SUMMARY - IMAGE BANK PROCEDURES
SCANNING PHOTOGRAPHS
Below are the procedures to be followed when scanning images

· All images are to be scanned as colour  

· They are scanned at 300 dpi at 6x9 inches

· Each file will be saved as a TIF file and as a JPEG file

· The Image file size when saved as a TIF file will be about 6 MB

· The JPEG file will be about 300 KB

Reasons:

Many ‘black and white images’ still have some colour information and we want to preserve this

We have chosen a size that means that we have enough data for detailed viewing of the images but are small enough to manage the storage space we have effectively. If we scanned each image in colour at 600 dpi at A4 size, each TIF file would be 25 – 28 MB, which means that we would need three times as much digital storage space.

The JPEG files should be easy to send electronically or to post on a website if needed.

Note:
If a very high quality image is needed for print publication, the photographs may have to be re-scanned. But the photo bank will enable each print to be located easily.

STORING SCANNED IMAGES
· Each photograph will have two digital records – a TIF file (for archive use and high quality publication) and a JPEG file for reference, email and web usage

· Each file type will be saved in its own folder. The folders are identified according to the monthly file references from the database (eg: 08060001, 08070001 etc.)
· DVD pens should be used to mark the reference number of the DVD on the discs

Note:
It is very important that the JPEG folder is not moved, because this folder is linked to the database.

If you do need to move the folder, you will need to import all the images again. This can be done easily, but it can lead to the database expanding in size for no reason (NB – you can also compress the database from the tool bar but this only reduces its size marginally)

BACK-UP COPIES:
***Back-up copies also have to be made regularly (ideally twice a day – at mid-day and at the end of the day)

Back-ups are to be made in Back-up Folders on the Desktop

Copies may also be put on a 4 GB memory stick – this is only a temporary measure for images as there will be too many to store in this way. It may be a good way to protect your work until you burn the DVD at the end of the week, then the images on the memory stick can be deleted
At the end of each week, Back-up Copies are also put on DVD+RW discs.

All DVDs should be given a reference number which is also recorded in the database. In this way it will be easy to find image files that you need
Note:

When the DVD+RWs are full, copy the contents to a DVD+R as this will be the archival copy. 
Reasons:
It is very important that you have as many support systems as possible in case you lose your data. Both the database and the digital image files need to be copied in a number of places regularly so that you will not have to re-do any work.
DVD+RW discs are good for making ongoing back-ups that standalone from your hard-drive; however, it seems that non-rewritable DVDs are more stable for long term use. 
DIGITAL STORAGE REQUIREMENTS FOR THE IMAGE BANK
If 10,000 images are scanned, this will require approximately 60 GB of storage space for the TIF files and a further 5 GB for the JPEG files.

The hard drive of the computer has enough capacity for this and more, having a 250 GB capacity.

About 20 archive DVD’s will be required

We do not need to purchase more memory sticks, although we may need to get additional DVD+RWs as they will be used a lot.
SOFTWARE

We are using Filemaker Pro 9 for the database.

We are using Photosoft Studio for scanning images

We are using Nero for burning DVDs

Reasons:
Filemaker Pro is well known in museums and archives as being database software that is very good at handling images. Microsoft Access does not handle image views in the same way and is more difficult to manage in relation to images.

Although we developed the database using the template for ‘Photo Catalogs’ in Filemaker 6, we have converted this to Filemaker 9 because of the potential dangers of the database becoming too large to be managed by the Filemaker 6 software.

We are using Nero and Photosoft because they were bundled with the software package that came with the computer and seem fit for purpose

STORING PRINTS
Photographic prints will be stored in numerical order according to the reference number given to their related database record – assigned as YYMM0001 etc. This rolling number will be changed every month
They will be placed in the special storage drawers purchased for the project.

Each draw will be numbered to show the reference number range of contents.

Note:
It is very important that photographs are returned to their correct place in the drawers, otherwise they will be very difficult to track down.

The prints are marked with their reference number on the back in soft pencil

They are placed in individual clear plastic photograph sleeves

Each sleeve has a label with the file reference number in the top right hand corner

Note concerning archival quality of the materials:

In a museum situation, any material used to archive prints and images is made of very high quality acid-free (for paper incl. labels and pens) and PVC (for all plastic based equipment). This is because vapors are released from acid-based and PVC based objects which can lead to the further deterioration of the image layers on a photographic print. However, such materials are extremely expensive and beyond our budget. I investigated about the use of locally manufactured acid-free envelopes, but they too seemed to be relatively expensive and on further observation of the storage conditions in the office, the main issue seems to be with damp, and a paper wrap was not necessarily likely to assist with this. Individual wrapping in a paper envelope might lead to damp being absorbed and transferred more readily, and wrapping of groups of prints would not solve the already bad problem of prints sticking together. After investigating the price of non-PVC plastic envelopes, these too were found to be difficult to access (would have to be imported expensively from overseas as none appear to be made locally) and relatively expensive. In the end, a pragmatic decision was made that the general conditions of storage could be improved and that we had to do this within our means.

Outcome: each print is stored in its own clear plastic envelope (composition of plastic not determined) to reduce damaging the print through handling and for easy viewing. This would also prevent images sticking together.
Prints must be monitored for the growth of mold and any damp under the sleeve.

It is highly recommended that the prints be moved away from the damp corner near the bathroom where they are currently to a place that is away from direct heat and sunlight. The plastic drawer units should protect them from most leaks, but it must be ensured that the drawers are always closed properly to do this. The prints should be handled as little as possible. ONCE A YEAR THE PRINTS SHOULD BE CHECKED FOR SIGNS OF MOLD GROWTH ETC AND ANY PRINTS THAT SEEM TO BE DAMAGED SHOULD BE PLACED IN A NEW SLEEVE. IF IT IS A PARTICULARLY IMPORTANT IMAGE, A NEW SCAN SHOULD BE MADE AT 600 DPI AT A4 SIZE AND STORED IN THE SAME WAY AS OTHER SCANS
If these steps are followed, we shall at least have extended the life of the prints beyond what is currently expected and will in addition have an archived copy of each one.

Supplies

The clear plastic sleeves for the prints, available in different sizes, can be obtained from Chiang Mai Plastics. Most prints are 6x4 as they have been printed out at commercial print studios.
DVDs of all kinds are available everywhere, but choose discs that have individual, hard plastic cases

DATABASE SUMMARY
The database has 14 fields:
Image – This is a ‘container’ field. It is used to display the images. Images are stored as a REFERENCE, not embedded in the database. This is done to reduce the size of the database and to make it quicker to scroll through records. However, if the links are broken, ie: because the folder with images in is moved, or the database is moved, the links will have to be re-built. This can be done as a ‘batch’ using the ‘Import Images’ function on the toolbar. As long as each record has a reference number, it will perform this process very easily. 

Reference Number – The information in this field is created automatically when an image is imported. The reference number is given to the image file when it is created and is vital for keeping track of both scanned images and prints and for relating them to their database record

Copyright – This field is used to identify who owns the image. Usually this will be S.H.A.N. but if images have been given by other people (for example, I found one image that had ‘Copyright Hseng Noung Lintner’ on the back) this must be recorded. Also, if as the project develops we obtain images from other people and they want to keep ownership of them, we should record this in this field; for example, some people may be willing to let us make a copy of a photograph but they might not want to allow it to be published without their permission. As a media group, it is important that S.H.A.N. protects its own copyright as well as respects other people’s ownership rights. Should someone want to buy the right to use one of the images (which is common practice with image banks) this field will determine whether that can be agreed by S.H.A.N. as well as who would receive any payment

Photographer – This field is used to record the name of the photographer, where it is known.  Data is entered from a pop-up list to prevent spelling differences of names and ensure that we can find all images taken by a particular person.
Source - This field is used to identify who gave an image to S.H.A.N. It may, but may not, be the same person who owns the copyright

Date Taken – This field is used to identify the date when the image was taken as closely as possibly. Data takes the form DD/MM/YYYY. When, for example, only the year is known it will take the form XX/XX/YYYY. If the date is uncertain, it can take the form DD/MM/YYYY? Data entry must be standardised otherwise it will not be possible to search and find images from a particular year, for example.
Location – This refers to the file path of the digital image on the computer. Data is entered automatically when an image is linked to the database. If the folder of images is moved, the image will be re-referenced and the new file path will be recorded as long as ‘Update matching records in found set’ is ticked in the import task window

Place - This is the place where the photograph was taken. Data is entered from a controlled pop-up list to reduce spelling errors and improve the success of searches

Storage – This is the reference number of the DVD where the archive digital image is stored
Caption – This field works as a brief summary or title for the image. IT SHOULD BE A SHORT TITLE OF NO MORE THAN 50 CHARACTERS. We have included this field with the idea that, in the future, some or all of the images may be put on a website. The information from this field could then be used as a thumbnail caption. It is easier to make this field now than have to go through 10000 records and write a thumbnail caption for all of them at a later date. 
Notes – This is a free text field and is used to give useful information relating to the photograph that cannot be found elsewhere, as well as to make clear identifications of people in the photograph (e.g.: the ‘Names’ field will list names, but it is not always clear where these people stand in a large group). Because it is a free text field there will probably be more errors in spelling in this field than others but we have tried to record all the key identifiers (name, place, date, keywords etc.) in controlled text fields as well.

Names – This is a controlled text pop-up field used to identify specific people. Only given names are to be used in this field, not categories such as ‘Ethnic Leader’ where the name is not known

Keywords – This is a controlled text menu used to identify key categories related to an image. It is intended to help searches for particular groups of images. Multiple selections can be made in the tick-boxes. When a search is made for images with one keyword category, results will include all images with this keyword ticked no matter what other keywords have also been selected
Event – This is another controlled text pop-up menu field in which particular events are identified. This should ideally be of named events rather than general ‘types’, but if the event type is likely to be quite narrow and is not clearly identified in other fields, it could be included (e.g: ‘Birthday’ is likely to bring back a small enough group of images that it will still be useful in narrowing down to a limited group; ‘Meeting’ is a very general term and is covered in the Keywords field and so will not give us any additional help in narrowing down our searches

Notes on the development of the database

Software

The database was originally developed using the Photo Catalog template in Filemaker 6. We have since updated this to Filemaker 9. There are some slight changes to the way the database tools are presented, but these are all clearly identifiable. The new software will enable us to increase the size of the database without worrying about it becoming too slow or becoming corrupted. 
For example:
The maximum size of a Filemaker 6 database is reported to be 2 GB

The maximum size of a Filemaker 9 database is reported to be 2 TB.

Even though we are only referencing/linking images to the records, rather than embedding them, the database is already more than 4 MB after one week. We therefore need to use the latest edition of the software.

Language/Font
Originally we tried to use Shan Font (Monglai and Web1) in the database. However, we found that there were difficulties relating to the font size in the fields and to the clarity of the entries (Lieng Lern could not see the font as he typed it in some cases, and in others parts of the field were deleted)
We therefore decided we had to use English, but as many controls as possible have been put in the fields to minimise the chances of error

Back-up and Empty Clones

It is very important that the database is copied to its back-up folders (on the hard drive and on the memory stick) as often as possible. I recommend that it is done at least twice a day – at the completion of the morning and afternoon periods.

This is especially important when using Filemaker software as changes are not ‘Saved’ manually – they occur upon entering data. Therefore, if data is lost, it is very difficult to recover it. It is especially easy to delete data by accident. If a backup is made, data can simply be copied and pasted back into the field, etc. In extreme cases, the whole database can be reconstructed.

· The whole database should be copied regularly to its Back-up folders

· The data from the database should be exported as an Excel file regularly (this is an automated process that is very simple and quick)

· An Empty Clone (i.e.: a copy of the database template without any records/data) should also be made. This means that if a database becomes corrupted/unusable, the data from the Excel file can be imported into the Empty Clone, recreating the database very easily and quickly. This is a precaution to be used as a last resort.

Knowledge Management

It is very important that the flow of information is clear:

· Lieng Lern will be responsible for making database records, scanning images and inputting data into the records from information he has received from S.H.A.N. members of staff and others

· LL will be responsible for providing printed data sheets for each image on which he requires information and giving these to others to complete.

· The returned data sheets will be placed in a folder for future reference

· Hkuensai Jaiyen and others will complete as much information as they can about individual and groups of images and pass these back to LL on a regular basis

· Every month, LL will send an Excel file of data to MS for her to check and a file of thumbnails so that these can be cross-referenced (procedures for this still to be decided)

· MS will check the data and make any corrections and return the updated file for LL to re-import back into the database
· Should there be times when LL is waiting for new information to input, he shall continue with scanning images

Individual, Organisational and Community Knowledge Development  and Outputs
As the project develops, the knowledge base of the project will change slightly. Those who currently have least knowledge (LL and MS) will acquire more and those with most knowledge (KJ et al) will probably reassess what they know and produce new understandings of this.

These are positive developments and will lead to data being inputted into the database more quickly (LL will have fewer questions and will be able to make identifications of images without having to ask for information in many cases – he will probably also be able to provide information that other people may not know).

However, it can also lead to problems where it emerges over time that certain events have been described incorrectly or inaccurately etc. because memories at the beginning of the project were unclear. Also images may be uncovered that cause changes to interpretations of previous images.

This is to be expected and happens with all knowledge based projects – it is part of the knowledge development of the project and should not be considered an error or a problem. However, it is very important that knowledge is managed carefully from the beginning (ie: through careful database entries) so that corrections will be easier to make.

It is also important that the growth of individual knowledge is related to the development of Organisation Knowledge as a whole – if one person knows a lot but then leaves and that information is not transferred to the organisation, it is of little use.
· The development of the Image Bank in itself helps us to ensure that the knowledge of lots of people is made available to others through the database. 

· It might be a good idea for Lieng Lern to give regular updates to the other staff in S.H.A.N. about what he has done, what he has learned etc. so that everybody has some familiarity with the contents of the database. 

· It may also be a good idea to make printouts or Contact Sheets of thumbnails from the images that have been scanned and for these to be kept in a file. This is a very easy resource for everybody who wants to look quickly through the images even when LL is working on the database or when there is no computer access

Output relating to Individual and Organisational Knowledge

It is very important for MS that she can assure the funders of the project (the Economic and Social Research Council, UK) that the money has been well-spent. To do this, she will need a report from people involved in the project about the impact that it has had on them and any outcomes from the work. It would be excellent if all those involved in the knowledge chain within S.H.A.N. could, at the end of the project, write a report of what they have learned from the project and how it might have impacted on their work and knowledge. A report would also be required relating to how the Image Bank has impacted on the Institutional Knowledge of S.H.A.N. and its impact.

Community Knowledge
It is recognised that the Image Bank is primarily for use by S.H.A.N. However, the ESRC is particularly keen that there should be community outputs relating to any work that it funds. MS would be grateful if you could consider how the Image Bank might be used more widely, or how information about the work could be transmitted (e.g.: an article in the newsletter etc.  and perhaps an article in another media forum related to Burma). If images could be selected for a small exhibition, MS would also support this.
These outputs can be discussed further as the project develops

Forward Planning and Milestones

It may not be possible to create full records for all the images in the SHAN archive. After one month, we shall assess progress and develop a plan with milestones. This will mainly depend on a prioritisation of materials to be scanned so that the most important are done first.
MS has suggested that the MTA photographs be scanned first because they are a good group of easily identifiable material (ie: we can find them easily in the archive), and also have significant historical value. If this decision is to be amended, this should be decided soon. This amounts to nearly 7000 images.

After this, it may be necessary not only to prioritise certain groups of images (particular events etc.) but also certain types of images and image quality (ie: not to scan blurred images etc – NB: this relates only to the quality of the original image; old photographs that have become unclear because of their age and general deterioration should be considered priorities for scanning, not excluded).

LL should clarify with KJ before excluding any images – and all images excluded initially in this way should be placed in a box where they can be scanned at the end of the project. We should aim for all images to have a digital scan and a reference number by the end of the project, even though some might not have data in the database
After one month we should develop a forward plan and our milestones – and these can be continually reassessed as the project develops.
DATABASE CHECKLIST
Date
1. Can you explain the procedures for scanning prints?

Yes
No

2. Can you explain the procedures for storing prints?

Yes
No

3. Can you explain the back-up system for files/folders?

Yes
No

4. Do you know where to buy supplies eg: plastic envelopes?
Yes
No

5. Do you know which kind of DVDs are best for storage?
Yes
No
6. Can you explain the image reference number system?
Yes
No

7. Do you understand why we use Filemaker 9 not 6?

Yes
No
8. Do you understand why we only reference/link images?
Yes
No

9. Do you know how big each TIF file will be?


Yes
No

10. Do you know where to get help with technical problems?
Yes
No

11. Do you know where to look for help with Filemaker?

Yes
No

12. Do you understand the knowledge chain for records?

Yes
No

13. Do you understand how to use the database fields?

Yes
No

14. Do you know how to import images into the database?
Yes
No

15. Do you know what to do if the database is corrupted?

Yes
No

16. Do you know how to edit ‘Value Lists’?



Yes
No
17. Do you know how to export data into Excel?


Yes
No

18. Do you know how to burn DVDs?




Yes
No

19. Do you think you need more training relating to any part of the project? If yes, state what: ………………………….……………………… ….…………………………………………………………………………………
20.  Do you want more training relating to the project or issues arising from it? If yes, state what: …………………………………………………….

…………………………………………………………………………………………..
