Montana Memory Project

Folder Hierarchy

I. Create a Folder Hierarchy for a MMP Collection: Introduction

Before you begin scanning, decide how you would like your collection to display on the
Montana Memory Project. This is important because once an item is scanned; you will need
to save the digital item on your computer. Where you save the item and how it is titled will
determine how the item displays on the MMP.

For example, if you have a book, do you want the book presented as collective pages from
the first page until the last or rather presented still in its entirety but with divisions by
chapters? If you have a newspaper collection from 1909-1911, would you want the
newspaper displayed by one item per published date or have the newspaper displayed with
divisions of years or further into volumes?

These are important decisions because, again, as soon as you scan an item, you will need to
save it on your computer. If, before scanning, you already have created the folder hierarchy
that will determine how the collection’s items are presented, you can quickly and efficiently
save the item and begin creating your collection. The folder hierarchy determines the
structure of the item display.

Note: This guide also applies to projects that use a vendor instead of in-house digitizing.
MMP contributing institutions are required to set up the folder structure and file-naming
schema for the vendor.

To begin, here is the basic information to save items for a MMP collection:

1. Important folder-hierarchy vocabulary to adopt and familiarize self with (page
#i)
2. Decide how you would like your collection’s items displayed and titled by
understanding two folder-hierarchy display examples
Create the collection’s folder hierarchy where digital files will be saved
Save digital images after digitization
Finally, a few conclusive points to consider
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Il. Vocabulary for Creating a Folder Hierarchy

Document: any object that is not yet digital. For example, a photograph, a book, a
newspaper, a yearbook, a page from a diary, an entire diary, etc. that has not yet been
scanned

Digital file: a document that has been scanned or digjtized and converted into a computer-
saved file and is made up of a set of picture elements (pixels). Digital files for the MMP are
saved as TIFF file types.

Digitization: The process of converting analog information into digital format

Folder: Just like real world folders, folders on your hard drive store files. These files can be
documents, programs, scripts, and any other kind of computer files you can think of. Folders
can also store other folders.

Collection folder: the folder where all of a MMP collection’s digital files and folder hierarchy
are saved. This folder is named the same as the MMP Collection (e.g. Montana Yearbook
Collection)

Folder hierarchy: how the parent and child folders are structured

Parent folder: a folder created within a collection folder that identifies a document whose
digital files are stored within. May house child folders

Child folder: Child folders are stored in parent folders and can house other child folders and
digital items
Example of a folder hierarchy

2001 _Cover
Collection folder |::>A . Montana Yearbook Collection 2|002_Preface
| Gashen County Yearbooks 2/ 003_Prologue
. Johnson County Yearbooks & Page001
Parent folders = . Lincoln County Yearbooks & Paged02
) Stevens County Yearbooks &1 Pagel03
4 || Waine County Yearbooks &1 Page004
| 1956 Yearbook | Paged05 | < Digital files
) 1957 Yearbook &1 Pagel0o
Child folders— = . 1958 Yearbook & Paged07
) 1958 Yearbook = & Pagel08
) 1960 Yearbook & Pagel09
Parent folder > ). Wyasla County Yearbooks &1 Pagell0
& Page011
| Page0l12 i
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Above: An example of a folder hierarchy created for the Montana Yearbook Collection. The
digital files are from the 1956 Yearbook child folder of the Waine County Yearbooks parent
folder within the Montana Yearbook Collection collection folder.

lll. Determine a Collection’s MMP Display Titles

Example 1: One-level of hierarchy (one parent folder; no child folders)
Document: Edward Hennerford’s 1912 diary

How the folder hierarchy
displays on the MMP

-

Thumbnails Content

The folder hierarchy Digital files EdwardHennerford's
1912 diary
Edward Hennerford's 1912 diary &5 Page01 - Page01 i
N _ mPageln2
— - Pagel02
N R LA T & Page003
b & Paged4 - Pagel03

b ponen
b J'- Music
> [&=) Pictures

> [ videos

|&|Page00s
|&£|Page006
|&|Page007
|&|Page00s
|&|Page009
|&|Page010

|&|Page0ll

[Parent folder: Edward Hennerford’s 1912 diary
Child folders: none
Digital files: Page001, Page002, Page003...Page011]

The folder hierarchy is based around a single parent folder called Edward Hennerford’s
1912 diary. Digital files are saved within this folder and are titled according to the diary page
number. With only one parent folder created (Edward Hennerford’s 1912 Diary) and no child
folders in this folder hierarchy, this example is the simplest form of folder hierarchy. Digital
files of the pages were named as Page 001, Page 002, etc. The diary’s display on the MMP:
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EdwardHennerford's 1912 diary
Page002 4 Previous Zot14 Next » Thumbnails || Content
@ View Image & Text | [ Download v @ Print
EdwardHennerford's
P TextSearch 1912 diary

7 E| - = | @ g O - Page001
"You will mot 1like it," warned Sign-Talker, all eager .ope thal we - Page002
would not believe him, "when the Tig Lonescne 1s on the trees," By the - Page003
nig Lomesome, “ign-Talker meant the enow, - Page004
Tut we were young, ne thought of spending en entire winter in the - Page005
woode thrilled us, e did not wish to believe aim, .p;‘lgg.ccs.
o the cobin w ilt, of larch dogs=tleumnrucks, they cilled them - Page007
in the Plathe.d country., It occupied Lue center of the shore of a - Page008

squure bay on Fluthe.d lske, Tae wooded slopes came down iike sheltere ;P;dgeiDQ ......
ing arme from the hille benind the house, here wus not a neighdbor - Page010
for miles on either side; only virgin timber back of us, and, before - Page011
us, the leke, rimmed oantihe for shore by blue mounteains, ten or twelve - Page012
miles & ¥ - Page013
e lubored over tae Divice from Helene in an early Yetcber snowstorm; | ~Pagedts

Example 2: Multiple levels of hierarchy (a combination of parent and child folders)
Document: Esther Webley’'s 1939 field notes (compiled monthly)

Thumbnails Content
The folder hierarchy Digital files How the folder hierarchy
I @ displays on the MMP Esther Webley's 1939 Field
4 | Esther Webley's 1939 Field Notes [&[Page001 |:> otes
| 01 Tanuary | Paged02 H01 January i
|| 02 February 2] Page003
\. 03 March & Page004 - Page001
|\ 04 April & Pag=00s I
| 05 May —  |=Pagenos
|| 06 June & Page007 - Page002
|| 07 July & Pagedoe R
EET & Pagedag
- [&[Pagen10 - Page004
> (0 v S v, & Pagedll
b @ Music & Page12 - Page005
> [&] Pictures &/ Pagedl3 ~ Fageons
> B videos |5 Page015
- Page007
- Page008
- Page009
- Page010
. 7
[Parent folder: Esther Webley’s 1939 - Pagent
Field Notes - Page012
Child folders: 01 January, 02 February, - Page0t
etc. - Page014

A parent folder is titled Esther Webley’s 1939 field notes. Within this parent folder, child
folders were made for each month (01 January, 02 February, etc.). Then, when a page of the
field notes was scanned, it was saved to the appropriate month and named according to its
page number. The parent folder displays at the top of the column with the child folders
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below. The scanned items are then found in the child folder where they were saved. The
field notes’ display on the MMP:

Page002 ¢F - Thumbnails Content

Esther Webley's 1939 Field
Image | Text || £ x Notes

[
Page001

- Page002

~_Object

IV. Create a Folder Hierarchy

Based on the two examples, choose to create a single-level or multiple-level folder hierarchy.
If a single-level is the best for the document (e.g. as a book, a diary, a photo album, etc.),
there is no need for a more in-depth folder structure. If your documents would best be
displayed with divisions (e.g. a newspaper, a collection of diaries or yearbooks, etc), create a
multiple-level folder hierarchy that has a combination of parent and child folders. To begin,
follow steps 1-3 explained below.

Step 1: Create the collection folder

Make sure you create a folder specifically your institution’s MMP collection. Label this folder
with the MMP collection name. The collection-titled folder will store all the folders (parent
and child) and digital files for the collection. This folder can be saved on the desktop, on a
local drive, or wherever makes the most sense for your institution.

To create a new folder, right click in empty space, select New and then Folder (This is also
how all folders, including parent and child folders, are made).
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, Folder
#| Shortcut
II_I] Microsoft Access Database

View * | & Bitmap image

Arrange by 3

Sort by 4 Contact
Group by L4 IE_I] Microsoft Word Document
Refresh ‘g Journal Document

IE_] Microsoft PowerPoint Presentation
[E] Microsoft Publisher Document
Text Document

Paste
Paste shortcut

Undo Rename Ctrl+Z |
IX_I] Microsoft Excel Worksheet
T 3
Eharseih 1, Compressed (zipped) Folder
3 a Briefcase
Properties [

To name the folder, you can either left click and highlight on the title of New Folder and
begin to type, or right click on the folder and select to Rename the folder (This is how all
folders, including parent and child folders, are named).

4 o Libraries mlm'l;a

Open
F l.l DDcuments Share with
3 Shared Folder Synchronization
Restore previous versions
dlE
=] M:l‘r DDCUmE”tE @ Scanwi ith ESET NOD32 Antivirus
Advanced options
) A AT I SR TR e Include in library
-
Send to
-
# | - Cut
Copy
v . -
IR i B T S R . Create shorteut
Delete
dMew folder
Properties

Step 2: Now that you have created the collection folder, open it up to create the parent
folder by double clicking on the collection folder or by right clicking on the folder and
selecting “open.”

Double click or right click and select'open’

4  Montana Yearbook Collection

To create a parent folder, right click in empty space, select New and then Folder.

Each parent folder will hold only one digital document and are named to represent the title
of the document stored within (e.g. Hennerford’s 1912 Diary, Esther Webley’s 1939 Field

Notes). To name the folder, you can either left click and highlight on the title of New Folder
and begin to type, or right click on the folder and select to Rename the folder.

Step 3: Now that the collection and parent folders are created, you can create any necessary

child folders. To create a new child folder, open up the parent folder. Then, to add in child
folders, right-click anywhere in the folder, click New, and then click Folder. Type the new
name for the new folder, and press Enter. Remember, child folders can even house child

folders.




Montana Memory Project

V. Example of Creating a Folder Hierarchy

For example, if there was a MMP collection being created called the Montana Yearbook
Collection, the collection folder would be titled Montana Yearbook Collection and would be
the first folder created. This folder will house all parent folders, child folders, and digital files.

If the 1956-1960 Waine County yearbooks were being digitized for the Montana Yearbook
Collection, it could be decided to display the yearbooks so a specific year could be searched
for quickly. The yearbook folder hierarchy would then be set up with the by opening the
Montana Yearbook Collection folder and creating inside it a parent folder titled Waine
County Yearbooks. Then, in the Waine County Yearbooks folder, child folders named 1956
Yearbook, 1957 Yearbook, etc. would be created. Within these child folders, the digital files
would be saved.

The image below on the left is the folder hierarchy with saved digital files and the image on
the right is the display column of the yearbooks on the MMP.

Thumbnails || Content

Example of a folder hierarchy

Waine County Yearbooks

F|001_Cover — - 001_Cover
Collection folder |::>A . Montana Yearbook Collection &002_Preface
. Gashen County Yearbooks Z003_Prologue

. Johnson County Yearbooks & Page0ll _p:g »
Parent folders —- J Lincoln County Yearbooks & Page002 - Pageocs
. Stevens County Yearbooks & Pagel03 - Page004
4 | Waine County Yearbooks 2| Page0ld - Page00s
. 1956 Yearbook | Pageld0s — <j:| Digital files - Page0os
| 1957 Yearbook ] Page006 L
Child folders=">| |\ 1958 Vearbook 5] Pagel0? o
. 1959 Yearbook =| [EPage0ls - Pageoto
| 1960 Vearbook £|Page0s - pegeors
Parent folder |:>> . Wyasla County Yearbooks & Page0ll Feee0rz

| Pagell 2

ZPaget12 ||

Note: files are sorted alphanumerically. Because there are pages that precede PageO01 (the
cover, preface, and prologue), it was decided to use a file naming schema of

001 _itemdescription, 002_itemdescription and 003_itemdescription to ensure the items
are sorted in the correct order. This will also ensure the pages in the yearbook display in the
correct order.

*Also, there is an option within the Project Client software when specifying page names to
ignore information that comes before underscores. 001_Cover displays as Cover.

VI. Scan and Save Images
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Note: this section of the guide only pertains to digital files that will be saved as TIFF files.
Therefore, this is relevant for text and image documents but not audio files (audio files are
saved in the WAV format).

Once you have scanned a document according to the MMP’s technical requirements, select
to save the created digital file. A similar screen as in the below example will open:

T
Organize * Mew folder e - @
” . I
E. Mentana Yearbook Collectioﬂ E;C{L:ﬂl‘li?ts ||brary Arrange by:  Folder = '
. Waine County Yearbooks
| 1956 Yearbook [&H[001_Cowver || 002_Preface
| 1957 Yearhook _ |&|003_Prelogue || Pagen01
| 1958 Vearbook |&5|Page002 |&5|Page003
| 1959 Vearbook &5 Page004 |&5|Page005
| 1960 Vearbook £| & Pagels || Page007
o Music & Page008 & PageD0d
[ Pictures [ Page010 [ Page01l
B videos —  [E[Pagel2
18 Computer
£, Local Disk ()
s HP_RECOVERY (D)
File name:|  Page013)] -
Save as type: ’T[FF (*.4if: > 1iff) V]
« Hide Folders [ Save ] [ Cancel ]

The item in this example that has been scanned is page 13 of the 1956 Waine County
yearbook from the Montana Yearbook Collection (the first twelve pages have already been
scanned and saved in this example). The file name will be Page013. In accordance with
MMP technical requirements, the file type has been selected as a TIFF file.

Once the file is named and the file type selected, navigate to the folder where the file will be
saved. In this instance, the file named Page013 is saved to the child folder 1956 Yearbook
of the parent folder Waine County Yearbooks which is saved in the collection-titled folder
Montana Yearbook Collection.

Once the item has been named, the file type specified, and the destination where the file is
to be saved chosen, select Save. You can now navigate to your folder hierarchy and view the
digital file.




