
already been prepared); 
and 

 future electronic copies 
(documents that are still 
in preparation, or that 
will be produced in the 
future). 



 The physical characteristics of a document determines how 
easy or how difficult it is to be digitized 

 
EASY DIFFICULT 

White, clean opaque paper  Coloured, damaged or thin paper 

Simple layout, single columns  Complex layout, multiple columns  

Single sheets  Fragile, heavy bindings  

Straight text with headings, few 
pictures  

Many pictures, equations and tables  

Standard computer typefaces  Unusual typefaces, poor quality 
printing, typewriting, handwriting  

Unaccented Roman scripts  Accented and non-Roman scripts  



 Equipment: 

scanner 

storage devices 

computer 



 Software: 



 Language: 

 When dealing publications with languages that 
use Roman scripts with a lot of accented 
characters (such as á, å etc.) and non-Roman 
scripts (Arabic, Chinese, Cyrillic, etc.). It is advised 
to do the following to solve the problem: 

▪ seek OCR software that is specific for your language, 

▪ set up a language-specific dictionary in your 
spellchecking or word processing program 



 Personnel: 
 



 Cost: 
Equipment and software Scanner, computers, software, office furniture. 

Document acquisition Registration, categorization, mailing and transport 
costs, staff time. 

Scanning Staff time, photocopying (if you photocopy documents 
before scanning them). 

OCR, proofreading and 
layout 

Staff time, consumables (disks, paper). 

Metadata assignment Staff time (depends on the number of documents, the 
difficulty of the subject, and the salaries of the 
specialists). 

Management and overhead Management, overhead, staff training. 

Contingency Additional, unanticipated expenses. 



 The Process 

Obtaining documents 
 

Collecting documents to be 
digitized. 

Registering documents 
 

Registering documents to keep 
track of them. 

Scanning 
 

Transforming hardcopy into 
electronic files (image format) 

Producing the Final Version 
 

Adding metadata and other 
elements to complete the product) 

Proofreading and Reformatting 
 

Making corrections to the 
document text and layout. 

Optical Character Recognition  
 

Converting documents from image 
to text format. 

 



 The Process: 

 Before starting, consider the following options: 

Scanning 
 

Transforming hardcopy into 
electronic files (image format) 

Optical Character Recognition  
 

Converting documents from image 
to text format. 

 

It is possible to scan and 
OCR in a single operation, 
but it may be better to do 

these tasks separately: 
scan using the software 

that came with your 
scanner, then OCR the 

resulting files in a 
dedicated OCR program.  



 Managing Documents: 

 Cataloging and establishing a filing system is 
advised when scanning a large number of 
documents 

 Keep the hardcopies of documents at each stage 
of the process separate from those at earlier and 
later stages. As each document is processed, take 
it out of one folder, process it, and put it in the 
next folder. 



 Managing Documents: 

 



 Managing Documents: 

 keep track of the electronic versions of the 
documents you have scanned by keeping separate 
versions of each file in different subdirectories  

 



 Managing Documents: 

 keep track of the electronic versions of the 
documents you have scanned by keeping separate 
versions of each file in different subdirectories  

 keep versions of the documents that you have 
scanned until you are finished, just in case the file 
become corrupt then you can go back to the 
previous version 

 make sure to make back-ups of each document 

 



 Scanning the Documents. Before scanning 
make sure that: 
 the documents are clean, in complete pages, in 

proper order and in good condition 

 if the document is in poor condition try to find a 
new copy 

 if a sheet-fed scanner will be used, it is advised that 
a copy of a document/book be cut open to be able 
to feed individual sheets through the scanner 

 or, photocopy each page and feed the photocopy 
through the scanner 



 Scanning the Documents. Remember that: 
 the better the quality, the more disk space the image 

takes up (and the slower it downloads over the 
internet) 

 for a textual document choose a setting with low 
resolution (72 dpi) and black and white 

 document that contains both text and graphics, may 
be scanned twice: once to scan the text in black and 
white, and again to scan the pictures in colour 

 save the text and graphic as separate file, then 
incorporate them later 



 Scanning the Documents. Remember that: 
 the better the quality, the more disk space the image 

takes up (and the slower it downloads over the internet) 
 for a textual document choose a setting with low 

resolution (72 dpi) and black and white 
 document that contains both text and graphics, may be 

scanned twice: once to scan the text in black and white, 
and again to scan the pictures in colour 

 save the text and graphic as separate file, then incorporate 
them later 

 the software may produce a separate image file for each 
page of the document, in TIF format or in its own 
proprietary format that can be converted to PDF later 



 Optical Character Recognition 

 OCR software converts a scanned image into a 
text file that a word processor can read 

 the software then breaks the text blocks down 
into lines and individual characters. It tries to 
match the image of each letter against patterns it 
recognizes as an 'a', 'b', etc. 



 Optical Character Recognition. How about 
those special characters (Latin scripts with a lot 
of accented characters (such as á, å, æ, â, etc.), 
and non-Latin scripts (Amharic, Arabic, 
Burmese, Chinese, Cyrillic, Hindi, Japanese, 
Khmer, Korean, Thai...)? 
 use a language-specific dictionary in spellchecking or 

word processing program 
 use Unicode to represent characters 
 if the OCR software fails to recognize a large number 

of characters, it may be better to retype all or parts of 
the document, or to scan the text as an image 



 Optical Character Recognition 

 save your file, choose the format : 

▪ DOC, RTF or SXW if you want to produce PDF 
documents – or, 

▪ HTML - if you want to produce HTML documents 

 name the file following your file-naming 
convention 



 Proofreading 

 comparing the scanned text on screen with the 
hardcopy, and entering the corrections directly 
into the computer 

 printing out the scanned text and comparing it 
with the original copy 

 proofread tables and graphics carefully 



 Layout 
 OCR software may produce a document that 

consists of straight text: no columns, no pictures, 
no headers and footers 
▪ reinsert these by hand, or correct where they appear on 

the page 

 typeface, heading styles, and so on, can be 
changed to make the document more attractive 
and readable 

 to avoid proofreading errors it is better to correct 
layout errors after the proofreading 



 Layout 
 for HTML documents, use a simple layout: a single 

column of text, and so on 

 for documents destined to become PDFs, use a 
word processor to create a suitable layout 

 to create both HTML and PDF versions of the 
document, do all the proofreading and layout in a 
word processor, then convert the finished result 
into PDF and HTML formats 

 Do not try to recreate the original layout exactly: it 
can be very difficult and time-consuming 



 Producing the Final Version 
 for many documents, some  additional information 

can be added to the text so that readers can 
identify it easily 
▪ for a book, book title, author or editor, publisher and 

publication date must be included 
▪ for chapters in a book, title and author of that chapter and 

the original page numbers in the printed version of the 
book must be included 

▪ for journal articles, journal title, date, volume and issue 
number, the article title and authors, and the page 
numbers in the original printed journal must be included 

▪ this information may be added on the first page or in a 
footnote 



 Producing the Final Version 
 in HTML and PDF files, "bookmarks" and 

hyperlinks to a document can be added. 

 a "live" table of contents for that document, can 
also be made so the user can click on a chapter 
title in the Table of Contents, and jump directly 
to that chapter in the text 

 When the final layout is finished the documents 
can be put in the "Final" folder: they are now 
ready to be included in a digital library. 



 Digital libraries, repositories and documents: 
Information Management Resource Kit (Eng. 
version 1.0). (2010). Rome, Italy: FAO.* 
 
 

*Note: Majority, if not all of the contents of this 
presentation was taken from the above mentioned 
resource. 



 Hardware: Sheetfeed 
Scanner 
 Use the same basic technology 

as flatbeds, but maximize 
throughput, usually at the 
expense of quality 

 Generally designed for high-
volume business 
environments, they typically 
scan in black and white or gray 
scale at relatively low 
resolutions 

 Documents are expected to be 
of uniform size and sturdy 
enough to endure fairly rough 
handling 



 Scanning Software: IRFAN View 
 
 
 

 a very fast, compact and innovative FREEWARE 
image format viewer/converter for 
Windows9x/ME/NT/2000/XP/2003/Vista/Windo
ws 7/Windows 8 

 



 OCR Software: Abby FineReader 
 
 
 
 an optical character recognition (OCR) software that 

provides unmatched text recognition accuracy and 
conversion capabilities, virtually eliminating retyping 
and reformatting of documents 

 converts scanned paper documents, digital images of 
texts and image-only PDFs into actionable formats such 
as Microsoft® Word, Excel® or searchable PDFs 

 support up to 190 languages are supported for text 
recognition 



 The Digitization Process 

 scanning original institutional publications using 
sheetfed/ordinary flatbed scanners 

 Original copy was “sacrificed”, unbound and 
scanned 

 Master file in TIFF format 

▪ Resolution of 300dpi or higher 

▪ Stored in hard disk and a back up drive 

▪ Kept separately from the derivative file 

 



 The Digitization Process 
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 The Digitization Process 
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 The Digitization Process 
 Thumbnail copy (JPG) 
 – Derived for all material formats from TIFF master 
 – Resolution: 72-100 DPI 
 View / Service copy (JPEG/PDF) 
 – Derived for all material formats from TIFF master 
 – Resolution: 72-100 DPI 

 Print Copy (PDF) 
– Derived for all material formats from TIFF master 
– Compressed 

– Resolution: 100-150 DPI 



 Optical Character Recognition (OCR) 
 OCR using ABBYY Finereader version 11 

▪ did not settle for automatic conversion of scanned document 
to PDF nor on automatic OCR included or bundled with the 
scanners or with Adobe Reader/Acrobat. 

 Each document was proofread and re-encoded 
▪ for publications with simple lay-out, the texts were re-

encoded 

▪ for more complicated ones, text under image final output was 
chosen 

▪ some basic HMTL programming was required for tables 
pictures were scanned as is 

 

 



 The Digitization Process 
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 Delivery Format 

 Born-digital publications and scanned 
publications were converted to PDF/A as a 
standard delivery format 

 PDF/A is the archival version of the PDF file 
format, an open source tool managed by 
International Standards Organization (ISO). 

▪ It enables long-term digital preservation of electronic 
documents that are already self-contained. 

 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



 

 



MARAMING 
SALAMAT! 


