STANDARDS REQUIRED FOR THE
DIGITIZATION OF DOCUMENTS
OROTHER OBJECTS FOR FILE
UPLOAD TO DIGITAL
REPOSITORIES



The Digitization Process

f  EXISTING
HARDCOPIES

DIGITAL LIBRARIES



The Digitization Process

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



Handling Electronic Documents

ou EXISTING
' HARDCOPIES

EXISTING
ELECTRONIC
COPIES

DIGITAL
LIBRARY

FUTURE
ELECTRONIC

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).



How Easy it is to Digitize

Documents?

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

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 Many pictures, equations and tables
pictures

Standard computer typefaces Unusual typefaces, poor quality

printing, typewriting, handwriting

Unaccented Roman scripts Accented and non-Roman scripts



Basic Facilities and Requirements

for Digitization

Equipment:

scanner
computer




Basic Facilities and Requirements

for Digitization

Software:

Software type
Scanning and OCR

Word processor and
spellchecker

File conversion

Image management

Image editing
PDF creation

PDF viewing

Purpose

To convert the hardcopy image to a
digital one, and then into text that a
word processor can understand. A
lite’ version of scanning and OCR
software is normally provided when
you buy a scanner.

To correct text errors and to
optimize page layout.

To convert files from one format to
another.

To view, modify and manage
images.

To edit images.

Needed if you choose to create PDF |
documents.

Needed if you choose to read PDF
documents.

Examples

Ocropus (open source/multilingual)
Readiris

Abby Finereader

Omnipage

AbiWord (open source/multilingual)
Openoffice (open source/multilingual)
Microsoft Office Word

Zamzar (free)

YouConvertlt (free)

Picasa (open source/multilingual)
Adobe Photoshop

lview

Adobe PhotoShop

Gimp (free)

PrimoPdf (free)
Adobe Acrobat

Adobe Reader (free)
PDF-XChange Viewer (free)



Basic Facilities and Requirements

for Digitization

Language:
When dealing publications with languages that
use Roman scripts with a lot of accented
characters (such as 4, a 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



Basic Facilities and Requirements

for Digitization

Personnel:

The following types of staff are needed for the digitization process:

A manager to
coordinate the team
and the digitization
workflow.

Staff to do
scanning, OCR,
proofreading and
layout.

i

Staff assigning
metadata.

Logistical and
secretarial staff.




Basic Facilities and Requirements

for Digitization

Cost:

Equipment and software

Document acquisition
Scanning
OCR, proofreading and

layout

Metadata assignment

Management and overhead

Contingency

Scanner, computers, software, office furniture.

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

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

Staff time, consumables (disks, paper).

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

Management, overhead, staff training.

Additional, unanticipated expenses.



From Hardcopy to Electronic

Documents: Workflow

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.




From Hardcopy to Electronic

Documents: Workflow

The Process:
Before starting, consider the following options:

Scanning 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 filesin a
dedicated OCR program.

Transforming hardcopy into
electronic files (image format)

Optical Character Recognition

Converting documents from image
to text format.




From Hardcopy to Electronic

Documents: Workflow

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.



From Hardcopy to Electronic

Documents: Workflow

Managing Documents:




From Hardcopy to Electronic

Documents: Workflow

Managing Documents:

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



From Hardcopy to Electronic

Documents: Workflow

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



From Hardcopy to Electronic

Documents: Workflow

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



From Hardcopy to Electronic

Documents: Workflow

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



From Hardcopy to Electronic

Documents: Workflow

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



From Hardcopy to Electronic

Documents: Workflow

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.



From Hardcopy to Electronic

Documents: Workflow

Optical Character Recognition. How about
those special characters (Latin scripts with a lot
of accented characters (such as 3, 3, &, 3, 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




From Hardcopy to Electronic

Documents: Workflow

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



From Hardcopy to Electronic

Documents: Workflow

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



From Hardcopy to Electronic

Documents: Workflow

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



From Hardcopy to Electronic

Documents: Workflow

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



From Hardcopy to Electronic

Documents: Workflow

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 orin a
footnote



From Hardcopy to Electronic

Documents: Workflow

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.



Reference:

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.



Digitization: SEAFDEC/AQD Institutional

Repository’s Best Practices

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




Digitization: SEAFDEC/AQD Institutional

Repository’s Best Practices

Scanning Software: IRFAN View

y IRFANVIEW

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



Digitization: SEAFDEC/AQD Institutional

Repository’s Best Practices

OCR Software: Abby FineReader

ABBYY

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



Digitization: SEAFDEC/AQD Institutional

Repository’s Best Practices

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



Digitization
Repository’s Best Practices

: SEAFDEC/AQD Institutional

The Digitization Proces
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+ with microsporidian infection on third abdominal segment.

DISEASES OF PRAWNS IN THE
PHILIPPINES

Ma. Cecilia L. Baticados

Development of Diseases in Culture
Systems

Major setbacks in culturing
prawns in the Philippines are often
caused by disewse. Diseases may
cause growth retardation, physical
deformities, physiological ~ mal-

ticados is & Resesrch
Amacicte of SEAFDEC Aqusculture De-
purtment. and ia presently the Head of
Fih Health Section

function, and mortalities. They
develop in culture systems in the
presence of a susceptible host (the
prawn), » virulent pathogen (the
disease agent), and an adverse enri-
ronment, The prawn’s ability to
resist disense depends on its nutri-
tional state and defense mechs
nisms (eg., the exoskeleton, mem-
branes, etc.) as well a5 on age of
species differences.

(continued on pege 2)

QD
RESEARCHERS
WIN AWARDS

SEAFDEC AQD researthers ar
winning awards for their scientific
journal articles

The latest was *The Effocts of
Water Hardness on the Hatching
and Viability of Silver Carp (Hypo-
phibalmichthys malitrie)” o-au-
thored by Angelito C. Gonaal,
Emiliano V. Aralar, and Ma. Jose
fina F. Pavico all of AQD Binango-
nan Fresiwater Station, [t won
the 1988 ICLARM Naga Award
for the best scientific paper of the
year in fisheries
by third-world authors. Published
in Aquaculture B4(1987):111-118,
the paper compares six water
ness concentrations for optimum
(continued on poge 12)
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Digitization: SEAFDEC/AQD Institutional

Repository’s Best Practices

The Digitization Process




Digitization: SEAFDEC/AQD Institutional

Repository’s Best Practices

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



Digitization: SEAFDEC/AQD Institutional

Repository’s Best Practices

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



Digitization: SEAFDEC/AQD Institutional

Repository’s Best Practices

The Digitization Process




Digitization: SEAFDEC/AQD Institutional

Repository’s Best Practices

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 (1SO).

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



Digitization: SEAFDEC/AQD Institutional

Repository’s Best Practices

Options

Document | Scan/Open | Read | 5&8YE | View | Advanced

DOCX/ODT/RTF | XLSX |PDF | POF/A& |HTML |PPTX |TXT |CSv | EPUB/FB2 | Djvu

Default paper size

|Cust|:|m - |
Save mode
|Text under the page image - |
Keep text and background colors Create table of contents
| Keep headers and footers | Enable tagged PDF
Compress images using MRC
Apply ABBYY PrecseScan to smooth characters o ages
Image settings
Custonm. .. - Keep pictures
Best guality (source image resolution)

Balanced
Compact size (300 dpi)

aK | | Cancel | | Help




Digitization: SEAFDEC/AQD Institutional

Repository’s Best Practices

|,@—-EE-

P

Custom Settings

Reduce image resolution based on target output

Resolution:
Printing, high-quality screens (300 dpi

" CMy
2L dp

m

S .
= = daing, v
p

L

Color control: | Convert color and grayscale images to black-and-wh |

Do not change image color
Convert color images to grayscale

Quality:

Automatic
Bladk-and-white images: CCITT, JBIGZ {lossless)

Cancel

Ok

Reset |




Digitization: SEAFDEC/AQD Institutional

Repository’s Best Practices
__ —

Save  |View | Advanced

-

Cptions

Document | ScanfOpen | Read

DOCX/ODT/RTF | ¥LSX | PDF

PDF/A |HTML |PPTX | TXT |csv | EPUB/FB2 | Djvu

Default paper size

|Cusb:-m - |
Save mode
[Text under the page image V]
Text and pictures Dr_lh..f Create table of contents
Text over the page image 7| Enable tagged POF

Page image only
e BT D teaCes i th mmnt

Image settings

Custom...

Help

Cancel

Ok




Digitization: SEAFDEC/AQD Institutional
Repository’s Best Practices

:O Save selected pages as
) _,-'v » omputer » Local isk(F:) » QRR » import » v5n4_1-04

Organize ¥ New folder

<| Documents > Name Date modified Type
, Music i P - =

: | JuarioJV1981.pdf.txt 0/8/201511:49 AM  Text Document
b=/ Pictures

Subversion

B videos

*& Homegroup

/% Computer
&, Local Disk (C:)
ca Data (D)
7 TEEAL (E9)
= Local Disk (F:)
% DSpace (\\10.10.]
5 TEEAL (\\libpacl! _

File name: QRRv5nd.txt

Save as type: [Text (*.ixt)

Microsoft Word Document (*.docx)
Microsoft Word 97-2003 Document (*.doc)
Rich Text Format (*.rtf)

OpenDocument Text (*.odt)

PDF Document (*.pdf)

4 Hide Folders

HTML Document (*.htm)

Text (*.txt)

Microsoft Excel Workbook (*.xlsx)
Microsoft Excel 97-2003 Workbook (*.xls)
Microsoft PowerPoint Presentation (*.pptx)
CSV Document (*.csv)

FictionBook (*.fb2)

Electronic Publication (*.epub)

DjVu Document (*.djvu)




Digitization: SEAFDEC/AQD Institutional

Repository’s Best Practices

Document | Scan/Open | Read | Save | View | Adwvanced

Document languages

English « [EditLanguages.
Document type

@ Auto Fax Typewriter
Color mode

B '@ Full color (preserves colors when adding pages)

[ | Black and white (OCR. becomes faster, but all colors are lost)

Document proper ties

| Save the document's metadata, induding the following:
Title:

Authors: | == |
Subject:

Keywords:

Document location

F:\QRRW5\QRRYSN4

K || Cancel || Help




Digitization: SEAFDEC/AQD Institutional

Repository’s Best Practices

¥ 4
Docurment Properties I—Ehl

| {| Security | Fonts | Custom | Advanced

Description

File: Juaric/V1981.pdf

Title: |E1"Fect5 of exogenous hermone injections on milt consistency in newly caught, wild milkfish

Author: |"J.‘u‘. Juario, G.F. Quinitio, J. Banno and M. Matividad”

Subject: |

Keywords:  [induced breeding; roes; sex hormones; fish culture: Chanes chanos

Created: 10/8/2015 3:50:19 AM
Modified: 10/8/2015 11:58:04 AM

Application:

Advanced
PDF Producer:  ABBYY FineReader 12
PDF Version: 1.4 (Acrobat 5.)
Location:  FAQRRMImMportiwond_01-04%
File Size:  193.21 KB (197,845 Bytes)
Page Size:  7.00x10.00 in MNumber of Pages: 4

Tagged PDF: Yes Fast Web View: VYes

OK | | Cancel
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Mangrove-friendly Aquaculture Studies
at the SEAFDEC Aquaculture Department

JH. Primavers and A T. Trmo
Southeast Azian Fisheries Development Center
Armamlmre Deparment
5021 Tighauan, lloilo, Philippines

L Absirace

Th= SEAFDELC Aguacmlture Departmen: smdies oo mangrovefdendly
o agnacalmre (MPA) can be categorized mnder two models: a) mangrove filters where
macgrove forests are msed to absoch efflmenss from high-density coltore ponds, and
b} agmasilvicolmre or the low-density colmre of crabs. shrimp and fish negmied
with mangrowves. In a smdy using the fimt model shimp pond effloents were
retziced in an enclosed mongrove area prior to release o receiving waters. Nutbests
and other water guality parameters, and bacterdal levels were momitored in the
nmtrexted efinents and post-mangrove water.

In the second MFA model mangrove pens and ponds installed in old sowth
and newly regemerating mamgrove sites in Aklan centm] Philippines were stocked
with mud cmb Soplls olivacesS. ramguebarica and shoimp Pemons monsdon.
Investment costs, sorvival and prodoction, amd cost-remm analysis for the pens
and pemds are peported in the paper Aside from the agoasibdicoltore thals im
collabamtion with local gpremment umits, other activites in the Albbn mangrove
sites are the snrvey and mapping of the 75ha area in IThajay. comstroction of a
treehonze, and the educational nse as field sie by Coastal Besoare Management
tminees of SEAFDEC Aquacolmre Deparmment and field biology smdens of the
Umiversity of the Philippines in the Visayas.

177 T

55

Introducnon

owa o ad g [177

Amidst the growing concerm of intermatiomal environmens] moR-govemment  orgEmizations
(MGOs) over the ecological impacts of aguaculrore, in eady 1096 the SEAFDEC Councl proactisely
mandated the Aguaculmre Deparmen: to condoct stodies on envirommens-friendly sheivp  colmee
and to build uwp it expertice on momgrowes. Under this imitiative, a Mangrove-Foesdly Agnacalmee
MFA) Semircr-Waorehop was argapized in Faly 1999, The Worckshop identified tmo MPA levels or
models: ) mangrove as filters where the absoching fonction of mangroves is nsed to process or treat
efflnentz from high-dencity colare ponds. and b)) agmasibicnlore (oo sibro-fishedes) ohere low-

density cultare ponds/pens are physically integrated with mangrove trees.

This paper reparts on stodies that fall ander both MPA models.



SEAFDEC/AQD Institutional Repository

INSTITUTIOMAL
REPOSITOR

I SAIEHome

DSpace @ SEAFDEC/AQD

Southeast Asian Fisheries Development Center, Aquaculture Department Institutional Repository (SATR) is
the official digital repository of scholarly and research information of the department. This is to enable the
effective dissemination of AQD researchers'in-house and external publications for free and online. The
repository uses DSpace, an open source software, developed at Massachusetts Institute of Technology (MIT)
Libraries. I[tis an Open Archives Inifiative (OAT)-compliant.

Initially, the repository shall contain preprints, full-texts or abstracts of journal articles, books and
conference proceedings written by SEAFDEC, AQD scientists and researchers. The aim is to promote these
publications especially those published in international peer-reviewed journals and generate higher citation
through increased visibility.

It will also provide free access to all in-house publications of SEAFDEC/ AQD. Full-text digitized copies of
fishfarmer-friendly materials like books, handbooks, policy guidebooks, conference proceedings, extension
manuals, institutional reports, annual reports (AQD Highlights), and newsletters (SEAFDEC Asian
Aquaculture, Aqua Farm News, AquaDept News and AQD Matters) can be retrieved and downloaded.

In the future, SAIR will expand its eollection to include images, presentations, audios, and videos among
others.

The objectives of the repository are to: (1) to provide reliable means for SEAFDEC/ AQD researchers to store,

preserve and share their research outputs and (2) to provide easy access and increase the visibility of
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