
Material Flow - Metadata Form

1. Managing Rosetta Material Flows - Metadata Form

1.1 Welcome
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Notes:

Hello, and welcome to our session: Managing Rosetta Material Flows - Metadata Form
1.2 Agenda
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Notes:

In this session we continue to discuss the Rosetta Material flow and it’s components, focusing on the Metadata Form.

We’ll learn how to create a Metadata Form;

And how to duplicate, update, and delete a Metadata Form
1.3 Material Flows Review
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Notes:

First, a quick recap of Material Flows.
1.4 Material Flow Components
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Notes:

In our previous session we learned that the Rosetta Material flow defines what types of content Producer Agents can deposit, and the means by which they perform deposits.

During deposit, the agent fills in a sequence of forms regarding the material.

These forms are configured in the five components of the Material flow.

Today we’ll focus on the first of these components, the Metadata Form.
1.5 Metadata Form Structure
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Notes:

Let’s take a look at the Metadata Form and its structure.
1.6 Material Flow Components
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Notes:

The Metadata Form is the part of the Material Flow where the depositing Producer Agent provides descriptive metadata about the content, such as:

  Creator

  Description

  Format
  and Title

1.7 Example Form

[image: image7.jpg]f . o
| Deposit Metadata Form Screen

Add Deposit Activity





Notes:

Here is an example metadata form. The Producer Agent sees this during deposit as part of the Material Flow wizard in Rosetta’s Deposit Module.

You can customize which fields appear in the form; and which fields are mandatory, as indicated by an asterisk ( * ).

The information entered into these fields during deposit creates IE-level (Intellectual Entity Level) descriptive metadata.

Note that each Metadata form field corresponds to a Dublin Core field.
1.8 Add a Metadata Form
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Notes:

Now we’ll show how to add a new Metadata Form.
1.9 Metadata Form List
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Notes:

To access the list of Metadata Forms in the Rosetta Management module, go to
Deposits > Metadata Form

In this page Deposit Managers can view existing metadata forms and create new ones.

To view a form without editing it, click “View”;

you can click “Update” to update the form;

and click “Preview” to see what the Metadata Form looks like to the Producer Agent during deposit.

You also have Delete and Duplicate options.

Let’s create a new Metadata Form by clicking on the “Add Metadata Form” button, note that only users with the “Deposit Manager” role in Rosetta can add and edit forms.
1.10 Create a New Form
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Notes:

After we’ve clicked “Add Metadata Form”, the Metadata Form Details page opens, on the “Design Information” tab.

In this tab you fill in the basic header information: the form’s name, and an optional description.

The “Form Layout” drop-down list, defines how many columns of metadata fields your form will contain.

In most cases, one column is sufficient.

After completing the name, description, and form layout fields, click “Field Information” to continue.
1.11 Add Fields to Form
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Notes:

The “Fields Information” tab loads with a fields-table for entering new Dublin Core elements.

Click “Add New Field” to create a new field for your Metadata Form.
1.12 Enter Field Properties
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Notes:

Enter information for the new field in the Properties panel on the right. 

Required fields are marked with an asterisk.

The “Field Name” is in internal field which does not display to Producer Agents; however, the “Label” field does display.

There are several field “Types” to choose from: Text Field, Drop-down List, Checkbox, Text Read Only Field, etc.

The field type determines how the field is displayed to the producer agent.

For example, one field could be free-text entry, while another may be a drop-down list, or a Radio list with pre-defined values to choose from.

For such fields offering a choice of several options, you define the available options in the Options Fields Section.

Options can be added manually, or uploaded as an Excel spreadsheet of values.

1.13 Map Field to DC Tag
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Notes:

As mentioned, every field you add corresponds to a Dublin Core tag.

Select the tag that corresponds to your field in the “DC Tag” drop-down list.

Now let’s see the Metadata form as the Producer Agent sees it, click the “Preview” button.
1.14 Preview MD Form
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Notes:

This is what the form looks like to the Producer Agent during Manual Deposit.

To return to the Metadata Form Details page, click Back.
1.15 Reorder Fields
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Notes:

When you’ve finished filling in the details for the field you must click Save Field before clicking Save Form.

After saving the field, it will be added to the list.

The fields can be reordered in the form using the up and down arrows.

You can edit an existing field at any time by clicking the field label in the list.

When all field edits have been saved, click Save Form to save the entire form.
1.16 Duplicate, Update, and Delete Metadata Forms
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Notes:

Now let’s discuss some of the other actions you can perform on Metadata Forms.
1.17 Duplicate a Metadata Form
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Notes:

Staff members with the Deposit Manager role can duplicate an existing metadata form. 
Duplicating can save you a lot of work and help keep the Metadata Forms consistent with each other.


To duplicate a form, find it in the list of metadata forms and click on Duplicate


A copy version of the form is opened for you to modify as needed. When your updates are complete click Save Form.
 
The copy is now added to the List. 


If you don’t assign a new name to the form it will have the original form name with the word Copy prepended to it.
1.18 Update a Metadata Form
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Notes:

Staff can update metadata form details at any time; for example, to add new fields or specify a mandatory field.

To update a metadata form from the List click on Update for that form. 

The Update Metadata Form Details page will open where you can modify the fields as required, and save.
1.19 Delete a Metadata Form
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Notes:

And finally; Staff with the Deposit Manager role can delete a metadata form, if needed.

Note that a form cannot be deleted if it is currently in use by a Producer Agent depositing content, so you may have to wait for them to finish. 

To delete a metadata from the List of Metadata Forms page, locate the form you want to delete and click Delete.

The metadata form is removed from the list, and can no longer be used by producer agents.

This action is irreversible, so delete responsibly! 
1.20 Summary
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Notes:

Let’s recap:

In this session we briefly reviewed the Material Flow components, focusing on the Metadata Form, where producer agents enter the material’s metadata during deposit.

We saw how to add a new Metadata Form and populate it with fields;

As well as how to duplicate, Update, and Delete a Metadata Form.

1.21 Additional Resources
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Notes:

Thank you for joining us today!

We recommend that you continue to view the Managing Material Flows sessions to get acquainted with the other components of material flow.
These sessions and other documents and materials can be found in the Ex Libris Knowledge Center: knowledge.exlibrisgroup.com

1.22 About this Training
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Notes:

1 (Slide Layer)
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2 (Slide Layer)
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3 (Slide Layer)
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4 (Slide Layer)
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