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INTERDEPARTMENTAL 
COLLABORATION ON 
ELECTRONIC THESES 
AND DISSERTATIONS
Redesigning Workflows to Enhance Access



Background Information

 Redundancies in the metadata creation 

 Breakdown in communication between 
departments involved

 Lack of procedural documentation 

 Outdated Graduate School Student Forms

Presenter
Presentation Notes
I want to give you some background information and where we were before we created the new workflow!Redundancies: When I first started working with our Institutional Repository, within the Scholarly Communications department, I was adding the ETDs from ProQuest into the IR and Rachel, the monographs cataloger, was adding the same material into the catalog, so we were doing more work than necessary. Communication: All departments involved with ETDs were not talking on a regular basis, so there were holes in the process. There ultimately, was a need for better documentation for all the departments involved. Procedural documentation: The IR is only 3 years old so we had to create a new procedure and monographs cataloging had to update and expand all of their procedure documents. Grad School Forms: We found out that the documentation used by the Graduate school had not been updated in many years, and we had to figure out the new element of adding the students’ thesis into the IR. 



Background Information (continued)

 A working group was formed that included:
 Head of technical services
 Head of monographs acquisitions
 Head of monographs cataloging
 Institutional repository coordinator
 University archivist

 Problem solving
 Stylesheets for XML files
 Harvesting from the IR 

Presenter
Presentation Notes
A working group was formed that included: (name the heading): This working group helped us figure out the best course of action to reduce the redundancies in metadata creation. We already had an FTP setup with ProQuest before we began this project, some of you may know, an FTP is the transfer of computer files between the client, ProQuest, and a server, our server. We also had a stylesheet that would crosswalk the metadata from ProQuest to Digital Commons for upload. What we really needed at this point was a way to harvest this metadata from the IR into OCLC and the catalog. To do this we needed to create a stylesheet that would crosswalk qualified Dublin Core metadata to MARC metadata. And we needed to figure out the harvesting setup using MarcEdit.As we go along we will do our best to share our mistakes and how we found a way to solve them! 



COMMUNICATION



Communication Practices Overview

 Who we stay in contact with and how 
we do that 

 Results of this communication – new 
forms for students

 Some lessons learned…the hard way

Presenter
Presentation Notes
Here is an overview of what I’ll be talking about in terms of our communication practices:Who we stay in contact with and how we do that Results of this communication – new forms for studentsSome lessons learned…the hard way



Who to communicate with? How to do that?

 Some questions to ask
 Who is involved in the ETD process?

 Just the library or departments within the 
library?

 Libraries and graduate school?
 Do your students create content with 

patents? Might need a Technology 
Commercialization unit or managers 
(TCM).

 Anyone else? Make sure decisions go up 
the chain of command. 

 What is the best way to keep those 
groups in contact?
 Email?
 Face-to-face meetings?
 Project management tools?
 A combination? http://creative.artisantalent.com/improve-office-communication/

Presenter
Presentation Notes
Some questions to askWho is involved in the ETD process?Just the library or departments within the library?Libraries and graduate school?Do your students create content with patents? Might need a Technology Commercialization unit or managers. I will refer to these as TCMs for brevity’s sake.Anyone else? Make sure decisions go up the chain of command. At the UofA there are several different departments involved in the ETD process:  monographs cataloging, which is comprised of myself and my cataloging assistantthe IR (Cedar and her assistant)the Graduate School (one main point of contact, but often one to two other people get CCd on our email exchanges)Tech Ventures (technology commercialization manager for all but agri – one point of contact) the Agri technology and commercialization managers (two points of contact)We keep in contact with around ten different people who are located all over campus. As many of you may have experienced, it’s often hard to get people in your own department to attend meetings and answer emails, so trying to get ten people from five different departments to keep in touch is quite an endeavor. So, we wondered how we could best do that?Maybe a group email will work for your purposes if everyone is able to communicate their position and their duties clearly in writing, but often that is not the case.Perhaps a face-to-face meeting is more prudent, especially at the beginning of a project, for clarity and to expose any issues you may have been unaware of.If you’ve ever used online products like Slack or Trello to manage other projects, that might be something to consider as well.Or, maybe a combination of all of these works best.At the UofA, we’ve used a mixture of email and face-to-face meetings, but it was the very first face-to-face meeting of a library representative, the graduate school, and one of the TCMs where the most was accomplished. 



Without good communication

 Before…
 What is a technology commercialization 

manager (TCM)?
 What do they do for our students?
 What exactly does the Graduate School do 

with ETDs?
 Do they just handle paperwork?
 Who talks to ProQuest???
 They had questions about the library and the 

IR too!

Presenter
Presentation Notes
Before this project I had no idea what a TCM was, except that they had something to do with intellectual property and patents. I didn’t know what the Graduate School did besides let me know when a thesis or dissertation had been added to the UMI Administrator tool. I didn’t know who among us was supposed to contact ProQuest with issues.And the TCM and Graduate School had their own questions for me. The TCM was desperately afraid that I was publishing ETDs before he had given permission. I wasn’t, but since we didn’t communicate with each other we both had a lot of unnecessary unease. The Graduate school wasn’t sure what we did with the paperwork after they sent it to us or even if the ETDs were going into the catalog! They were, and they were also going into the IR, but they didn’t know that until we all sat down together to talk about it.



Results of good communication continued

 After…
 Better awareness

 Of each other and each other’s 
tasks

 Of the path of an ETD at our 
institution

 Of other issues that had never 
been communicated outside of 
departments

 New documentation for students
 A new IP form
 A new general form

 With permission for libraries 
to use birthdates in creation 
of NARs

**More on the forms later**

Presenter
Presentation Notes
After our initial face-to-face meeting we had better awareness of each other and each other’s tasks, of the path of an ETD at our institution, and of other issues that had never been communicated outside of individual departments. From our communication and newly learned information, we were able to develop new documentation for our students. After the IR representative (Cedar) joined in on meetings with the Graduate School, the documentation became even more clear in terms of how ETDs appear in the IR. We developed a new IP form, and a new general form that includes a section for students to grant permission to the libraries to use their birthdates in the creation of Name authority records. I’ll go into even more detail on the forms later.



Lessons Learned

 Talk to EVERYONE about what you are 
doing.
 Please do not do what I did…Run it up the 

chain!!!

 IR Permissions

Presenter
Presentation Notes
Maybe you’ve heard the saying:  It’s better to ask forgiveness than permission? That is not great advice.An opportunity arose during all of this change to ETD communication and documentation, to alter our handling of our creative writing students (MFA) documents. It was suggested to me that we hold them back from publication in ProQuest. The students and professors in the creative writing program were concerned about their creative works, which they intended to publish for commercial gain, being available to the world prematurely and thereby ruining any chance they had at being published “in the real world”. However, institution policy is that all graduate students must submit their documents to ProQuest before they can graduate. I was approached about these students’ concerns and I foolishly assumed that this idea had already been run by everyone on the service side of things and had been through the appropriate channels. I assumed that if a project like this was being brought to me, a cataloger, that it had already been through the necessary checks and balances. Do not do what I did. Assume nothing. Run every idea by the person ahead of you in the chain of command. Dot all of your I’s and cross all of your T’s. It may seem like obvious advice, but it can be so easily forgotten in the midst of a large project with many moving parts.Having very uncomfortable conversations with those at the top about why you didn’t consult them before moving ahead with a project is bad – for your reputation and for your career. So, have great ideas, but tell everyone about them. Don’t forge ahead on your own. [Rachel, stay on this slide for a minute.]I would like to share about the IR permissions. 



PROQUEST SCHOLARWORKS@UARK
Open Access Publishing Plus – Search engine access to 
metadata, full paper is downloadable. (ProQuest charges 
a fee for this setting)

Search engine access to metadata, full paper is 
downloadable. (No charge)

Traditional Publishing – Search engine access can be 
selected, full paper downloadable only from the 
ProQuest database.

Search engine access to metadata, full paper is 
downloadable. Can be a good alternative to ProQuest 
Access Plus.

Do not delay release – Search engine access to 
metadata can be selected, no embargo has been 
applied. Full paper will be available, in either Open 
Access or Traditional, above, immediately after ProQuest 
has added the information.

Search engine access to metadata, full paper is 
downloadable and will be available immediately after 
ScholarWorks@UARK has added the information.

Delay release – Embargo has been applied – Search 
engine access to metadata can be selected, metadata 
available through ProQuest database, full paper is not 
available for download for a limited time.

Embargo has been applied – Search engine access to 
metadata, full paper is not available for download for a 
limited time. 

Never available – indefinite embargo has been applied –
metadata is available through ProQuest database, no 
search engine access to metadata, full paper is never 
available for download. 

Indefinite embargo has been applied – No search engine 
access to metadata, full paper is never available for 
download. 

Presenter
Presentation Notes
I was assured that we had gained permission from the Graduate school to begin adding the ETDs, but I have had at least 5 people requesting to have their thesis taken down, because they did not give explicit permission. I have been assured by my supervisor that our Dean of Libraries is fine with asking forgiveness later, and just taking down theses when someone asks us to do so. Which is the opposite of what Rachel just shared, so we can look at these on a case by case basis. With my unease of adding the ETDs without explicit permission from the author, I asked the graduate school to add a line on their general form, explaining that the thesis or dissertation will be added to the IR, according to the publishing settings through ProQuest, which we will see later in the presentation. With that we also translated the ProQuest publishing settings to explain what will happen when the student chooses certain settings within ProQuest. As you can see in the chart, on the left side are the ProQuest publishing settings: Open Access Publishing Plus, Traditional Publishing, Do not delay release, Delay release and Never available, and on the right is how we translated those settings for the IR, ScholarWorks@UARK.  



Lessons Learned (continued)

• Not everyone has the same knowledge you do.
• Use plain language.
• If you do use jargon, be sure to explain it.

Presenter
Presentation Notes
Another bit of obvious advice, in the same realm of assume nothing, is to remember that not everyone has the same knowledge that you do, especially if they are coming from a different department on campus. Someone who applies for patents all day probably does not know what you mean when you say, “IR” or even when you say Institutional Repository. The folks in the graduate school probably don’t know those terms either, so just keep your audience in mind and avoid jargon.If you do use jargon, be sure to explain it.



WORKFLOW



Workflow Chart

Presenter
Presentation Notes
Now onto our newly revised workflow, one of the products of all of our communication.We thought the best way to really show our new workflow, would be to share our workflow chart. This chart is available on the first page of your handout packet if you would like a closer look.We will go into more detail as we follow the chart from top to bottom. 



Workflow Chart - detail

Presenter
Presentation Notes
The Graduate School is the point of contact for our students. Students turn all of their paperwork in to the Graduate school office. As I mentioned earlier, we did a great deal of work to edit our old forms so that they were more clear for both the students and for us.



Presenter
Presentation Notes
These are included as part of hand-out packet on pages 3-4, please take a moment to look them over!As you can see, on the Thesis/Dissertation Submission Form on the left, we have a small section that says, “Mullins Library would like to use your birth date to create your personal name authority record. Does this meet your approval? Followed by yes/no bubbles. This is a very recent addition to the form and is a result of the libraries going through NACO training. [small pause] A little further down is a section for library subject headings. My assistant and I use these as a starting point for assigning LCSH. The explanation, “under what subject headings would you expect to find your manuscript in a library catalog?” is new wording to help students understand what we mean by “library subject headings.”We also wanted to point out the Statement of Understanding, just below the subject headings section, where a statement has been added to let the student know that their thesis or dissertation will be added into the IR. On the right, is the Intellectual Property Disclosure OR Notification of Invention form. It underwent a major overhaul. The previous form had been used for a long time prior to any of us, myself, Cedar, the TCMs, or the people in the Graduate School, being part of the thesis/dissertation process. Our students found the old form confusing, and it no longer served our purposes. It was reworded to make it very clear that students should fill this out if their thesis or dissertation contained an invention, and gave clear information on who to contact if it did.



Workflow Chart - detail

Presenter
Presentation Notes
After students submit their paperwork the Graduate School reviews the information and the thesis or dissertation for completion and correct formatting. If it needs revision, an email is sent to the student requesting this. When the paperwork and Thesis or Dissertation is ready, the Graduate School emails the monographs cataloging unit, and we provide one final check for formatting. If there are errors, we inform the Graduate School and they inform the student. This way, the students only have to go through one point of contact – the graduate school.



Workflow Chart - detail

Presenter
Presentation Notes
When the thesis or dissertation is ready for acceptance, the library, and by library I mean the monographs cataloging unit, delivers the approved document to UMI/ProQuest. At this point, we take a little break while UMI/ProQuest indexes the document and adds it to their database.After the monographs cataloging unit delivers the theses to ProQuest, the IR receives the documents in XML format into our FTP server. This allows me and my assistant to massage the data to add into the IR. I have to go through some preliminary steps before the files are ready for upload. Then the monographs unit will harvest the theses from the IR. 



IR workflow details

Presenter
Presentation Notes
I receive the XML files Zipped, they include the PDF itself, the XML file with all of the metadata and any supplemental files that the author has included. On the left side of the screen you can see this great un-zipper, that I use, called ETD CON, I cannot use it for anything but unzipping the files, but it saves time when I have at least 100 files to unzip at the end of a semester. On the right I use MarcEdit to then run the unzipped XML files through our XSLT stylesheet. This does not always work, and we are still not quite sure why, so there are times that I need to add in some theses one at a time, but with the stylesheet we save so much time on the bulk of the edits. 



IR workflow details (cont.)

Presenter
Presentation Notes
I usually have about 20 XML files that I combine into one larger XML file within Notepad++.  Notepad++ allows my assistant to edit and check on the needed changes within the metadata. Two things that I personally edit in these files, are the disciplines and embargos. I rely a lot on the UMI Administrator Tool for the information in regards to the permissions for the thesis from the author, as we looked over earlier, and the embargo, which is always a big deal. *We also do not add any theses that are under an indefinite embargo.* We do have the indefinite embargos saved in a separate server, so that if anyone requests one of these thesis or dissertations, we can find a way to give them on-campus access. 



Workflow Chart – detail 

Presenter
Presentation Notes
After the ETDs are uploaded into the IR, the monographs cataloging unit harvests the IR metadata using MarcEdit and uploads it to our ILS, Sierra. We are still working on a way to streamline this next part even more, but at the moment, we export our Sierra records into Connexion to add an OCLC number, LCSH & LCC. Then they are exported back to Sierra and are officially available to the public. Technically, a brief record is available to the public as soon as we harvest from the IR and upload to Sierra, but the final, polished record isn’t available until later.



Harvesting set-up

Presenter
Presentation Notes
This is our MarcEdit harvest setup. We use a locally devised stylesheet to crosswalk the qualified Dublin core metadata to MARC format.



Presenter
Presentation Notes
We then load our records via a locally created Load Profile into Sierra, export each one to Connexion to add LCSH and LCC, then export back to Sierra for our finalized record.



Workflow Chart

Presenter
Presentation Notes
Here is one final look at the process as a whole.



Statistics 

 Overall
 Time needed for ETDs in the past

 Approx. 30 minutes to an hour per thesis or 
dissertation from start to finish. 

 Time currently being used
 Approx. 10 to 30 minutes per thesis or 

dissertation from start to finish. 

 Specifics
 IR

 To create a combined file of 13 records and 
edit the file for upload takes about 1 hour and 
25 minutes

 Harvesting
 To harvest 146 records takes 2 min. 33 sec. 

from start to finish.
 Subject analysis

 Application of LCSH & LCC usually takes 
between 10 and 30 minutes. 

Presenter
Presentation Notes
Here are some overall statistics that demonstrate the amount of time saved these workflow changes have given us…Time needed for ETDs in the pastApprox. 30 minutes to an hour per thesis or dissertation from start to finish. 	Time currently being usedApprox. 10 to 30 minutes per thesis or dissertation from start to finish. Approximations are necessary given we don’t catalog each one individually, start to finish, anymore.Some IR XML files specifics…We go through the process I explained earlier and for 13 records it took approx. 1 hour and 25 minutes to create a combined file in Notepad++ and edit that file for upload. Some Harvesting specifics:  to harvest 146 records takes 2 min. 33 sec, but the time would be roughly the same if you were harvesting 1 record or 1,000.Subject analysis specifics:  to apply LCSH & LCC takes approximately 10 to 30 minutes. This part of the process remains time consuming, but we’re always trying to come up with ways to make it go more quickly. Currently we’re keeping a list of the most commonly used subject headings for our theses and dissertations to aid us, and my cataloging assistant uses the program MacroExpress to automate the most repetitive steps in the process to save time.



Next Steps

 IR
 XML files

 Monographs cataloging
 Batch uploading – data sync collections

Presenter
Presentation Notes
Coming up: I am going to work with my assistant to figure out what goes wrong with the stylesheet on some of the files when we go in to crosswalk that data. We are looking into using OCLC’s WorldCat data sync collections in WorldShare Collection Manager to further expedite our ETD cataloging.
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Contact Information

Rachel Paul
Cataloging Librarian
Monographs Unit Head
rlp001@uark.edu

Cedar Middleton
Institutional Repository Coordinator
ccmiddle@uark.edu

Presenter
Presentation Notes
Here is our contact information. If you would like to get in touch with us, we’d be happy to discuss this project with you.



QUESTIONS?
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