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BACKGROUND

• New employee (2012)
• No institutional knowledge
• Needed descriptions that was:

• Searchable
• Publicly available



PHASE 1

• Identify all possible sources of description
• Unprocessed accessions (accession files and inventories)

• Past Perfect database
• Accession level descriptions interfiled with box/folder 

inventories
• Word docs/spreadsheets/access databases, in folders by 

accession number
• Processed collections (finding aids)

• OhioLINK EAD
• Paper finding aids, in binders by record group (RG)
• Word docs/spreadsheets/access databases, in folders by RG





PHASE 2

•Get all accession level description into a single database 
•PastPerfect
•Student project
•Some clean-up required





PHASE 3

• Digitize all folder/item level description (PDFs)
• Born digital: leave as is
• Print: eReserves 

• Early summer (slow time)
• Sheet fed scanners 

• File naming convention
• ARV_RG_##.a-#[_ACC_##.YYYY]
• Sort by RG
• Functional in the interim



PHASE 4

•Review all digital description
•Box/folder/item level
•2,249 inventories and finding aids 

•Send to a vendor for EAD coding (1,704 files/7,438 pages)
•Cleaned up in house (545 files/12,836)

•Spreadsheet with a row for each inventory
•Staff project





PHASE 5

•Clean up inventories to be sent out 
•Machine actionable files: edit
•PDFs: use Acrobat’s redaction tool to eliminate content





PHASE 6

• Start work on projects to be handled in house
• Identify collections that could be entirely or heavily weeded

• Deaccessioned 50+ cu.ft.
• Identify collections that only have box level description

• Pull boxes
• Reorganize/weed/consolidate as necessary
• Create folder level inventories

• Student project
• Identify inventories with handwritten/confusing description

• Pull boxes
• Reorganize/weed/consolidate as necessary
• Create folder level inventories

• Student project





PHASE 7

• Identify vendor
• Backstage Library Works

• Get quote 
• Approval from preservation/administration

• Develop specifications 
• ArchivesSpace template 
• Container lists only
• Be specific!



PHASE 8

• ArchivesSpace!
• Vendor EAD

• Consolidate description by RG
• Add collection level administrative information 
• Import

• Unprocessed accessions
• List at series level with accession number as series name 

• First time all description for any given RG would be aggregated 
into a cohesive description



CURRENT STATUS

•Some vendor EADs are back 
•Approximately 500, almost 1/3
•Load into local database

•Example

https://library.osu.edu/collectionguides/repositories/7/resources/122


DO IT YOURSELF

• How could you do this at your institution?
• Student workers

• Create a template in Excel
• Create an EAD template
• Use rapid data entry tool in ArchivesSpace

• Vendor
• Cost was per line
• Machine actionable content is less expensive

• Combination



QUESTIONS?

• Cate Putirskis, Processing Coordinator (putirskis.1@osu.edu)

mailto:putirskis.1@osu.edu

