VVL digitization workflow assessment

What the Queue provides for:

1. Readily identifies items digitized from the collection.

2. Includes item descriptions imported from Magic record.

3. Identifies date of digitization.

4. New VVL numbers are added, sorted and tracked.

5. Copyright status is assigned

6. Priority status for workers is identified

7. Preservation status is provided on an item by item basis

8. File location can be tracked

9. Job origin or requester can be tracked.

10. Other special status can be added and tracked, i.e. collection/gallery heading

Various queries and reports can be generated such as: how many items are digitized within a given time period.  Description aids in copyright assessment.  Additional sorts by call number, location, status, or collection level/gallery.

* Eliminating VVL numbers saves time and simplifies the Queue in the following ways:

Description can be eliminated or simplified since copyright status is already assigned to M number items by DSC.  (Will need access to copyright status applied by DSC for EAD).  No VVL numbers to enter, sort or track.

The Queue database could be replaced by a simple spreadsheet kept by each worker.  The spreadsheets track items digitized by M number only and become a tool for tracking productivity of the workflow rather than a means to assign call number and copyright status.  This will speed up data entry aspects of the workflow and allow more time for actual digitization.  However, this would eliminate the ability to sort and generate various queries. 

Other improved efficiencies include file collation and CD production.  A primary advantage will be the freedom from compiling items in VVL number order.  In the past this has resulted in a backlog of items remaining on the hard drives and has made it difficult to find and order items on CDs in a timely fashion.  CD production can be greatly simplified and sped up.  Each worker can generate a CD anytime after the first item is captured off a tape with subsequent items from the same tape being added at any time in the future.  Items need not reside on hard drive for any extended period of time.  This means that since we already digitize in M number order off any given tape, a CD can be created almost as soon as an item is digitized.   Also, since the CD content correlates directly to a given tape, future items can be added to the CD at any time.  Each worker can be responsible for their own workflow from digitization to CD creation.  With CDs generated on a more regular basis, workstations are freed up more readily for digitization (at times, extended periods of time were required for CD production in order to clear hard drives).

*Estimated overall time savings:  

File management and collation: 10 minutes/tape or CD.  

Queue maintenance: 20 minutes/day
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