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Introduction 
In November of 2015, the Easier DRS Depositing project was initiated to simplify and streamline the 
process of Harvard libraries, archives, and reformatting specialists depositing content into the DRS. A 
selection of DRS users from 14 different units participated in interviews, surveys, and meetings meant to 
distill their highest priority needs that would better facilitate their depositing materials into the DRS. 
Three areas of user needs emerged: an improved deposit tool, a forum with which to engage and share 
information with other DRS users, and a deposit-only service for those libraries and archives not using 
Harvard Library reformatting services, which otherwise would deposit for them.  
 
Of the 14 library/archives/reformatting departments interviewed, 28% said they would like to have a 
deposit-only service. The primary reasons offered were either that they so seldom deposited that when 
they did, it took too much time to re-learn how to use Batch Builder or that they were balancing so 
many other responsibilities that they often did not have to time to deposit themselves. In a follow-up 
survey conducted online, nine out of 19 individual participants said they would use such a service with 
the Batch Builder tool as is, while four said that they would consider it depending on cost and amount of 
pre-processing necessary. In a follow-up question, six out of 19 participants said that even if the Batch 
Builder tool were improved, they would still want to use a deposit-only service, either for specific 
projects or due to an overall lack of time. 
 
In light of the decision to have Media Preservation Services accommodate deposit-only needs for video 
formats, there is now both precedence as well as a need for parallel deposit services for other formats.  
 

Deposit Service Use Cases 
The first interviews were across several units and helped clarify a potential need for a deposit service. 
Then, project participants responded to a survey aimed at distilling more specific needs and 
circumstances surrounding the provision of a deposit service. Based on these initial interviews and 
survey, the following libraries were selected for more detailed in-person interviews: Baker Library 
Special Collections, Harvard University Archives, the Tibetan Buddhist Resource Center, and the 
Graduate School of Design. The content covered are either real, existing materials or prospective 
materials that they foresee needing a deposit-only service for. For these use cases, the participants were 
asked to imagine their “ideal transfer method” and “ideal workflow”. 
 
Baker Library Use Case #1 
Audio, Dean’s speeches 

Reformatted or 
born-digital? 

Reformatted 

If reformatted, 
by whom? 

External, third-party vendor 

Carrier External hard drive 

Format(s) WAVs and MP3s, PDF documentation 

Content Audio: WAV masters, MP3 production masters, MP3 deliverables, PDF rights and 
licenses 



Naming 
convention 

HOLLIS#_formattypeshorthand_number.format, e.g. 012523274_aud_0001.wav 

Pre-processing N/A 

Ideal transfer 
method 

FTP or Drop box of some kind 

Ideal workflow  Similar to how Imaging Services operates, the archivists would like to fill out a 
web form denoting what they want deposited, their billing code, how they 
would like the files renamed, and where they would like the files linked (to 
their finding aid, in HOLLIS, etc.), perhaps attaching an Excel spreadsheet with 
any updated metadata from their Quality Assurance measures. 

 Then they would transfer the files online, via FTP or a drop box. 

 After the deposit is done, they would love for the service to also populate 
relevant access interfaces (e.g. HOLLIS, Shared Shelf) 

 Then they would like a confirmation email with the normal DRS report back 
(they currently keep these), as well as the links to the discovery system 
records, if necessary. 

 
Baker Library Use Case #2 
Still images, Reformatted glass slides 

Reformatted or 
born-digital? 

Reformatted 

If reformatted, 
by whom? 

External, third-party vendor (NEDCC) 

Carrier External hard drive 

Format(s) TIFFs 

Content 150 TIFF images of glass slides from a single collection 

Naming 
convention 

Random numbering, e.g. 123456.TIFF 

Pre-processing Would want them converted into JP2 deliverables also and have the RGB 
composition corrected, ideally by the service 

Ideal transfer 
method 

FTP or Drop box of some kind 

Ideal workflow  Archivists would like to fill out a web form, indicating pre-processing needs (in 
this case that they need the RGB levels converted because they were not sent 
back to them correctly), what they want deposited, how they would like the 
files renamed (e.g. starting with a specific SharedShelf number and continuing 
in sequence), and which discovery system(s) to populate after deposit. 

 Then they would transfer the files online, via FTP or a drop box. 

 After the deposit is done, they would love for the service to also populate 
relevant access interfaces (e.g. HOLLIS, Shared Shelf) 

 Then they would like a confirmation email with the normal DRS report back 
(they currently keep these), as well as the links to the discovery system 
records, if necessary. 

 
 
 
 



University Archives Use Case #1 
Audio, archival lecture recordings 

Reformatted or 
born-digital? 

Reformatted 

If reformatted, 
by whom? 

External, third-party vendor 

Carrier External hard drive 

Format(s) WAVs and MP3s 

Content Audio: WAV masters, MP3 deliverables 

Naming 
convention 

N/A 

Pre-processing N/A 

Ideal transfer 
method 

Staging server, like they have had set up with Imaging Services 

Ideal workflow  HUA would ideally like to see some kind of administrative interface that they 
can log into, request a deposit through a web form and acquire a work order # 
that would allow them to track the process – this would be preferable to how 
they instigate reformatting orders, where there is a lot of emailing back and 
forth 

 They would like to attach/upload a spreadsheet into the interface, and then 
transfer the files over a staging server, similar to the one Imaging Services set 
up for them while they were digitizing in-house and IS was depositing for them 

 Once the content is deposited, they would like finding aids linked for them (if 
they have checked that off in their web form 

 Then they would like to receive an email with the work order number, active 
links (they said it is currently very difficult to conduct Quality Control 
otherwise)  and URNs 

 
University Archives Use Case #2 
PDFs, pamphlet 

Reformatted or 
born-digital? 

Reformatted 

If reformatted, 
by whom? 

In-house on their scanner 

Carrier On their server already 

Format(s) PDF 

Content PDFs of pamphlets on server 

Naming 
convention 

N/A 

Pre-processing N/A 

Ideal transfer 
method 

Staging server, like they have had set up with Imaging Services 

Ideal workflow  HUA would like to scan a one-off pamphlet that they find to be historically 
significant while processing a collection 

 They would like to immediately push it to the staging server 



 Then they would like to log into the administrative interface (outlined in their 
previous use case) and check the necessary boxes for what they need – billing 
and owner codes, what discovery systems they want populated, if any 

 In this case, where there are no records yet for the collection as it is being 
processed, after being deposited, they would just like a confirmation 
email/report back with the URN, DRS object ID – and they would do the linking 
later once records had been made for it 

 
Tibetan Buddhist Resource Center (TBRC) Use Case #1 
TIFFs and JPGs, bulk data 

Reformatted or 
born-digital? 

Reformatted 

If reformatted, 
by whom? 

In-house 

Carrier On their server already 

Format(s) TIFFs and JPEGs 

Content Volumes of books imaged as TIFFs and JPEGs to be deposited as page-turned 
objects 

Naming 
convention 

N/A 

Pre-processing They currently have a script that pulls their files into the organization necessary for 
the new DRS 

Ideal transfer 
method 

16TB hard drive 

Ideal workflow  Similar to their interactions with Amazon Web Services, TBRC would like to go 
online, fill out a form with a depositing service for the DRS, and have a 16TB 
hard drive and shipping label sent to them 

 Then they would like to ship this hard drive back and have it deposited 

 In return, they would like to receive exactly what they are getting now – the 
URN reports, via email 

 They would also potentially like a service to link to the records created if there 
is not currently a way to process large amounts of linking via a mechanical 
procedure, but they have not had to do any linking yet because the deposit 
agreement is still being smoothed out 

 Their main concern is how slow it is to transfer as much content as they have – 
they have said everything outside of how they transfer the content to us is fine 

 
Graduate School of Design (GSD) Use Case #1 
PDF theses 

Reformatted or 
born-digital? 

Born-digital 

If reformatted, 
by whom? 

n/a 

Carrier External hard drive 

Format(s) A file folder per student with a thesis in PDF and auxiliary files, if necessary 

Content Theses and supporting documents (e.g. architectural drawings) 



Naming 
convention 

LastName/s_FirstName/s_Program_Year (e.g. 
Burke_Patrick_March_2016_A1b.pdf) 

Pre-processing none 

Ideal transfer 
method 

Would prefer not to utilize a web system, as they don’t want to have to learn yet 
another one – would like to send it over to the deposit service with a piece of 
paper and send a spreadsheet, similar to how they currently operate with having 
things reformatted by Imaging Services 

Ideal workflow  After transferring the content to a depositing service, they would ideally like 
format migration carried out, if necessary. 

 They do cataloguing beforehand, and after the content is deposited, they 
would like it linked to HOLLIS for them. 

 They would like a deposit report back, but they would additionally like it to 
include the links that were created for cataloguing, so that it is easier to check.  

 
Graduate School of Design (GSD) Use Case #2 
Large-format, 9”x9” negatives on spools 

Reformatted or 
born-digital? 

Reformatted 

If reformatted, 
by whom? 

External vendor 

Carrier Returned to them by the vendor on an external hard drive 

Format(s) TIFFs 

Content Large-format, 9”x9” negatives on spools 

Naming 
convention 

Vendor labels them with numbered OSN’s on the images 

Pre-processing They conduct QA on the images that are reformatted and returned 

Ideal transfer 
method 

Would prefer not to utilize a web system, as they don’t want to have to learn yet 
another one – would like to send it over to the deposit service with a piece of 
paper and send a spreadsheet, similar to how they currently operate with having 
things reformatted by Imaging Services 

Ideal workflow  After transferring the materials to be deposited, they would ideally like to have 
the content renamed in compliance with depositing needs for them, and they 
would also like for the service to reformat the images from TIFFs into JP2s for 
deposit. 

 They would like to have a previous arrangement with the deposit-service, like 
they currently do with Imaging Services for reformatting, where the service has 
the file names they want. 

 After deposit occurs, they would like the URN reports via email, but in this case 
cataloguing would not be done ahead of time, so they would not want linking 
done for them. 

 
Potential Requirements for a Deposit-Only Service 
In the online survey conducted after the initial interviews, participants who said they would want to use 
a deposit service regardless of improvements to Batch Builder were asked to rank their functional 
priorities for such a potential service.  
 
 



Desired Features that Would Impact Interest in Using a Deposit Service 
Based on weighted value 

(1st ranking = 20 points, 2nd ranking = 18 points, …) 

Feature Weighted 
Ranking 

Having discovery systems populated with URNs for me 176 

Having file structuring completed for me 168 

Cost 166 

Having format migration and normalization completed for me prior to deposit 156 

 

 

 

 

 

 

 

 

 
 
The following desired features were gathered in the context of following up with those users that 
claimed they would still be interested in a deposit-only service even if Batch Builder were significantly 
easier to utilize. The information is from four units interviewed, comprised of 10 librarians and 
archivists. 
 
Materials to Be Deposited 
The primary content that would benefit the most from a deposit-only service was born-digital materials 
and content reformatted either in-house or by a third-party vendor. 75% of the units said they had born-
digital materials that they would desire to deposit through a service, comprised of theses, disk images, 
and audio content. Another 75% said that they desired a service for their reformatted materials – a 
mixture of either in-house digitization in bulk or materials digitized by external vendors. 
 
Desired Transfer Methods of Content and Metadata 
There was no conclusive or common method of transferring the actual content to the deposit-only 
service, although the disparate answers could all align with one or two options.  
 
One unit said they would like to request a deposit of content through an administrative interface similar 
to the PeopleSoft dashboard, by initiating a deposit and receiving a word order number that they could 
follow through the process of deposit, uploading a spreadsheet with the necessary metadata 
information, and using a staging server – a similar arrangement that they currently have with Imaging 
Services – to transfer the content. Another unit said they would find it most convenient to FTP or drop 
box the content, and send a spreadsheet. 

145 150 155 160 165 170 175 180

Format migration and normalization

Cost

File structuring

Discovery system population



 
Two units said that they would be most comfortable and familiar using a thumb drive or external hard 
drive – one unit specified a 16TB hard drive similar to the transfer methods of Amazon Web Services – 
to deliver the content to a deposit service. Of these units, one of them preferred the idea of utilizing a 
web interface to fill out a form and send it with the hard drive. The other unit preferred the familiarity of 
sending a paper form and spreadsheet, similar to how they currently delivery content to be reformatted 
by Imaging Services. 
 
Desired Features of a Deposit Service 
Out of the four units interviewed, 100% said that they would desire a deposit-service to also populate 
discovery systems for them. This would cover linking to such access platforms as HOLLIS, SharedShelf, or 
linking to finding aids. Each said they would want this as an option because it is not always the case that 
cataloguing has been done prior to depositing. They all said that parsing the URN reports and doing 
individual linking – especially with larger deposits – was excessively time-consuming and tedious.  
 
50% of the interviewees said that they would like format conversion and normalization, which was 
usually the case when external vendors or producers of born-digital content were not transferring DRS-
compliant formats to the units in the first place. 
 
Only one of the units specified that they would desire file renaming to be a feature of a deposit-only 
service, although a few of the units took it for granted when outlining their ideal deposit service 
workflow. 
 


