
Material Flow - Putting Together the Components

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 - Putting Together the Components.
1.2 Agenda
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Notes:

In this session we continue to discuss the material flow, focusing on how to put together all of its components.

We’ll learn how to create a new material flow; and how to duplicate, update, or delete existing material flows.

Once the material flow is created, we’ll show how to assign it to a producer profile, and make it available to the producer agents making deposits.
1.3 Material Flow Review
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Notes:

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

In the previous Material Flows sessions 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: Metadata form, Submission Format, Content Structure, Access Rights, and Retention Periods

Today, we will learn how to combine these different components into a Material Flow.

1.5 Add Material Flow & Assign Components
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Notes:

So let’s take a look at how to create a Material Flow and link the components to it.
1.6 List of Material Flows
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Notes:

To access the List of Material Flows go to:
Deposits > Material Flows 

Here is the Material Flow List.

Note that Material flows are institution specific so each institution in your Rosetta installation may have different material flows defined.

In this list, Rosetta staff users with the Deposit Manager role can create new Material Flows or review existing ones.

Click View to review the content of a material flow, without editing it.

To create a new Material Flow click Add Material Flow.
1.7 Adding a Material Flow
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Notes:

After clicking on Add Material Flow a new Material Flow wizard opens on the Design Information tab.

Enter a name for the Material Flow and choose either Automated or Manual from the Material Flow template drop-down list.

An automated Material Flow is used to load bulk content via Rosetta’s Submission job.

A manual Material Flow is used by Producer Agents in the Web Deposit wizard and by Staff in the Deposit module.

Once you’ve completed these two mandatory fields click the Next button to open the Material Flow Details form.
1.8 Material Flow Details
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Notes:

The Material Flow Details form displays.

The form is composed of the following sections: Material Flow Definition, Technical Definitions, Descriptive Definitions, Access Rights, and Retention Policy Form

We will now review these different sections.
1.9 Material Flow Definition

[image: image9.jpg]aterial Flow Definition

Deposits > Material Flows > Add Material Flow > Next

[ZENAINEE Rosetta Management John Smith - Demo st
Deposts - Submissions+  ata Management_ Preenaton-= [T r—
@/ Deposts: MatealFlows / Detlls ——0—
Vaterl Fow > cromedon  06/057208 croatedby  admim
Material Flow Type Automated Update Date  06/05/2018 Updatedby  admin

*Name New Material Fow
Descrlplon/Insuctons [ rom o mroged
Sampling Rate
St Acive I 200 alldepeositssent o review
Sampling Rate (%) 5 199 Some deposits sent to review .
— — 0 Nodeposits sent to review
team more n the SIP processing sessions
Assertion of Copyrights - I AAPTOE — aldatonProfieBask - )





Notes:

The Material Flow Definition section, includes the basic definitions of the flow.

Enter a unique name for the material flow in the mandatory Name field.

The Description/Instructions field will display to the Producer Agent in the list of material flows, so it is recommended to provide a description of how and when to use the material flow. This ensures that the correct material flows are used to deposit the appropriate content.


Status must be Active if you intend for this material flow to be used.

The Sampling Rate (percentage) refers to the percentage of Producer Agent content that needs to be reviewed by staff users before it is saved to the permanent repository.

A rate of 100 means that all deposited content must be reviewed by Assessors and Arrangers. 

We recommend using 100 when the material flow will be used by less trusted sources; for example, by non-library members or new Rosetta staff.

Use 0 when you are sure that the depositor’s content is trusted and free of errors; for example content deposited by library members or senior Rosetta Staff.
You may use any value in between 0 and 100 if you would like to review some of the content from time to time.
In this example the Sampling Rate is 50%; so if 20 deposits are made with this material flow, 10 of them will get added to the Assessors and Arrangers queue for review.

In the Internal field, select No to make this material flow “available to all users”; or Yes if it is intended for staff users only.

In the Assertion of Copyrights drop-down list, you can select the appropriate copyright boilerplate that will display to Producer Agents during manual deposit. Copyright boilerplate statements are customizable.

The Material Type field indicates the type of material to be deposited using this form.

This information is used for reporting and statistical purposes and the available options are customizable.

Optionally you can select a Metadata Profile which defines which metadata elements are mandatory, which validation routines should apply for each of the intellectual entity’s metadata elements, whether a user can add elements, or whether the list of elements that can be associated with the IE is restricted according to a predefined list.
1.10 Edit Components
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Notes:

Throughout this form, you will notice pencil icons next to some of the components. Previous videos explained how to configure each of these components before creating a new material flow. You can also set these configurations along the way as you are adding a new material flow. To add or change an option in the drop-down menu, click the pencil icon. 
1.11 Edit Components Example
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Notes:

This will take you to the relevant page where you can make changes and additions. When you have finished, click Back to Material Flow to return to the process you had started.  
1.12 Drop-down Refreshed
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Notes:

The drop-down will be refreshed with the changes made to the component.
1.13 Technical Definitions
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Notes:

The next section is Technical Definitions.

Here you choose the appropriate content structure from the pre-defined options in the Select Content Structure field.


Content Structures define the structure of the submission package that will be ingested into Rosetta in order to convert it to a Rosetta-compatible METS.

Next, select the appropriate submission format from the pre-defined options.


Submission formats define the following limitations on the submitted files: file types, number of files, and size of files.
For automated material flows, the submission format also defines the deposit folders path.

Tick the Automatically extract compressed files checkbox, to allow automatic extraction of compressed files during deposit.
1.14 Descriptive Definitions
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Notes:

In the Descriptive Definitions section, select the appropriate Metadata Form from the pre-defined options.

The Metadata Form is where Producer Agents enter the descriptive metadata for the deposited content.

You can click on the Preview button to see a preview of the form as it will display to the producer agent during deposit.
1.15 Access Right Form
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Notes:

In the Access Right Form section, select the appropriate access rights that will display to the producer agent during deposit.

The available Access Rights on the right-panel, are similar to those we created during the Access Rights and Retention Periods session.

Double-click a list item or click the plus icon beside an item on the right column to select it and move it to the left column.

Note that the list that is presented to the producer agent could include either several options from which to choose, or just one default option.
1.16 Retention Policy Form
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Notes:

In the Retention Policy Form section, select the appropriate retention policy definitions that will display to the producer agent during deposit. Retention policies define how long the content will be kept in Rosetta.

The Retention Policy list box is populated by previously created options as demonstrated in the Access Rights and Retention Periods session.

Note that the list that is presented to the producer agent could include either several options to choose, or just one default option.
1.17 Save Material Flow
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Notes:

Once you have completed all of the mandatory fields for the five aforementioned sections, click Save to save your changes and return to the Material Flow list.
1.18 Material Flow Added to List
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Notes:

The Material Flow list now contains our newly added material flow. 
1.19 Update, Duplicate, Delete
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Notes:

Next we’ll see how staff with deposit manager role in can update, duplicate, and delete Material Flows.
1.20 Update a Material Flow
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Notes:

To update a Material Flow, find it in the Material Flow List, and click Update

The Material Flow Details page opens where you can modify the fields as needed, and save to return to the list.
1.21 Duplicate a Material Flow

[image: image21.jpg]plicating a Material Flow

Deposits > Material Flows

DR Rosetta Management e fmmrme O
Ocposis+  Submisscas - DoaMansgement - Presenctian - FTE——
A/ Deposis: Matel Flows

Fier Ganec - i w a - e

Proccer e Temiote Upddon

11 © oveumepsiceions vt Voril 26022015002526 2602201500292 Ve Upite | it ot
2 2 © coesoumeme vewis Moras 2622015082526 2602701500292 Vew Vgt it Ol
3 5 @ rscpbiotns  vewin Vorsol 2622013002926 2602701500292 Vew Upite it Ot
45 O mewesigs Ve At 2902201508292 2002201500252 Viw e Dpcte et
5 6 © msmaoincusdt Vvt At 2602701508292 26022015007526 Viw e ipcte Dt
6 s2083 @ ManualCsv View List Manual 01/02/2018 195007 01/02/201819:5007 View Update Duplcate Delete
7 sz @ Amomescs Vvt Atomosd | OUGLZ0I9 151592 OUTZZ019 725056 Viw e Dt Dt
5 90 @ ewhiwniron Noksitad oo Pofis Atoraed  D/US2019163640 07052016 163640 Vew Upiote Ot Ot
BETNC) o hscitad e potes Noros 0SZ08 164442 7052018 164442 Ve Upite it O

19019 Rcords





Notes:

You can duplicate an existing material flow. 

Duplicating can reduce redundancy and preserve consistency across material flows.
It is often faster to duplicate an existing material flow and modify it, than to create a new one.

To duplicate a material flow, find it in the List and click Duplicate.


A copy version of the form is created for you to modify as needed. After saving, the new material flow is added to the list. 


By default, the new material flow name will be the same as the original, with the word Copy prepended to it.
1.22 Delete a Material Flow
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Notes:

You can delete a material flow.

Note that you cannot delete a material flow while a Producer Agent is using it to deposit content, and you may have to wait. 

To delete a material flow, find it in the list and click Delete.

The material flow is removed from the list, and can no longer be used to deposit content.

This action is irreversible.
1.23 Link Material Flow to a Producer Profile
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Notes:

Now that we’ve assembled our material flow, we need to make it available to the producer by linking it to their producer profile.
1.24 Producer Profiles in the Material Flow List
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Notes:

In the material flow list, we can see if a material flow is linked to any producer profiles.

For example, this New Material Flow which we have recently created, is not yet connected to any producer profile, and therefore cannot yet be used for new deposits.

All other material flows in this example are connected to at least one producer profile.

You can click View List to see which ones.
1.25 Producer Profile List
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Notes:

To link the new material flow to the producer profile, go to the Producer Profile List, under:

Deposits > Producer Profiles

Find the relevant producer profile and click Update. 
1.26 Update Producer Profile
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Notes:

The producer profile form is opened in the main tab.

Note that you can configure the sampling rate also on the producer profile level - this configuration will be applied on all the material flows connected to this producer profile.

Sampling rate is first taken from the current material flow; and if it is empty, it will taken from the current producer profile.

Now, to link this producer profile to a material flow, open the Material Flow List tab.
1.27 Select Material Flows
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Notes:

The list of potential material flows opens.

Select the material flows you want to link to this profile, in this example let’s choose New Material Flow.

Then click Add Selected to confirm.

1.28 A Producer Profile's Material Flows
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Notes:

The linked Material Flow now appears in the material flow list of our producer.

Click back to return to the producer profile list.
1.29 Producer Profile Successfully Linked
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Notes:

And if we go back to the Material Flow List, we can see our material flow is now connected to a producer and can be used.
1.30 Summary
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Notes:

In this session we reviewed Material Flows, and saw how to create a new material flow and assign all its components.

We then saw how to Update, Duplicate, and Delete material flows

And finally we showed how to link the Material Flow to a Producer Profile.
1.31 Additional Resources
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Notes:

Thank you for joining us today!

In our next Managing Material Flows session, Making a Deposit, we’ll show how the material flow is put to action.
That session and other documents and materials can be found in the Ex Libris Knowledge Center: knowledge.exlibrisgroup.com

1.32 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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* Staff configuring Rosetta
* Deposit Managers

* Trainers
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