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What is INDIGO?
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Over
view

INDIGO is a tool to enable staff to load digital objects into the NDHA (Library’'s

Digital Preservation System.




Digital Preservation System (DPS) is the name for ExLibris’ Digital Preservation
DPS & Rosetta product prior to it being named as Rosetta. Within Indigo and in this guide, the
two terms are interchangeable.

If you have encountered an error in INDIGO, please send an error report to the
Contacts for NLNZ Helpdesk.

staff If you have any questions that relate specifically to the content in this user

guide, please contact ndha.admin@dia.govt.nz

Key Concepts

Introduction



Representation
types

Representation
type
Digital Original

%

Description

The first representation
created for a Submission
Information Package (SIP)
where the material is
digitally born.

Example

An oral history that is
created on a digital
recorder and submitted to
the library as sound files.

Access Copy

Any digital copies that have
been created to make user
access easier.

A producer’s manuscript is
a Word Perfect file that
cannot be easily opened.
To help users access the
file more easily, an
additional version is
created as a PDF.

Preservation
Master

The latest preservation
copy that will be used for
future preservation actions.
The original file captured
using camera or scanner

An unaltered or ‘Raw’
capture of an item e.g. a
painting or a photograph.

Modified Master

Any Preservation Master
files that have been
modified.

Files which have been
optimised by colour
correction, cropping etc.
and then saved as a
Modified Master.

Continued on next page...




A set of files that is considered a unit (for example, scanned pages of a book or a
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Intellectual photograph).
Lol
Entity An |E can be:
a single file.
many files that make up a whole item
Staff will need to decide whether files they are adding to the preservation system
should each be an IE on its own, or whether they are parts of a whole IE. To make
this decision, they need to decide if the files can ‘stand-alone’ or if they must be
viewed together to make sense.
IEs can also consist of various representation types (example - Preservation Master,
Modified Master etc.) made from the original file or files.
Note: In Indigo each IE is represented by the ﬂ icon in the Intellectual Entity panel.
The number of £2% icons in this panel will tell you how many IEs you are about to
load.
Separate IEs
A set of cartoons that are by the same artist can be viewed individually and still
make sense without being seen in relation to the other cartoons. Each file should
therefore be loaded into the system as a separate IE.
The image below shows a number of IEs:
File Templates Wiew HotKeys Help
Add Inkellectual Entity | Job Queue |
| CMS Reference
[ Source | Select Producer -
5 Skaff Mediated Fiter | Select Material Flow
[Catherall Elizabeth, fl 2008 o]
(Cedars of Lebanan Club Inc (Dunedin) [
Chan, Henry, 19537-2008
ICommunist Parky of New Zealand
lCox Percival =l
:.InteHectual Entity
[Select File(s) Sart by [File Name || | Inbellectual Enticy Struckure Map
Separate [Es &% Separate IEs ) Templates Select:
TeEaEn e L
----- ‘Cartoon Apr 2009.jpg (Digital Criginal)
[ 4% Cartoon Feb 2002.jpg e Structure Map
(= P Digital Original
*Cartoon Feb 2009.jpg (Digital Original)
4% Cartoon Jan 2009.jpg
= P Digital Criginal
“-Cartoon Jan 2009, jpg (Digital Original)
4% Cartoon Jul 2009.jpg
=8 :_‘_ Digital Original
“~Cartoon Jul 2009,jpg (Digital Criginal)
4% Cartoon Jun 2009.jpg
=P Digital Original
f.Cartoon Jun 2009.jpa (Digital Originaly
(=% Cartoon Mar 2009.jpg
(=} P Digital Criginal
Cartoon Mar 2009.jpg (Digital Original)
=4 Cartoon May 2009.jpg
[ER.20iqital Criginal
t-Cartoon May 2009.jpg (Digital Original)
.ISEIEEt Template | <no template selocted - dlear data =1/ DeleteTenplate S i
Continued on next page...
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Multiple files that make one IE

Intellectual A manuscript has been received, and each page is a separate .doc file. The
Entities — pages will not make sense if read alone, and so all the files (each one a Digital
continued Original) must be stored together to make a single IE.

The image below shows an |E consisting of multiple files:
[[Efe Tempiates Wew Mot Eeys Help
Add Intellectual Entity I Job Queus |

M5 Referenc

Source————— -Select Producer
& Staif Medisted Fiter | Selleck Material Flow
(Catherall, Elizabeth, fl 2008 A

\Cedars of Lebanon Club Inc (Dunedin) |
i(Chan, Henry, 1937-2008
(Communist Party of Mew 2ealand

(Caox Percival ﬂ
[ Intellectual Entit:
elect File(s) Sort by |File Mame LI Intellectual Entity Structure Map
| Multifle 1Es Templates Select I-
jigical Original

+-Diary page 01.do (Digital Original) Save | Defete
- Diary page 02.doc (Digital Criginal) -
+.Diary page 03.doc (Digital Criginal) Q ALt Map
- Diary page 04,doc (Digital Criginal)
~Diary page 05.doc (Digital Criginal)
- Diary page 06.doc (Digital Criginal)
- "Diary page 07.dor (Digital Original)
+Diary page 08.doc (Digital Criginal)
+Diary page 09.doc (Digital Original)

lSe\ect Template | <no template selected - clear datas LI Delete Template Save Temply

# $ # 1%

This section
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Add Intellectual
Entity screen
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The image below shows the layout of the Add Intellectual Entity screen.

Note: Screen layout may differ depending on user group settings.

1 NLNZ Indigo 29-SNAPSHOT (UAT)

This is where you
select system
preferences

Templates View Hot Keys Help
Templates View Hot Keys Hel

Bty
ZA

==

This is where you can

This is where you
select your file(s)

This is where you
cancel or load an
intellectual entity.

Search for .
Tt search the collection o o
e management systems o This is where you
i = create a structure
creator date map
frual Eatity /-
9 Sort by | File Name. [ T Intellectual Entity Structure Map
Fixity None - ﬁluldlect\m.l!—lnuty Templates Select  <no template selected - clear data> -
it shind ez \_ Save Delete Save Shared
Ip3
bail Road Places = & Structure Map 7
L?D:::!:mau;had OneOff
|y Test 2 Publised Personalised Periodic
s Test 3 Unpublished Donation (Web)
[ERE =<t - Indigo Sound -
f I i ] »
Select Template | <no template selected - clear data™> ThIS iS Whel’e || DeleteTemplate | [ SaveTemplate | [ Save Shared Template | [ Clear Motadata
Data Eement you create your
s intellectual
|CMS Identifier .
SIP Title entlty
| Title:
| Access Restriction®
Entity Type*
| Lssue (* for Periodicals)
[ssue Date (* for Periodicals)
Year (* for OneOFf & AY) |
Notes N—1
Content Type (* for AV)
|Publisher
JURL . .
e This is where you enter
your metadata; or the
selected record

Cancel Load Enti.

Edit Provenance Notes

displays/populates
CMS record

- ]
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Job Queue screen
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Job Queue screen:

Searching

In this section we look at the steps for searching INDIGO, including

This section Searching Tiaki (emu) or Voyager (CMS databases).

Performing a Staff Mediated search.




This is used for linking a deposit to a CMS record and retrieve metadata.
Search CMS

Note: Tiaki and Voyager are CMS databases that are specific to the National Library of
New Zealand.

1. Select Tiaki (emu) or Voyager in the CMS Reference pane.

Result: The Search for panel displays as shown below:

+ %0

2. Complete at least one of the fields ( Using IRN, Ref No or BIB ID will return the most

direct search result). For example place in the Title field type in ‘Iceberg’ and click
Search button.

Result: The CMS Search Results screen displays.

3. Select the record for the item you are loading into INDIGO.



Note: Navigate through search result pages as required.

4. Click either Select Record button or double click on the highlighted record.

Result: The metadata for the selected record displays in the Data Value section
of the Metadata pane.
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Staff mediated
search * " %

1 Select Staff Mediated option .

Result: The Select Producer information displays.

2 Type the name of the producer into the Filter field to shorten the available list.
3 Select the required producer from the list.

Note: If the correct Producer doesn’t appear on the list, check to ensure
that you are linked as a Producer Agent in ROSETTA.

I.  In Rosetta go to Manage Producers list and find the required producer.
II.  Click More > Producer Agents link.

Ill.  Click Add Producer Agent then find and select your username and click
Add.

1" Go back to INDIGO and right click on the producer’s list and select
Refresh Producer List to find the newly added producer.

3 Select the required material flow from the Select Material Flow list.

Notes: If the correct material flow doesn’t appear on the list, check to
ensure that the material flow is linked to the producer in ROSETTA.
To do so:

In Rosetta go to Manage Producers list find the required producer.
Click Update link.
Click Mange Material Flows button.

1" Select an INDIGO-specific material flow from the Material Flow pool
and click Add Selected button.

1" Go back to INDIGO and right click on the producer’s list and select
Refresh Producer List and select the producer you have just
worked on.

Result: The selected Indigo material flow appears in the Select Material
flow panel.

Select File(s)



In this section we look at different ways to select files, including:
This section

Selecting a file for loading.
Creating and navigating to favourites.
Refreshing and sorting file lists.

View files

This is how to navigate within INDIGO to select files to build an IE.
Selecting Files for
loading

1 Inthe Select File(s) panel, click on the ‘+' symbol next to the directory holding the
files you want to upload.

2 Click on the selected folder.



Create a directory
favourite

Staff can create a list of often-used directories called Favourite Directories.
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To access the list of favourite directories:

Navigate to g g - v "

directory Favourite

6 + $
Result: On the Select File(s) pane you will find the selected directory highlighted.



To refresh the contents of a directory after changes have been made:
Refresh file list
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Sort by Files can be sorted when using the Select File(s) pane. To sort files:
5 , % + #
6 + # %
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Result: Files are sorted by the option chosen.

You can open to view a file in Select File(s) panel. To do so either:
View files in Select

File(s) double click a file or

right click the file name and select Open file

Building Intellectual Entities



There are three main ways of building an IE within INDIGO:
Ways of building

an IE Use Folder as root of IE.

Use File as root of IE.

Set each file as IE.

2#S$



. 0
Use Folder as root
of Intellectual

Entity 1 Rightclick on the folder containing all the files.

2 Select Set as root of Intellectual Entity

Result: The folder displays showing all files it contains.

Continued on next page...



Use Folder as root 3 Right click on the icon in the Intellectual Entity panel.

of Intellectual
Entity - continued

4 Click on Add Representation Type and select the appropriate type.

Result: Your representation type displays in the Intellectual Entity panel.

5 Drag and drop the required files into the relevant Representation Type.

< Putthe files into the correct order by selecting the file you need to move, and
use either the <Alt> <Down> or <Alt> <Up> Hotkeys to change the order of
the file within the Rep type as required.

You may need to click Cancel button to go to the next step






Use file as root of

Intellectual Entity $
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Determining Representation Types

INDIGO reads the name of the folder that the file comes from, and if it matches
one of the available representation types it then adds the files in that folder as that
particular representation.

Notes:

In order for INDIGO to accurately create the |IE and its representations,
files must be contained within folders named in the following way (in a
network drive):

o0 Preservation Master
o0 Modified Master
o Access Copy

The Modified Master and Access Copy (if applicable) folders must be
contained within the Preservation Master folder.

* 4+ * ' > +
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Continued on next page...



Building a METS structure map.
Use file as root of
Intellectual Entity —
continued...

If structure type definitions have been defined, INDIGO looks for these
components in the filenames and builds the structure map for the IE accordingly.

Note: Refer to ‘Structure Map’ section for further detail.

To build an IE using a file as the root of the IE:

1 In INDIGO Select File(s) pane, open the folder containing the files that
make up the IE you want to submit to INDIGO.

2 Select one of the files that are part of the IE you are creating.

3 Select <Use file to describe IE root>

Result: The Enter Entity Name and File Prefix  pop-up window appear with the
file prefix. INDIGO uses this prefix to automatically find all the other files that are
part of this IE.

Continued on next page...



4  Check that the file prefix that displays is correct:

Use file as root of

Intellectual Entity — If... then...
. y the prefix is correct click OK.
continued... — -
the prefix is not correct you may have selected the wrong file.

Cancel the prefix box and browse for
the correct file to ‘describe |E root’ .

you cannot find the correct file cancel the submission and investigate
the problem outside of INDIGO.

Result: On OK the Intellectual Entity panel is automatically completed using
the files with the prefix described.

You may need to click Cancel button to go to the next step



Set each file as an
Intellectual Entity ' "

To create an IE when each file is a separate IE:
Right click on the folder containing all the files.

1 Select Set each file as an Intellectual Entity

Result: Each file is set up as a separate IE.




Rename an
Intellectual Entity

" # A
# @+ 2( #
‘%
If you use... then...
Set Folder as IE root the IE name is derived from the folder name.
File to Describe IE root the IE name is derived from the file name prefix.
Set Each File as Separate IE | the IE names are derived from the file names.
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Select File(s) d

Intellectual Entity
Hotkeys

# 0% AS
$
% 01 "
<Alt>M Displays options for setting IE.
<Alt>S Selects current directory as the root of the IE.
<Alt>E Adds each file as an IE.
<ALT> Selects a file or group of files.
Press <ALT> and the first letter of a representation
type.
Result: This will add a new representation type to the
Intellectual Entity panel with the selected files
added.
Note: This hot key can only be used once you have
Set folder as IE root.
Current representation types are "Digital Original",
"Preservation Master", "Modified Master", and "Access
Copy".
F5 Refresh File Directory List.

# 0 $ AS$
<Delete> Deletes the selected file or directory from the IE.
<Alt><Up> Moves the selected file or directory up.
<Alt><Down> Moves the selected file or directory down.
<Alt>S Create a Structure map from select files.

Note: Holding down the CTRL key can be used to select
more than one file for inclusion in the structure item.
<Alt>R This is similar to the <Alt><S> hotkey in that it creates a

Structure map from select files.

In addition, it looks for files with the same name in all the
representations in the |IE and includes them in the structure
item as well.




You can open to view a file in Select File(s) and Intellectual Entity

V!ew filesin Select To do so either:

File(s) and

Intellectual Entity - double click a file or
panel

right click the file name and select Open file

Structure Map

Introduction
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Manually create a
structure map
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Continued on next page...



Structure Map
Hotkeys

<Delete> Deletes the selected file or structure item from the structure
map.

<Alt><Up> Moves the selected file or structure item up.

<Alt><Down> Moves the selected file or structure item down.

<Alt><S> Create a Structure map from select files.
Note: Holding down the CTRL key can be used to select
more than one file for inclusion in the structure item.

<Alt><R> This is similar to the <Alt><S> hotkey in that it creates a

Structure map from select files.

In addition, it looks for files with the same name in all the
representations in the IE and includes them in the structure
item as well.




Structure Map
Templates

# %"

"$ 58&#

5 &# !

5 &# !

$ % $

%% %, "



Manage Structure
Map File
Descriptions
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Continued on next page...




Manage Structure
Map File
Descriptions -
continued
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Metadata
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Data Value section

Metadata
Templates

What you need to know here:

Data Value section is used for entering more contextual, descriptive or
technical information about the material being uploaded.

Some metadata fields are automatically completed when the deposit is
linked to a (CMS) record using the search functionality whereas other
metadata may need to be completed manually.

The metadata fields that need to be filled in will vary depending on the
user’s work stream.

Compulsory Metadata is marked with a *’ and differs depending on the
work stream.

The grey fields are populated by INDIGO after linking with a record in
CMS. Defining the metadata fields, as well as whether they are mandatory
or optional, can be configured by an INDIGO Administrator.

Clear Metadata - To clear metadata fields, click the Clear Metadata
button.

Metadata templates can be applied when similar metadata will be used when
submitting files and only minor changes are required to some fields.

To create a template:
1 Complete the relevant fields in the Data Value panes.

2 Click Save Template (personal use) or Save Shared Template (for

shared use) to save the structure information as a template.

To delete a template:
1 Select the template you would like to delete.

2 Click Delete Template .
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Provenance Notes
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You can select an IE and edit the Provenance Note only for that IE

Upload a Deposit

Introduction

Load Entity
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Automatic
duplicate check ' ( #

An automatic duplicate check is carried out to verify if the CMS record you have
linked to your IE already has IEs linked to it.

If a duplicate record is found by INDIGO the following options are displayed:

Option

Result

View DPS Content

This allows you to view the IE(s) that are already linked
to your CMS record.

Note: You should always choose to <View DPS
Content> in order to ensure you have linked the right
CMS record for your IE.

Deposit Anyway

This will send through your deposit in its current form,
and link your IE(s) to the CMS record you have chosen.

Cancel Deposit

This allows you to return to your deposit and continue
editing, perhaps choosing a different CMS record to link
to.

Click OK on Job Submitted pop-up window.

Job Queue

Introduction
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Tracking your
deposit $ ")

The Running Jobs panel shows the deposits that are in the process of being
Running Jobs uploaded into ROSETTA.

, & | %

1 Rightclick on the job.

2 Select Cancel job .

Pending Jobs
& / n

To Cancel a Pending Job:
1 Rightclick on the job.

6 Select Cancel job .




Failed Jobs

Deposited Jobs

The Failed Jobs panel shows any deposits that could not be uploaded or
processed, due to errors.

To Cancel a Failed Job:

1 Rightclick on the job.

6 Select Cancel job .

Result: All files are returned to their original upload location.

To Resubmit a Failed Job:
1 Rightclick on the job.
6 Select Resubmit job .
Result: Indigo begins the deposit again with the same files and metadata.
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Complete Jobs




Messages from
ROSETTA

ROSETTA will send INDIGO periodic Status Update Messages as your deposit
moves through the system. The job’s current status is displayed next to its SIP ID,

in the job queue.

The following table shows some of the commonly received messages:

Status Update Message

Meaning

Initialising deposit

Your job is making its way through the system on
its way to either one of the Staging workbenches
or to the permanent repository. This will include
being moved from the deposit server to the staging
server.

Failed to load SIP to
Staging Server...

Indigo cannot retrieve a status back from
ROSETTA for that particular SIP about its loading
to the Staging area.

This does not necessarily mean anything is wrong
with the SIP. Generally an accurate status is
retrieved the next time a status call is made.

Job failed — Server
returned HTTP response
code: 500...

Your job could not successfully be passed on from
INDIGO to ROSETTA.

Right-click on the job and choose “resubmit”.
INDIGO will try to load the job again.

If it fails again, right click on the job and choose
“cancel”. Wait for the job to be fully cancelled (ie.
You can no longer see it in the Running Jobs part
of the queue) and then try creating the SIP again
and loading anew.

Could not retrieve SIP
Status...

Indigo cannot retrieve a status back from
ROSETTA for that particular SIP.

This does not necessarily mean anything is wrong
with the SIP. Generally a status is retrieved the
next time a status call is made.

Job is in the Assessor
workbench

Your job has arrived in the Assessor workbench.

Deposited. SIP #### was
added

Your job has arrived in the Arranger workbench.

Validation Stack execution

Your job has failed some part of the Validation
Stack and is in the TA workbench, waiting for
technical analysis.

Additional tasks before
moving to permanent
server

Your job is going through the Enrichment stage or
ROSETTA, which occurs prior to the objects being
stored in the permanent repository. This is when
metadata validation occurs as well as when
access derivatives such as low-resolution JPGs
and MP3s are created by ROSETTA.

SIP has been moved to
the Permanent Server

This indicates that the job is complete and the SIP
is safely in the Permanent repository.




System Preferences

#
Introduction



Select System Font
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Manage Favourite
Directories

Manage Favourite
Directories -
continued
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Ignore file types
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Sorting Jobs
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Screen views
% " . 4 "
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1 Select View.

2 Click on either Show Search or Show Metadata to show or hide these panes
as required.

Example of screen with Search pane hidden:

Example of screen with Metadata pane hidden:




Cleanup
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Cleanup (Timed)
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Bulk Load
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Bulk load the
directory
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Bulk load each file
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Character
Translations

Check Deposits
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Retrieve CMS
Information

Deposit into DPS

" =4%

’*+ A , ‘k_+_
wy
l*+
!*+
l*+
# 4
!*+
" .
)+( % & B "

Mini Monkey and MD5 creation

Introduction

Mini Monkey is an application designed to create MD5 Checksums. It is used to
verify the authenticity of files that are received or copied by the National Library.
An MDD file is created (using a Checksum algorithm) that records a specific data
profile of files before they are stored on the Network Drive. It can also be used
during the files copying process. Mini Monkey will make an MD5 checksum for
each file and checking the files copied against the checksums.

When building the structure of the IE from the files stored on the Network drive,
INDIGO checks the MDD file to verify that the files have not been altered.



To create an MDD file and copy files:
Create an MDD file 4 jiey the Copy Files tab.
and copy files to a
new destination Note: This will also create a Digest File.

2 Set the destination directory by right clicking on one of the directories in the
Copy to pane. Select “Set this directory as the destination”

Result: The specified directory is set as your destination.

3 Right click one of the directories in the Copy to pane if you wish to create a
new directory as your destination. Select ‘Create a new child directory’
Name the new child directory.

Result: A new directory is created within the selected directory. This child
directory can be set as the destination by following the same steps as
above.

3 Drag and drop the files for checking into the destination directory.
5 Click Create MD5 digest file and copy files

Result: The Mini Monkey Status screen displays.

Note: The duplicate file check identifies identical content.

Continued on next page...



To create an MDD file without copying files:
Create an MDD file
without copying
files 6 Inthe Source directory field, browse for the folder containing the files for
which you want to create an MDD file.

Click the Create Digest File Only tab.

7 Inthe Destination directory field, browse for the folder in which you want Mini
Monkey to store the MDD file.

Note: If the destination directory already contains an MDD file, the new
MD5 results will be appended to the existing MDD file.

3 Click Create MD5 digest file .

Result: The Mini Monkey Status screen displays.

Note: The duplicate file check identifies identical content.

MDS5 Verification
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MD?5 Verification
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Fixes/enhancements — Indigo 2.9



This section

1% ;

N5J63% ;= $ 8
## % |

N55IM% ; +
N55I<% ; C # 5+
+&C + A

*t



