
Approving Deposits

1. Approving Deposits

1.1 Welcome
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Notes:

Hello and welcome to our session on Approving Deposits in Rosetta

1.2 Agenda
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Notes:

Today we will learn how an Approver reviews, approves, rejects, or declines the deposits made by a Producer Agent.
We’ll take a look at the relevant roles in Rosetta for this process: Assessors, Arrangers, and Approvers.
And how they handle the Producer Agent’s SIPs.


We’ll conclude the session by demonstrating how to work with SIPs in the Staff Approval area.
1.3 Introduction

[image: image3.jpg]= * Introduction

=+ Assessors, Arrangers, and Approvers
iﬁ’ * Approving, Rejecting, Declining,

4 and Exporting SIPs

>« Working on a SIP





Notes:

To understand the approval process, let’s start by seeing it in the context of the Rosetta flow
1.4 From a SIP to a DIP
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Notes:

The Open Archival Information System (or OAIS) reference model

defines three types of information packages that are managed by a preservation system:

· SIP - or Submission Information Package is the digital object and metadata that was deposited to Rosetta.

· AIP - Archival information package which refers to a set of files and metadata that is stored in Rosetta’s permanent repository 

· and DIP - Dissemination Information Package which is the package that Rosetta exports or uses for delivery. 

Rosetta transforms the SIP into an AIP during the SIP processing stage. [CLICK]

Part of this stage is approval of the SIP by Rosetta staff, allowing human oversight and review of the package being moved to the permanent area.

Note that the review of the SIP is optional, and you can configure what percentage of deposits will be manually reviewed; as we’ve learned in the material flow sessions.
1.5 Assessors, Arrangers, and Approvers
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Notes:

Now let’s look at the user-roles in Rosetta that can approve deposits: Assessors, Arrangers, and Approvers.
1.6 Approval Flow
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Notes:

Here is the flow of a deposit, focusing on the approval process.

First, a producer agent creates a SIP and deposits in Rosetta.

The SIP then moves to the Approver’s queue.

· If the Approver Approves the SIP - it will be transitioned to permanent storage as an AIP

· If the Approver Declines the SIP - for example, if the library doesn’t own the copyright for the content, it will be declined with no further SIP action

· If the Approver Rejects the SIP and  asks for corrections - for example if not enough metadata was provided, the Producer agent can correct and resubmit the SIP.

1.7 Assessor
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Notes:

Assessors, Arrangers, and Approvers, or “the 3 A’s [THREE As]” for short, are responsible for reviewing content that Producer Agents deposit. 
This table illustrates their responsibilities.
Assessors can approve, return, or decline either the entire SIP or select IEs from the SIP, as well as replace files during review.

1.8 Arranger
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Notes:

Arrangers can do the same tasks as Assessors, and in addition they can re-arrange Intellectual Entities in the Staff approval area.
1.9 Approver
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Notes:

Approvers can only approve, return, or decline the entire SIP; they cannot do so for select IEs from the SIP, nor can they replace files during review.
In most cases it is appropriate to assign all three roles to the same staff account.
The rarer case of assigning only one of the 3 roles to a staff member is to accommodate a larger institution where each of these roles is assigned to a different staff member.

1.10 Approval Groups

[image: image10.jpg]‘ Approval Groups

.
[SAEITIIN Rosetta Management

[T R S —————

T ——

syt sane,
niued b xSk 5300)
Tl s

pr—————

Submissions > Approval Group

e E—
2@ i | b [ —
3@ i | me [rp—
cote Duscrpion Langnge Dtk
o

oSt D lotiion = Qg+ @
[rre———
Aoproniconn -
Wed iy 04 000000 CEST 2010

o

3





Notes:

It is possible to configure Approval groups - this allows for only permitted approvers to see SIPs that belong to a specific group.

The approval groups are configured under:

Submissions > Approval Group
1.11 Linking Staff Users to Approval Groups
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Notes:

Staff with the “User Manager” role can assign the 3 A’s roles to other staff members, from the user details page.

When doing so, the User Mangers also links the each role to the relevant approval groups [CLICK].

In this example, the user’s roles are linked to 3 approval groups; therefore she can only approve SIPS that belong to those 3 groups.

SIPS from other groups will not be displayed in her approval queue.

The SIP routing rules specify criteria for choosing which approval group will be used for the specific SIP.
1.12 Approving, Rejecting, Declining,

[image: image12.jpg]= + Infroduction

_- « Assessors, Arrangers, and Approvers
iﬁ’ Approving, Rejecting, Declining,

4 and Exporting SIPs

<. Working on a SIP





Notes:

Now that we better understand the 3 A’s roles and Approval Group assignment, let’s see what they can do in the Staff Approval area.
1.13 Approver’s Dashboard
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Notes:

Staff users with the 3 A’s are responsible for checking content that Producer Agents have deposited.

Go to  Home > Submissions > Approval > Assessor SIPs List to review the list of deposits awaiting approval.

Remember, each reviewer can only view SIPs that are assigned to their approval group.

Let’s review the basic layout and features of the Assessor SIPs List:
1. Selecting one or more of the SIP check boxes enables you to perform an action on multiple SIPs [CLICK].

2. The “SIP ID” column displays the unique SIP ID number that was assigned when the SIP was created by the Producer Agent [CLICK].

3. The “Alert” column displays an information icon placed by the Technical Analyst to draw the attention of the 3A’s user [CLICK].
For example, if a Technical Analyst replaces a file or makes other corrections in the Technical Analyst Workbench, the 3As will see an alert in their queue for the SIP,

but the SIP can still be moved to Permanent.

A red icon means that the SIP failed to move to Permanent because the metadata does not fit the metadata profile of the material flow.

4. The “Title” column displays the SIP’s title [CLICK].

5. The “Producer” column displays the SIP’s Producer ID [CLICK].
6. The “Type” column displays which Material Type was used to submit the material; for example ‘Unpublished’ [CLICK].

7. The “Submitted On” date refers to the date on which the Producer Agent submitted the deposit SIP [CLICK].

8. The “Assigned To” column indicates to which staff user this SIP is assigned; if this is blank, it means it has not been assigned to staff for review [CLICK].
If the SIP is assigned to a specific staff user, other staff users can only view the SIP but not review it.
We will discuss the remaining Assessor SIPs List features later in this session.
1.14 Approving SIPs
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Notes:

Based on the 3A’s review of the submissions in their approval group queue, Staff users can make one of the following decisions: Approve, Reject, or Decline.
Note that at this level we can only perform actions on the entire SIP, as opposed to performing actions on individual IEs contained within the SIP.

In most cases staff can Approve a SIP by selecting it [CLICK], choosing the “Move To Next Stage” from the ‘Action’ drop-down list and clicking “Execute” [CLICK]. 
In some cases it may be moved to another 3A staff member for further review, depending on how the next stage is defined.

Content with associated files that are free of issues are eligible for preservation and thus may be approved. 
Once approved, the content is move to Rosetta’s permanent repository.
1.15 Return SIP (Reject)

[image: image15.jpg]| Return SIP (Reject)

Submissions > Assess SIPs

&N
[SAU[]{IM Rosetta Management Jom Smith +  Demo nsthuton < @Engish < @

g
Deposits~  Submissions - Data Management = Preservation = QuickLaunch~  Ste Map

& Submissions: Assess SIPs

Fiter a1 - Find in spi - [e

1-1001203Recos (112 (3] [ »

‘ ® s | Mert | Tie Producer Tyme Submitted on | Assigned To

10 s Galleo ExLibris Demo Producer  UNP. Workon Update

Move tonextstage.

3 0] 1ess National Geographic Peng... Ex Libris Demo Producer UNP WorkOn Update
LG I T ] LI

o U 1s6 @ Tme ExLibris Demo Producer  UNP. Workon Update

Move o Assessor pool

Assignto





Notes:

As mentioned, Staff can Return (i.e. Reject) SIPS in cases where the content is suitable for preservation, but only pending some corrections, either in the metadata or files provided.


For example, if the content included files that the repository does not accept, the submission would be returned to the Producer Agent to attach the appropriate files and resubmit.


To Reject content, select the SIP from the list and choose “Reject SIP” from the ‘Action’ drop-down list. Then click “Execute” [CLICK]. 

When you reject a SIP, it will display in the Producer Agent’s “Returned” tab in the Deposit Interface.
1.16 Decline SIP
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Notes:

Staff can Decline SIPS in cases where the content is considered unsuitable for preservation. 


For example, the content included images that appear to be outside of the collection’s scope. 

To decline content, select the SIP from the list, choose “Decline SIP” in the ‘Action’ drop-down list and click “Execute” [CLICK].


When you decline a SIP, it will display in the Producer Agent’s “Declined” tab in the Deposit Interface.

Producer agents cannot resubmit SIPs that have been declined by approval staff.
1.17 Export SIP
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Notes:

If needed, it’s also possible to export a SIP by selecting it from the list, choosing “Export SIP” in the from the ‘Action’ drop-down list and clicking “Execute” [CLICK]. 

A message appears stating “Your SIP will be exported to” followed by a path to your server folder under staff work area.

For example, if your user name is “jsmith” you’ll find the exported SIP under: /operational_shared/staff_work_area/jsmith/.

1.18 Working with SIPs
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Notes:

Now that we are familiar with the 3A’s roles and how they can Approve, Reject, Decline and Export SIPs, let’s take a closer look at some additional functions available to them on a given SIP, including handling that SIPs individual IEs.
1.19 Work On
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Notes:

To work on one or more IEs contained within a SIP, click on “Work On” to display the “Assessor Workbench - Content List”
Note that once you select the “work on” option the SIP will be assigned to you and your username will display in the “Assigned To” column. Of course the same applies to any user selecting this option. 
1.20 Work On - Content List Tab
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Notes:

After clicking “Work On” the SIP moves from the Assessor SIPs List to the “Content List” tab in the Assessor Workbench.

Remember that Assessors and Arrangers can approve, return, or decline not only entire SIPs but also the individual IEs within them; while Arrangers and Approvers can Rearrange IEs.

It is here on the Content list where where such actions can be performed on the IE level for a given SIP.

Let’s look at Content List

The “Title” column [CLICK] lists the IE’s title.

The “PID” column [CLICK] lists the Persistent ID, in this case an IE number, for the intellectual entity.

The “Status” column [CLICK] Displays the status of the IE

The “CMS ID” column [CLICK] lists the associated CMS, or collection management system ID that is linked to this IE.

The Actions columns [CLICK] list what actions are available for this IE.
1.21 Approval Actions on IE level
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Notes:

Click “View” [CLICK] to display the files associated with this SIP; as they will be delivered to the end-user once this SIP is saved to the permanent repository as one or more IEs.

Click “Edit IE” [CLICK] to open the IE in the Web Editor. There you can perform editing functions on the IE, such as adding or updating representations, updating metadata, assigning a CMS ID, running a process on the IE such as ‘metadata validation’ or ‘create persistent identifiers’.

Click “Assign CMS ID” [CLICK] to assign a unique ID to the IE used for finding matching records in existing content management systems such as ContentDM, in order for Rosetta to populate the record’s descriptive metadata.

Click “Export” to save a version of the IE [CLICK], which includes the Rosetta-generated METS and associated files.

Click “Assign AR Policy” [CLICK] to update or add Access Rights policies to the IEs.
1.22 Work On – Metadata Tab
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Notes:

The “Metadata” tab allows the 3A’s to review the SIP-level metadata defined by the producer agent upon deposit.

If staff need to update or add descriptive metadata, click the “Content List” tab followed by clicking the “Edit IE” link to push the SIP’s IEs into the Web Editor.
1.23 Work On – Notes Tab
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Notes:

The “Notes” tab allows the 3A’s to add notes to the SIP for internal communication between them.

To add a note, enter text into the “Add Internal Note” box and click “Add Note” to save the note [CLICK].
1.24 Work On – History Tab
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Notes:

The “History” tab is where the 3A’s can find useful information about the SIP from its inception until now.
For example, an Assessor can see when the content was deposited by the Producer Agent and when the SIP was moved from the Deposit Server to the Staging Server.

If there are many events in the history of a particular SIP, you can filter the list [CLICK] by only the problem events.

This History tab includes the following columns:

The “Event Type” displays the SIP’s event type, such as “Completed Validation Stack Stage” or “SIP submitted to Staging Server”.

The “Description” column displays a more detailed description of the event.

The “Module” column indicates the module in which the event took place; for example, Deposit Server or Staging Server.

The “Submitted On” column lists the SIP event dates.

To view a SIP event, locate the event you want to view and click its event type; the Event Details page opens [CLICK].

The Event Details page displays several fields that contain information about the selected event.
1.25 Update Functions
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Notes:

Back at the Assessor SIP List,

to perform additional administrative functions on a SIP, click “Update”.
1.26 Update Functions
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Notes:

This opens the SIP Details page where staff can add notes at any point throughout the approval process, or assign the SIP to a particular approval group.

To assign (or reassign) this SIP to an Approval Group, make the appropriate selection from the Approval Group menu and click “Assign to” [CLICK].

If you need to leave a note for another approver, assessor or arranger enter text into the “Add Internal Note” box and click “Add Note” to save the note [CLICK].
When you’ve completed your updates to the SIP Details page, click “Save” to return to the Assessor SIPs List.
1.27 Summary
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Notes:

In this session we learned about the approval process for deposits in Rosetta:

We learned about the Triple A roles: Assessors Arrangers and Approvers, and the different functions they can perform on SIPs or IEs, especially:

Approving Rejecting or declining them

We finally saw he to work on a specific SIP, performing actions on the IE level, for the intellectual entities contained within.
1.28 Additional Resources
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Notes:

Thank you for joining us today!

You can find all other Rosetta training materials and product documentation in the Ex Libris Knowledge Center:

http://knowledge.exlibrisgroup.com
1.29 About this Training
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