Planning a Digitisation Project

Project Planning
To complete a digitisation project you need three main things: 

· Images that you want to digitise
· Equipment to digitise and store the images
· People to do the scanning and indexing
In order to make sure that the images, equipment and people come together properly, you should devise a plan for your project. The following steps will help give you an idea of how you can approach this:

1. Establish your group

Work out how many people are going to be involved – is it just one person doing everything; one person scanning, one indexing; a group of three doing a bit of everything? Decide who is going to be involved and determine their roles and responsibilities. 

2. Set your objectives

Why is this project taking place? Who is your intended audience? What do you want to get out of the project? Examples of project objectives could include: to make pictures more accessible; to increase pictures’ longevity by digitising fragile items; to create a greater pictorial record of the area; or to produce an online image gallery for primary school students.

3. Budget

How much do you have to spend? This will influence the scope of the project. There is no point, for example, in trying to digitise 1,000 photographs if all you have is $500. Be clear on how much money you have and set out exactly what you need for the project to meet its objectives.

4. Goals

Set well-defined goals for the project. These will reflect your objectives. If your objective is to make your images more accessible, your goal may be to make a minimum of 100 images publicly available on the internet. This is an example of a quantitative outcome – these goals can be measured. Other outcomes may not be measurable; these are known as qualitative measures. An example of a qualitative outcome would be to improve the knowledge of the library staff in regards to the selection, scanning, editing and indexing of digital images. Be careful when setting goals, these will be the measure upon which the success of your project is based: do not set unattainable goals, but do not set particularly easy ones either.

5. Duration

How long will the project run for? Six months, a year? Knowing this will help you devise your plan of action.

6. Action plan

Write out a schedule of how the project will eventuate. Break it down week-by-week or month-by-month. What do you hope to achieve by the end of the month? What do you need to have done by such a date to meet the project deadline? Is there a step that needs to be completed before anything else can take place?

7. Implement project

Go out and complete what you have set down in your action plan. Monitor the progress of the project. Depending on the set-up of the project, you could have weekly meetings (if several people are involved) or you can individually evaluate how things are going (if you are doing it alone).

8. Complete and evaluate

Finish up the project and prepare an evaluation of the project. How did things go? If some aspects worked well, what were they and how can they be implemented in the future. If some aspects didn’t work out as hoped, what improvements can be made in the future?

Hardware and Software

You’ve got your pictures, you’ve got people to scan them, but what equipment do you need? The following items are essential for a successful digitisation project.

PC(s)

Your computer(s) will need:
· A minimum of 256Mb RAM or higher with Windows XP. 

RAM stands for Random Access Memory. It signifies the working memory of the computer into which application processes can be loaded and executed. The higher the RAM, the more programs and applications it can have.

· A hard drive of 60-80 gigabytes with fast 7200 RPM. 

The hard drive stores all the computer’s information. A hard drive with a high RPM makes a big difference in the speed of processing large image files.

· Video board memory of 8-16 Mbs. 

Check Windows Control Panel ( Display ( Settings (or right click on Desktop and choose Properties ( Settings from menu) to see if 24 bit True Colour is selected. Use higher if available (do not use 256 colours – images will look dotted and grainy.)

· CD or DVD burner.  

CD burners are cheaper than DVD burners. A CD can hold up to 700Mb and cost 30c - $3, whereas a single layer DVD can hold 4.7Gb and cost anywhere between $2 and $16. New dual layer DVDs, capable of holding 8.5Gb are also being developed. CD burners can only burn CDs, while DVD burners can burn both CDs and DVDs. Special dual layer burners will be needed to write to dual layer DVDs.

Monitors

This is particularly important when viewing and editing your images. You should consider the following when selecting and setting up your monitors:

· Get the largest possible screen you can. Around 17” is desirable. A 17” CRT monitor costs roughly $150 - $200 and 19” CRT monitors can be bought from $250 - $400.

· Use CRT (cathode ray tube monitors). They produce clearer and more consistent images than LCD (liquid clear display) monitors. This will affect how you adjust your images.

· Calibration is important. It doesn’t change the image’s essential characteristics, it affects how the image is viewed in that image editor, which may affect how you adjust the image. Calibration can be done using some editing programs such as Adobe Gamma (which is in Photoshop) or by using more sophisticated and expensive programs such as GretagMacbeth, Eye-One or Spyder.

Scanners

· A scanner is like a photocopier that produces a digital file. It uses CCD (Charged Couple Device) to digitise a document or image.  The difference between a cheap and expensive scanner is the quality of the image produced by the CCD.

· Flatbed scanners are the most common – for use with photographs, documents, magazines, books, maps and 3-dimensional objects that don’t have a lot of depth, i.e. coins, medals. Most are A4 in size, but A3 scanners are available and recommended.

· Flatbed scanners with transparency adaptor (in lid or in drawer) are available

· Microfilm, Drum and Slide Scanners are also available and have very high resolution capabilities, compared to flatbed scanners.  These are the most expensive scanners.

· When choosing a scanner consider an A3 size with transparency adaptor and as large resolution as possible
· Manufacturers will give specifications like 1200 x 2400 dpi (ppi). The smaller number is the optical resolution. This means the scanning resolution will be 1200 dpi (ppi). To contribute to Picture Queensland you would need at a scanner with a resolution of at least 1200 dpi.
· In the first round of Picture Queensland Outreach, Chinchilla Library used the Microtek ScanMaker i900. We would recommend using this model. It is a high quality scanner capable of high resolution scans. 

Interfaces

· USB vs. SCSI vs. Fire Wire interfaces – connecting the PC to the scanner/camera. PCs have slots to plug in various different types of cables. Newer, high end PCs some with USB 2.0 and Firewire as standard.

· USB (Universal Serial Bus) is a plug and play interface between a computer and add-on devices (such as audio players, joysticks, keyboards, telephones, scanners, and printers). 

· SCSI (pronounced SKUH-zee and sometimes colloquially known as "scuzzy"), the Small Computer System Interface, is a set of standard electronic interfaces that allow personal computers to communicate with peripheral hardware such as disk drives, tape drives, CD-ROM drives, printers, and scanners faster and more flexibly than previous interfaces.

· Firewire: The former name for High Performance Serial Bus. A serial bus developed by Apple Computer and Texas Instruments (IEEE 1394). The High Performance Serial Bus can connect up to 63 devices in a tree-like daisy chain configuration, and transmit data at up to 400 megabits per second. It supports plug and play and peer-to-peer communication between peripheral devices. It is a later device than USB or SCSI and is to be found on most new scanners. It is as fast as SCSI and compares to USB in ease of installation.

Software

· Software for scanners: 
· Bundled software (that comes with scanner) includes MiraScan (Acer), PrecisionScan (HP), ScanWizard (Microtek), Dimage Scan Dual (Minolta), Sprintscan (Polaroid), VistaScan and MagicScan (UMAX) Industry standard is Silverfast (can be used in Epson, UMAX and Microtek scanners). 


· Software for image editing: 

· Photo editing software such as Adobe Photoshop (industry standard), Adobe Elements (bare bones of Photoshop), ULEAD PhotoImpact,  JASC - Paint Shop Pro. 

