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What is workflow?

A sequence of tasks, performed by designated people to accomplish an
end result

- define the end result

— define the tasks required to achieve the end result

—>decide who will perform the tasks

— define the order in which tasks are required to be completed
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Define the end result

1. Outcomes (content published to a well managed
web site)

2. Products (eg. PDF files, web ready images, OCR
texts, metadata records)

3. Submissions (eg archiving)

4. Project reports (eg production) \\/4
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Define the tasks required to achieve the end result

1. identify tasks and steps

2. steps to be added or eliminated

3. re-define the order of processes

4. assign persons to tasks
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Define the order of tasks

» Follow in a prescribed order
" One process completed before the next
= Small staff

» Parallel order
= Simultaneous flows
= Bigger complement of staff
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Important aspects

scheduling — ensure deadlines are met

tracking — see where holds-ups are occurring

accountability — quality control

streamlining — minimise frustration and excuses

automation — software, macros, batch processes ..,
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Whevre to start?
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Identify the processes

[ Selection of material

]

Copyright issues ]

[ Metadata ]
Scanning ]
Derivatives ]

[ Archiving ]

Web publishing ]
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Focus on each process

= |dentify the sub-processes

= People linked to the processes

= |dentify potential hold-ups (eg lack of skills, hardware on order)
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Metadata creation
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selection of resources completed?
copyright issues?

metadata creation— by whom and when
manual metadata, automated metadata
quality control — by whom and when
object identifiers

people matched to processes
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Scanning

>

>

>

>

>

Creation of directories

Scanning — by whom and when

Quality control — by whom and when

Post-processing of images

Derivatives eg. pdfs, thumbnails etc
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Web publishing

» Web publishing — by whom and when

» Web site checking and updating

» Checking links
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Quality control

» Quality control at each step of the process

= define whose responsibility
= define the procedure

= written guidelines

= what can be automated?
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Database
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Track selections

Borrowing/ returning physical items
Copyright tracking

To track production —when and by whom
Quality control — when and by whom
Archiving — when and by whom

Web publishing — when and by whom
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Journal production and quality control
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Archival material
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Software

Freehand

Visual mind

Visio

Some CMS (eg. DSpace) have built in workflows
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an open source
pa Ce dynamic digital repository

Submitter

Web-based interface

rmakes it easy for &
submitter to create an
archival itern by depositing
filas DS pace was designed
1o handle any format from
simple text documants to
datasets and digital video.

Data files, also called

bitstrearns, are
organized together into
related sets. Each bitstrearn
hasg a technical format and
other technical inforrration.
This technical information is
keptwith the bitstreams to

Anitem is an “archival

atom” consisting of
grouped, relsted content and
associated descriptions
Imetadata) Anitem's exposed
metadata 5 indexed for
browsing and searching Itams
are organized into collections
of logically-relatad materis|

. updated lo
\ current format

A community |5 the

highest level of the
DSpace cantent hierarchy:
Ihey correspond to parts
of the arganization such
as departments, labs,
research centers ar
schools.

Collection
Curator

%

; OSpace's madular
architecture

allows for creation of
large, multi-disciplinary
repastaries that
ultimately can b
expanded across
institutional boundaries

DSpace is committed to

going beyond reliable file
prese rvation to offer functional
preservation where files are
kapt accessible s tachnology
farmats, media, and paradigms
ayvolve over time for as many
types ot files as possible

- v

The end-user interface

supperts browsing and
saarching the archives. Once an
iterris located, Web-native
forrratted filas can be displayad in
a Web browser while ather formats
can be downloadad and opaned
with a suitable spplication program
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Benefits of workflow

v

Improve efficiency and effectiveness

Avoids duplication, oversights and overlaps
Accountability (audit trails)

Meet production targets and deadlines

Eliminate hold-ups

Review and reporting functions

Consistent implementation of production standards

Saves time, money and frustration
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‘I's the latest Innovation In offlce safety. o B
When your esmputer orashes, an air hag i activared

g0 you won't hang your head in frusteation. \\‘,’
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