Submitting to the first phase of the IR:
Preliminary workflows for a variety of scenarios
Situation A:  Content of paper = content of electronic, Aleph record for title exists already. 

Titles that fall into the category would include Impact and Annual Financial Report. 
1. The University Archivist, or other authorized submitter, realizes/discovers/notices that a UF affiliated title (primarily text based) previously published, received, cataloged in Aleph and collected in paper format is now also being created and distributed via electronic format.  After determining that the title is worthy of collecting in electronic format, the submitter determines that the electronic version of the title contains basically the same information as the paper copy. 
2. The submitter determines best possible URL of electronic version of the title (called digital resource [DR] for the rest of this document).

3. Submitter submits the following metadata via Web form.

a. Title of paper copy/DR

b. Name of creator/agency/author

c. Date/year DR published

d. URL of DR, at original host site (OHS)
e. Aleph # 
f. Name and contact info of submitter

4. NOTE: output of Web form could take a variety of forms:
a. Email

b. Rows in an Excel spreadsheet

c. Or ??

5. Output of Web form forwarded to Priscilla Williams, in CatMet

6. CatMet staff open and examine DR on OHS and confirm that bibliographic record for paper copy sufficiently describes DR as well. If necessary, small updates are made to bib record of paper copy and an 856 field pointing to DR at OHS is added to record for the sake of provenance and trustworthiness. Public language in OPAC for link indicates “Document Home page”.  OCLC??  Holdings?? Level of authority?  Subject keywords??  
7. CatMet staff somehow alerts Vetter, probably located in DLC, that Aleph record # so and so has been updated and a link to a DR has been added.
8. Vetter imports Aleph information into DLC Tracking database. (DTdb). 

9. Bibliographic Identification (Bib) and Volume Identifier (Vid) are assigned using appropriate project code which is determined by ???.. 
10. Vetter opens URL of DR at OHS and captures DR content, assigning it correct Bib and Vid.  
11. Internal DLC normalization, metadata creation, quality control and OCR occur. 

a.  If necessary, someone at office of OHS is contacted and a source version of the document may be requested.
b. Somewhere in the publicly viewable UFDC metadata, it is noted that print version of previous years are available and to please see Aleph Record # for details.

c. Affiliation is noted in appropriate spot in metadata. (not needed now but will be in future when self submittal begins for individual authors)  For administrative documents, affiliation may = author/agency/creator. 
12. DR completes internal DLC processing and is loaded to ?? Collection of UFDC. 
	


a. All attempts shall be made to ensure that DR is posted with metadata that supports OAI-PMH (yes??). 
b. URL of UFDC resource is created and forwarded to CatMet for inclusion as a second 856 in Aleph bib record.  Public language in OPAC for second link indicates “Archived copies available here”

13. Locally, DR can be discovered in both Aleph and in UFDC using this method. (MetaLib may provide this service in the future)
14. Next time the publication posts an electronic version (how to know this? Some sort of automated alert? Action date?), the following steps should be followed:
a. If URL of OHS has not changed:
i. Submitter alerts Vetter that next issue is posted and Vetter follows Steps 10 through 12.

ii. Vetter notifies CatMet of new issue so that holdings of Aleph record updated to indicate availability of new issue.
b. If URL of OHS has changed:

i. Submitter alerts Vetter that next issue is posted and Vetter follows Steps 10 through 12.

ii. Submitter notifies CatMet staff, who updates Aleph record, inserting new URL in place of old URL and updates holdings
NOTE: Since the Libraries currently provide Aleph records for them, electronic theses and dissertations (ETD’s) would fall into this category.  However, a separate workflow for ingesting/capturing/pointing towards them from the IR will need to be developed.  
Situation B:  Title is ‘simple’ and electronic only, No Aleph record exists. 
A title that falls into this category is the Faculty Senate publication ‘Academics’.
1. The University Archivist, or other authorized submitter, discovers that a UF affiliated serial title, issued at least annually, primarily text based, is being published in electronic format.  The submitter determines that the title is worthy of collecting using his or her own criteria.
2. The submitter determines best possible URL of title [digital resource or DR] 

3. Submitter submits the following metadata via Web form.

a. Title of DR

b. Name of creator/agency/author

c. Date/year DR published

d. URL of DR, at original host site (OHS)

e. Name and contact info of submitter

4. NOTE: output of Web form could take a variety of forms:

a. Email

b. Rows in an Excel spreadsheet

c. Or ??

5. Output of Web form forwarded to Priscilla Williams, in CatMet

6. CatMet staff open and examine DR on OHS. Following cataloging rules for electronic serials, an original catalog record is created. An 856 field pointing to DR at OHS is included in record for the sake of provenance and trustworthiness. Public language in OPAC for link indicates “Document Home page”.  OCLC??  Holdings??

7. CatMet staff somehow alerts Vetter, probably located in DLC, that Aleph record # so and so has been created and a link to a DR has been included.

8. Vetter imports Aleph information into DLC Tracking database. (DTdb). 

9. Bibliographic Identification (Bib) and Volume Identifier (Vid) are assigned using appropriate project code which is determined by ???.

10. Vetter opens URL of DR at OHS and captures DR content, assigning it correct Bib and Vid.  

11. Internal DLC normalization, metadata creation, quality control and OCR occur. 

a.  If necessary, someone at office of OHS is contacted and a source version of the document may be requested.

b. Affiliation is noted in appropriate spot in metadata. (not needed now but will be in future when self submittal begins for individual authors)  For administrative documents, affiliation may = author/agency/creator. 

12. DR completes internal DLC processing and is loaded into ?? Collection of UFDC. 

	


a. All attempts shall be made to ensure that DR is posted with metadata that supports OAI-PMH (yes??). 

b. URL of UFDC resource is created and forwarded to CatMet for inclusion as a second 856 in Aleph bib record.  Public language in OPAC for second link indicates “Archived copies available here”

13.  Locally, DR can now be discovered in both Aleph and in UFDC using this method. (MetaLib may provide this service in the future)

14. Next time the publication posts an electronic version (how to know this? Some sort of automated alert? Action date?), the following steps should be followed:

a. If URL of OHS has not changed:

i. Submitter alerts Vetter that next issue is posted and Vetter follows Steps 10 through 12.

ii. Vetter notifies CatMet of new issue so that holdings of Aleph record updated to indicate availability of new issue.
b. If URL of OHS has changed:

i. Submitter alerts Vetter that next issue is posted and Vetter follows Steps 10 through 12.

ii. Submitter notifies CatMet staff, who updates Aleph record, inserting new URL in place of old URL and updates holdings
Situation C:  Data is ‘complex’ and electronic only, an Aleph record may or may not exist for all or a portion of title previously published in paper
A web site that falls into this category is the UF Factbook, especially the Fiscal Analysis section which includes many tables, including the Salary Survey . 
Course catalogs and course schedules fall within this category as well. 
1. The University Archivist, or other authorized submitter, realizes/discovers/notices that a UF affiliated title previously published, received, cataloged in Aleph and collected in paper format is now also being created and distributed via electronic format.  After determining that the title is worthy of collecting in electronic format, the submitter determines that the electronic version of the title has changed dramatically
2. The cataloging is very tricky here. Series record?  Sub series??  How to approach this is unknown at this time.

3. Another factor is that many of the data in question here are NOT primarily text based, but can be Excel spreadsheets or live, interactive, dynamically generated pages like those for the course catalog
4. Another issue that faces this category particularly is frequency of updates.  How often should a ‘copy’ of this information be captured by the first phase of the IR?

Situation D:  DR is available in electronic format and it is determined by selector that it is not worthy of inclusion in Aleph.

Titles that may fall into this category include grey literature, non serial titles and most if not all of the DR’s submitted once Phase two [author self submittal] of the IR is up and running.
1. Submitter (anyone affiliated with UF) determines that digital resource [DR] should be included in IR. 
2. The submitter determines best possible URL of DR 
a. This assumes that DR is posted on Web

b. NOTE: If not posted on Web, other option of retrieving DR will need to be devised, such as:

i.  burning a CD and delivering it via Sneaker net
ii. Submitter emailing it to Vetter 

iii. some batch upload process 

iv. or…
3. Submitter submits the following metadata via Web form.

a. Title of DR

b. Name of creator/agency/author

c. Affiliation, fill in the blank, [no drop down yet]

d. Date/year DR published

e. Possibly URL of DR, at original host site (OHS)

f. Name and contact information of submitter

4. NOTE: output of Web form could take a variety of forms:

a. Email

b. Rows in an Excel spreadsheet

c. Or ??

5. Output of Web form goes to Vetter
6. Vetter imports metadata information into DLC Tracking database. (DTdb). 

7. Bibliographic Identification (Bib) and Volume Identifier (Vid) are assigned to correct project code which is determined by ???.

8. Vetter captures DR content using most appropriate method, assigning it correct Bib and Vid.  

9. Internal DLC normalization, metadata creation, quality control and OCR occur. 

a.  If necessary, submitter is contacted and a source version of the document may be requested.

b. Affiliation is noted in appropriate spot in metadata. 

c. For administrative documents, affiliation may = author/agency/creator. 

10. DR completes internal DLC processing and is loaded into IR Collection of UFDC. 

	


a. All attempts shall be made to ensure that DR is posted with metadata that supports OAI-PMH (yes??)
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