
UNITY 3 SA MEMORY CONTENT OBJECT PROCEDURES (April 2010)

SLSA materials

Note: items must have an entry on SLSA catalogue, as the catalogue bib number is used as a prompt to ‘populate’ selected fields in the SA Memory content object template.

Appropriate categories/subcategories should be set up before creating the SA Memory content object template.

OPEN
· Innopac or My Millenium
· Unity: http://www.samemory.sa.gov.au/unity
Log in with username and password

UNITY

· Select: Builder

· Select: Content

· SA Memory
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‘View’ View objects created to date: allows you to edit, preview, cancel, submit object templates
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‘Configure’. Edit categories: 


Create and edit categories, and subcategories.


Approvals
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‘Add’: Add new SA Memory object

· Select:  [image: image4.png]


 ‘Add’ to add new SA Memory content object template
· Complete template fields [see below for detailed instructions]

TAB 1: DETAILS

Innopac Bib Extract

BIB NO. [number]

· Find the bibliographic number of the item in the catalogue using Innopac or My Millennium
· Copy the bib number eg B10029758, omitting the last [check] digit, eg B1002975.

· Paste truncated bib number into template [not case sensitive–can paste uppercase B]
BIB DB [database]

· Leave drop down menu selection on Library catalogue [references to other databases are to be removed]

· Hit ‘search’ icon [image: image5.png]


 and bibliographic details will be generated automatically from catalogue into template fields.

· The following bibliographic details will be generated automatically from catalogue into template fields:

· Creator

· Title
Title must be relatively brief, so that title will fit ‘thumbnail’ cell presentation – if necessary, reduce length of title [include information from sub-title in the description field] – otherwise text will be lost: SEE object template below

· Limit to approx. 50 characters, including spaces
· When title transfers to SAM, remove square brackets from indexed entries.
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	Boys and men at Brookside

 vineyards, Tranmere

	




· Object source

· Object created date

· Date is approximate: record as: ca. yyyy

· If the catalogue record includes a 599 note that the ‘date is approximate’, Unity 3 will automatically record the date as ‘ca. yyyy’

· Place of creation

· Publisher

· Additional creator
· Images viewable via the catalogue

Note: If the image is ‘restricted’ (those that we don’t allow to be viewable worldwide through the catalogue – that is all images that are in-copyright or have indigenous content) it must be replaced manually. See instructions at Tab 4: Associated files
When Tab 1: Details complete, continue to Tab 2: Further information
· Save: returns user to list of items without submitting the content object for approval – this object will be recorded as ‘New’

· Save submit: returns user to list of items and submits the content object for the first stage of approval – this object will be recorded as ‘Awaiting approval: ‘new’

TAB 2: FURTHER INFORMATION

Subject

SEE SEPARATE INSTRUCTIONS at All Staff\Exhibitions\SA MEMORY\SAM Unity procedures\SAM content object\subject headings

· Select Australian Pictorial Thesaurus subject headings.

· Queries about APT subject headings: discuss with Janet Wilkinson-Scott.

· New terms: suggest to Janet Wilkinson-Scott using the form on the Intranet [Administration: Forms and templates] – Joyce Searle will liaise with APT coordinator.

· Selected subjects are automatically listed with bullet points.

Information from Australian Pictorial Thesaurus http://www.picturethesaurus.gov.au/:


What is the Australian Pictorial Thesaurus? 

The Australian Pictorial Thesaurus (APT) is a hierarchical thesaurus of 15,000 Australian subject terms for the indexing of images and other original material collections. It provides a common indexing language for describing pictorial and other collections of Australian libraries, archives and museums. It is an authoritative vocabulary, compiled and maintained on established principles of thesaurus construction.

The APT uses contemporary Australian words and phrases to describe objects, people, places, activities and concepts. The range and depth of APT terms facilitate the precise indexing of images and collections. Using APT terms will facilitate subject searches across national collections. Terms idiomatic to a particular state are not included, so users requiring such terms should contact their own state library for advice.

The APT arranges terms hierarchically. This means that terms are organised within a table of linked terms. That is: terms which are similar but broader in their application; terms which are similar but narrower in their application; and terms which are related. This allows the user to move around the thesaurus by following its hyperlinks, to choose the most appropriate term.

Users can suggest terms for the APT on the electronic form provided or by submission to the APT Coordinator at the State Library of New South Wales (see Proposing New Terms).

Related names

SEE SEPARATE INSTRUCTIONS at All Staff\Exhibitions\SA MEMORY\SAM Unity procedures\SAM content object\subject headings

Dimensions

· Height x width x depth in millimetres. eg 20 x 45 x 15mm

1 inch = 25.4 mm. See Online converter: eg http://www.easysurf.cc/cnvert.htm
Inches

mm
 4 x  6

100 x 150
 6 x  8

150 x 200

 8 x 10

200 x 250

16 x 20

400 x 500

Original format

· Select from drop-down menu. Further format details may be added to the ‘description’.

Broader material type

· Select from drop-down menu. This will ‘categorise’ search results by broader material type. To see an example of broader material type search results, conduct a collections search on the Australian War Memorial site: http://www.awm.gov.au/database/collection.asp
[This functionality not currently available on SA Memory site, but we continue to fill in this field in the hope that this enhancement will one day be available]

Contributor
· Select appropriate State Library of South Australia, outside contributor or ‘other’ from drop down menu [references to different databases are to be removed]

· If SLSA is selected, the link to the SLSA catalogue is generated automatically, using the ‘Innopac Bib extract’ details from DETAILS: PAGE 1 

[bib number and bib catalogue/database] which have been completed.

· The following script is generated to make the correct link:

www.catalog.slsa.sa.gov.au/record=b1234567
Donor

· Major donors eg Friends of the State Library; bequests, etc. 

· Individual donors at your discretion—discuss with Collection Processing as required.

Indigenous content
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Mandatory to complete

· Select ‘yes’ or ‘no’ [defaults to ‘no’]

· If ‘yes’ is selected, the following statement for indigenous content will appear on the SA Memory website:

Please note:

Users of this website should note that images are displayed that may show Aboriginal people who have died, which may cause sadness and distress to their relatives. Care and discretion should be used when viewing these images.

Text and illustrations from earlier eras reflect the attitudes of the times and might cause offence in today’s society.  [Viewer clicks ‘ok’ to proceed]

Reproduction

· Select appropriate statement from drop down menu:

SLSA item | Item owned outside SLSA | Owner not identified | Permission pending | Music in copyright, listening samples available

· The following statements will be generated online:

SLSA item

Reproduction rights are owned by State Library of South Australia.

This image may be printed or saved for personal research or study.

Use for any other purpose requires permission from the State Library of South Australia. To request approval, complete the Permission to publish form.

Item owned outside SLSA

This item is reproduced courtesy of <person/institution name> 

It may be printed or saved for personal research or study.

Use for any other purpose requires written permission from <person/institution name> and the State Library of South Australia. To request approval, complete the Permission to publish form.
Owner not identified

The State Library has endeavoured to identify and contact copyright holders of material digitised for this website. Where the copyright owner has not been able to be traced, or where the permission is still being sought, the Library has decided in good faith to proceed with digitisation and publication. The State Library invites persons who believe they are copyright owners to contact Library staff to discuss usage of this item.

Permission pending
Image currently not available [‘Image currently not available’ graphic must be inserted in associated files]
Used when:

Owner identified and permission to publish is being pursued but has not yet been received; OR permission not gained to display image

Music in copyright, listening samples available
Music in copyright, listening samples available

Reproduction other
· To be used when the automatically generated copyright statements do not cover what you need to convey in the copyright statement.

eg copyright owner allows permission for use in SA memory but not for saving by the user to be used for research and study or when copyright is held by more than one person/organisation such as music courtesy of B. Note, lyrics courtesy of F. Word  and film courtesy of A. Star. Standard order in this case would by music, lyrics, other.

Select the blank line in the above Reproduction box. 

An example of what might be entered: 

This item is reproduced courtesy of Panorama Australia. The footage may not be copied for any purpose without permission from Panorama Australia in writing. 
Copyright holder

Record copyright holder name – this information will be automatically inserted into the Item owned outside SLSA statement. Do not invert person’s name eg record as ‘Fred Smith’
Alternate views – do not need to complete this
· Additional views of an item

Coverage year

· Default is blank

· May record specific year

Coverage period
· Default is blank

· Select from menu

· Several periods may be selected: hold down Ctrl key and highlight required periods.

Coverage place

· Default is blank

· Specific location/s: check Australian Geographic place names http://www.ga.gov.au/map/names/ - use exactly the same format as Australian Geographic place names

· Do not invert name eg use Lake Eyre, not Eyre, Lake

· When geographic feature begins with an article, 

eg The Coorong, enter under distinctive part of name eg Coorong, The

· SA places do not require name of state in brackets [eg (SA)]

· If non-SA place, then add abbreviated name of state in brackets 

eg (ACT) (NT) (NSW) (Qld) (Tas) (Vic) (WA)

· Include CBD street names and names of squares 
eg Hindley Street (Adelaide, S. Aust.)
eg Victoria Square (Adelaide, S. Aust.)
· Several place names may be recorded; separate with semi-colons

Coverage region

· Default is blank

· Select from drop down menu

· Several regions may be selected: hold down Ctrl key and highlight required periods.

When you have completed Tab 2: Further information, you can continue to Tab 3: HTML

If you choose to save work after completing Tab 2: Further information, at this stage:

· Save: returns user to list of items without submitting the content object for approval – this object will be recorded as ‘New’

· Save submit: returns user to list of items and submits the content object for the first stage of approval – this object will be recorded as ‘Awaiting approval: ‘new’
TAB 3: HTML INFORMATION

Fields in this section use Unity document editor: ‘What you see is what you get’.

HTML is not required.
HTML information

Toolbar at top of pages



HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','Italic',false);" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','Underline',false);" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','Strikethrough',false);" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','JustifyCenter',false);" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','JustifyRight',false);" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','JustifyFull',false);" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','InsertOrderedList',false);" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','Outdent',false);" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','Indent',false);" \t "_self"
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[image: image24.wmf]

-- Format --





HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','Copy',false);" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','mcePasteText',true);" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','mcePasteWord',true);" \t "_self"

[image: image28.png]




HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','mceSelectAll',true);" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','Redo',false);" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','mceSearch',true);" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','mceSearchReplace',true);" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','unlink',false);" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','mceUnityAnchor');" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','mceUnityFile');" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','mceUnityImage');" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','mceUnitySpell');" \t "_self"

[image: image43.png]e
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','superscript',false);" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','mceTableCellProps',true);" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','mceTableInsertRowAfter',false);" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','mceTableDeleteRow',false);" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','mceTableInsertColAfter',false);" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','mceTableDeleteCol',false);" \t "_self"
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HYPERLINK "javascript:tinyMCE.execInstanceCommand('mce_editor_0','mceTableMergeCells',true);" \t "_self"
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: 

NB there is a HELP button 

for assistance



Paste from word


insert table


 make  anchors within the field that you’re working in eg summary or further information fields


     find
[image: image71.wmf]insert link This button opens a new window with the insert/edit link function.



insert image This is only used at page level; ‘associated files’ tab used in SA Memory content object
HTML information sections: 

‘Save/continue’ returns you to the HTML information page
‘Save/submit’ returns you to the SA Memory list page
‘Cancel edit’ ‘returns you to the HTML information page
Note: ‘Summary’ [drawn from catalogues] and ‘Further info’ [text written in SAM template] are presented together on the website as ‘description’.

Summary

· Text from the MARC 520 $a summary/description field will be automatically placed in ‘Summary’; this text may be deleted, edited or added to as required. 

NOTE: If changes are to be made, complete in ‘Further information’ so that changes are kept if Innopac query repeated in SAM template, any additional info will be lost – will revert to Innopac record entry.

Further information

· Enter additional ‘description’ – see Guidelines for contributors at All Staff\Exhibitions\SA MEMORY\contributors guidelines for details/tips on style etc.

· You may wish to include information about a particular item from other MARC 500s notes; these may be copied and added to ‘further information’ field.

· Use 

  from text box menu to paste any text from Word [not ‘paste’ eg using mouse or shortcut keys]

· Select ‘paragraph’ as the ‘format’ to ensure correct formatting of text.

Reading

· Suggestions for further reading from publications in Library catalogue.

· Arrange in alphabetical order by author’s surname (or title if there is no author)

· Hyperlink to the catalogue record of the selected publications:

· Find item on Webpac/Innopac

· Highlight and copy bib number  to construct link to item on Webpac

· Highlight title of ‘Reading’ item
· Make link to website: 
Select [image: image74.wmf]
Paste website address in ‘Link URL’ field eg.
www.catalog.slsa.sa.gov.au/record=b1234567
Paste title in ‘Title’ field – this is important for accessibility for sight impaired users

Drop down ‘Target’ menu and select ‘open in new window’

Click on ‘Update’

· To separate records: <enter>

· Referencing style examples:
Book

Herbig, David. Once there was a very old gum tree, [Springton, SA]: D Herbig, 1979
Hughes, JM, PA Michell, and WS Ramson (eds.). The Australian concise Oxford dictionary, 2nd ed., Melbourne: Oxford University Press, 1992
Book chapter
Hilliard, David and Arnold Hunt. 'Religion', Flinders history of South Australia: social history, Netley, S. Aust.: Wakefield Press, 1986
Periodical article
Dewhirst, C. ‘Hot air over the Himalayas’, National geographic, vol. 1, no. 4, 1986, pp. 44-55

Newspaper article

Note: links should be made to the access copy of the newspaper (eg. Microfilm copy if there is one)

Adams, Phillip. ‘Black and white and read no more?’, Weekend Australian Magazine, 7-8 February 1986, p. 2

Brine, Judith. ‘City of churches now the city of perches’, Advertiser, 9 July 1988, supp. p. 6
Web links

· Selected relevant websites: 5 desirable maximum

· Arrange in alphabetical order by website title

· Link to the website:

· Record title of website in template eg Australian War Memorial

· Highlight website title

· Make link to website:
Paste website address in ‘Link URL’ field eg.
www.awm.gov.au
Paste title in ‘Title’ field – this is important for accessibility for sight impaired users

Drop down ‘Target’ menu and select ‘open in new window’

Click on ‘Update’
· If necessary, guide viewer to particular theme/section of a website 

eg See Encyclopedia: Gallipoli

Preference is to link to homepage and then direct user on, as this enables the user to see clearly who is responsible for the site

· To separate records, use <enter>

· May be useful to link to relevant SLSA Fact Sheets
Exhibitions and events

· Record relevant exhibitions and related events including dates eg:

State Library of South Australia: Mortlock Wing. A rich tapestry. August 2004-
· Link to relevant webpage if available.
· To separate records, use <enter>

When you have completed Tab 3: HTML information, you can continue to Tab 4: Associated Files

If you choose to save work after completing Tab 3: HTML information, at this stage:

· Save: returns user to list of items without submitting the content object for approval – this object will be recorded as ‘New’

· Save submit: returns user to list of items and submits the content object for the first stage of approval – this object will be recorded as ‘Awaiting approval: ‘new’
TAB 4: ASSOCIATED FILES

File Browse 

· Insert relevant file/s for display – can add up to 10 images.

· This method must be used for ‘restricted’ photographs – those that we don’t allow to be viewable worldwide through the catalogue – that is all images that are in-copyright or have indigenous content.
· Unity browses the SLSA images server so you must have previously completed an ICT task to request that a jpeg version of your image is produced and placed on the images server. In the ICT task you must include:

* The full path and full file names of the source files [ie. The full filename and the full path to the location of where the tif file currently sitting on DOSS 22; or archival number of restricted photograph]

* The exact destination for the web files [ie. The exact folder on the images server in which you wish the newly created jpeg to be placed]

For example:

file zperi111249900_001002_197912_011_crop.tif

found at DOSS22:\Digital Projects\SA_Memory\SA people\Hayward

to be placed on the images server at http://images.slsa.sa.gov.au/samemory/saPeople/Hayward
If a folder has not previously been created please give exact instructions about what the new folder needs to be called and where in the hierarchy of folders on the server it should sit. 
More than 10 images for an SA Memory item

The SA Memory content object template permits up to 10 images to be inserted in one template. Items with more than 10 images are converted to pdfs using Adobe Acrobat on the Macintosh. Let the coordinator, content services know if you require a pdf to be created.
Please see separate instructions for inserting audio, video and pdf transcripts

When you have completed Tab 4: Associated Files, you can continue to Tab 5: Item of the Month

If you choose to save work after completing Tab 4: Associated Files, at this stage:

· Save: returns user to list of items without submitting the content object for approval – this object will be recorded as ‘New’

· Save submit: returns user to list of items and submits the content object for the first stage of approval – this object will be recorded as ‘Awaiting approval: ‘new’
TAB 5: ITEM OF THE MONTH

[image: image75.png]




Mandatory to complete

But defaults to an item not being the Item of the Month, so generally does not need to be completed.

Select publish and de-publish date – usually a calendar month

When you have completed Tab 5: Item of the Month, you can continue to Tab 6: Admin

If you choose to save work after completing Tab 5: Item of the Month, at this stage:

· Save: returns user to list of items without submitting the content object for approval – this object will be recorded as ‘New’

· Save submit: returns user to list of items and submits the content object for the first stage of approval – this object will be recorded as ‘Awaiting approval: ‘new’
TAB 6: ADMIN
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Mandatory to complete

Categorisation

· Select Category[image: image77.png]


 [theme]; 

· if required, select subcategory from drop-down menus

Owner/author[image: image78.png]



Select name from drop-down menu [will default to your name as you have logged in with your username and password]

Availability/Archive Date

If object has defined time frame for display, record availability for online viewing: 
Date active | date expires | date to archive |

Save | Save/New | Save/Submit | Reset | Cancel
PAGE  
11
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