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CONTENTdm Process 

Overview: CONTENTdm1

http://digital.ncdcr.gov/cdm4/index.php

 is a windows-based, digital collection builder where data and digital items are 
prepared in large batches via the CONTENTdm Project Client and then uploaded to a CONTENTdm 
server. After this batch is uploaded to the server, it needs to be approved and indexed. Following 
indexing, end users can browse and search the collection and see the results. The group of items (or 
objects) that share the same metadata schema and live on the same CONTENTdm server is referred to 
as a digital collection. A “collection” of digital collections reside on the State Library of North Carolina 
Digital Repository website at: .  

The GIS datasets are in the publicly labeled “GIS Data” collection, available when the user selects to view 
All Collections.  

There are four steps to building a collection: 

• Preparing the digital items 

• Configuring the collection 

• Adding the digital items to the collection 

o Approving the digital items 

o Indexing the digital items 

• Testing public access and adjusting the collection as necessary 

 
Preparing the Digital Items 

1. First identify the GIS datasets that will be added to the CONTENTdm GIS Data Collection. 
Derivatives that facilitate access will need to be produced including:  

• a geospatial PDF of the dataset,  
• an FGDC-styled version of the .xml geospatial metadata file in HTML format, and  
• a .zip package of all of the files in the dataset.  

The geospatial PDF will be used as both the thumbnail and the displayed digital object (see 
Figures 1 and 2), and can be saved by the user to their computer.  

 
Figure 1. Thumbnail on main page of collection in CONTENTdm 

                                                           
1 NC State Archives CONTENTdm Project Client v. 6.1.1.568, CONTENTdm Server v. 5.1 

http://digital.ncdcr.gov/cdm4/index.php�
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Figure 2. Digital object in CONTENTdm 

The zipped folder will contain the shapefile files (or MrSID files) for the dataset. The user will be 
able to access and download the zipped folder in order to open, view and manipulate the 
dataset using a GIS tool, such as ArcGIS, on his local computer.   

2. General file naming convention for the datasets: 
full dataset name with date at the end of the name string. 

01_Wake_Municipal_Boundaries_2001_01.pdf 
02_Wake_Municipal_Boundaries_2001_01_Metadata.htm 
03_Wake_Municipal_Boundaries_2001_01.zip 
04_Wake_Municipal_Boundaries_2002_01.pdf 
05_Wake_Municipal_Boundaries_2002_01_Metadata. htm 
06_Wake_Municipal_Boundaries_2002_01.zip 
07_Wake_Municipal_Boundaries_2003_01.pdf 
08_Wake_Municipal_Boundaries_2003_01_Metadata. htm 
09_Wake_Municipal_Boundaries_2003_01.zip 
the ## prefix will be used by CONTENTdm to order the files in the compound object, and 
will be stripped from the name when uploaded into the CONTENTdm system.  See the 
following illustration. The .pdf must be the first item to populate the thumbnail. 

Users can save the geospatial PDF 
to their own computer 

Users can save the geospatial 
dataset to their own computer 
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http://digital.ncdcr.gov/cdm4/document.php?CISOROOT=/p15012coll6&CISOPTR=205&REC=1  

 

The date will generally be included in the title of the transferred dataset. It should match the  
metadata field: Time_Period_of_Content, rather than the Publication_Date metadata. Most 
datasets in our collection are published near the timeframe of the data capture. However, be 
aware that in some cases a dataset may be published several years following the dataset’s data 
timeframe (e.g. processing Census-related data).  

In some cases, there may be datasets that include multiple vector representations, e.g., both 
line and polygon representations. These will all be stored within a single compound object, and 
organized by type, and then year.  

http://digital.ncdcr.gov/cdm4/document.php?CISOROOT=/p15012coll6&CISOPTR=205&REC=1�
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3. Both shapefiles and MrSIDs can be converted to a geospatial PDF; however it is important to 
note that the geospatial PDF cannot be any bigger than 25 MB in order for it to render properly 
in CONTENTdm. For datasets with a large number of attributes (such as streets or parcels), the 
file will need to be saved differently (see steps f-g explaining how to do this).  

a. Open ArcMap. A window will appear asking you to select what you want to start using 
ArcMap with. Select “A new empty map” and click the [OK] button. 

b. Click on the Add Data button  located on the upper tool bar and navigate to the 
folder containing the dataset you want to add.  To open the dataset, either double-click 
on the dataset or select the dataset and click the [Add] button.  
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Figure 5. ArcMap: Connect to folder and view dataset 

c. On the navigation bar, select File Export Map. 

d. An Export Map window will appear (see Figure 3). Navigate to the location you want to 
save the geospatial PDF. For File name, name the PDF the same name as the shapefile or 
MrSID name.  For Save as type: select PDF (*.pdf). 

e. Click on the [Advanced] tab and from the drop down Layers and Attributes list, select 
“Export PDF Layers and Features Attributes” and check the “Export Map Georeference 
Information” box. This embeds both the attributes and longitude/latitude coordinates 
into the geospatial PDF. This will ensure that both of these can be viewed in either 
Adobe Reader or Adobe Pro. Click the [Save] button. 
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Figure 3. Export Map window 

f. For datasets with a large number of attributes, two different geospatial PDFs will need 
to be created. The first geospatial PDF can be created using Steps a – e. This copy will 
not be used for the thumbnail or digital object in CONTENTdm, but rather will be 
included in the zip folder for those users who want to be able to view the attributes 
embedded in the geospatial PDF. The other copy will be a “light” version which strips 
out the attributes but retains the longitude/latitude coordinates. This compressed 
version will greatly reduce the size of the file. See next step on how to export and save 
this file. 

g. Export “Light” Geospatial PDF: In the [Advanced] tab of the Export Map window, select 
“Export PDF Layers Only” for the Layers and Attributes drop down list. Keep “Export 
Map Georeference Information” checked. Please note that you’ll name this file the 
same as the previous geospatial PDF. To ensure that the first file does not get written 
over, save this “light” version in another place. Click the [Save] button. 



North Carolina State Archives: CONTENTdm User Guide for Geospatial Datasets (December 16, 2011) 

7 | P a g e  

 

NOTE: ArcMap is a bit quirky when exporting shapefiles to maps. It will capture exactly what is 
displayed in ArcEditor, the display window. For example, if your shapefile is rendered in 
ArcEditor and it is 1/3rd the size of the screen and all the way to the left, this is how it’s going to 
be captured. So it is important to change the extent of the map in order for it to display exactly 
how you want it to appear (see Figure 4) 

  

Figure 4. The map in the first image is rendered properly as it fills the entire screen of Arc Editor. Note in the second 
image that the map occupies only a small portion of the screen. 

4. Prepare an FGDC-styled version of the geospatial metadata .xml file. Open ArcCatalog.  

a. Make sure that ArcCatalog metadata auto-create and auto-update features are turned 
OFF.  Select Tools -> Options from the menu bar. Select the [Metadata] tab in the 
Options window. Make sure that the check boxes for “Creating Metadata” and 
“Updating Metadata” are NOT checked. Select [OK] to save and close.  
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Figure 5. ArcCatalog: Disable Auto-complete for geospatial metadata file 

b. Select the “Connect to the Folder” button  in the toolbar, and select the folder that 
contains the dataset file. Then select [OK].  This will add the dataset  to the left 
navigator pane.  

 
Figure 5. ArcCatalog: Connect to folder containing dataset files 

c. In the navigator pane, select the [+] button for the dataset to open the dataset 
container.  
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Figure 5. ArcCatalog: Preview geospatial dataset 

d. Select the .shp item in the list, and the [Preview] tab. You should see a graphical 
rendering of the dataset. 

 
Figure 5. ArcCatalog: Preview geospatial dataset graphical rendering 

e. Select the [Metadata] tab, and you should see the dataset metadata. Select the FGDC 
Stylesheet in the metadata editing toolbar. You can also inspect the metadata at this 
point to verify it complies with your metadata submission requirements.  
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Figure 5. ArcCatalog: View geospatial dataset metadata 

f. Select the ‘export metadata’ button , and in the Export Metadata window, select 
the FGDC CSDGM (HTML) format, and designate the location where the HTML version 
of the metadata file should be written.  Use the name of the dataset, and then hit [OK]. 

g. Go to the folder you exported the metadata file to, and open the file to be sure that it 
was successfully created.  

 
Figure 5. Styled HTML version of geospatial metadata file 



North Carolina State Archives: CONTENTdm User Guide for Geospatial Datasets (December 16, 2011) 

11 | P a g e  

 

5. Prepare zip folder of the dataset that contains the primary file (i.e., shapefile .shp or MrSID .sid) 
and all of the auxiliary files (geospatial PDF, HTML of the metadata). This allows the user to 
access the zipped folder via the CONTENTdm Digital Collection, download the dataset zip file to 
his computer, extract the dataset files from the zipped folder, and then access the dataset using 
GIS tools, such as ArcGIS, on his computer. 

To zip shapefiles files:  

a. In Windows Explorer, navigate to the folder containing the shapefile and its auxiliary 
files. Also copy the geospatial PDF and the HTML version of the metadata file. 

 
Figure 5. Folder Structure with shapefile, geospatial PDF, and metadata HTML 

 

b. Highlight all the files you want to zip. Right click your mouse and select Send To  
Compressed (zipped) Folder. A zipped folder with a name identical to the shapefile 
name will appear in the same location. 

 
Figure 5. Create a zip folder using Windows Explorer. 
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c. Create a folder that will hold a folder for each dataset you want to load into 
CONTENTdm. Then create a subfolder for the dataset, using the dataset name. Copy and 
paste the geospatial PDF and HTML version of the geospatial metadata file to the 
CONTENTdm dataset subfolder. Cut and paste the zipped folder to the CONTENTdm 
dataset folder.  Your CONTENTdm dataset folder should have three items in it, as seen 
below. 

 
Figure 5. Folder Structure for compound objects. 

6. The last step in preparing the digital objects is to organize them correctly in Windows Explorer 
so that they can be added and then uploaded to the CONTENTdm server without error. In 
CONTENTdm, compound objects are two or more files bound together with an XML structure 
(CONTENTdm metadata).  Since we are loading three files, a geospatial PDF, an HTML version of 
the geospatial metadata file, and a zipped folder for each dataset, and these share the same 
XML structure, they are considered to be compound objects. As such, these three items 
(geospatial PDF, HTML metadata, and zipped folder) need to be placed together in a single 
folder for each dataset (Figure 5).  Note that the name of the folder containing the two digital 
objects must be identical to the names of the objects inside the folder. All these folders need to 
be together under a main directory name. In the example in Figure 5, all the folders. 

 
Figure 6. Folder Structure for multiple datasets as compound objects. 
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7. We want CONTENTdm to use the geospatial PDF file as the basis for the thumbnail and graphic. 
In order for this to work, the PDF file must be the first file that appears, alphabetically, in the 
folder listing.  As the *.htm would be the first file alphabetically, we, therefore, need to “force” 
the ordering of the files, which can be accomplished by providing a numerical prefix to each of 
the files: 

01_1992_NC_Congressional_Districts.pdf 
02_1992_NC_Congressional_Districts.htm 
03_1992_NC_Congressional_Districts.zip 
 

 
Adding Datasets to the CONTENTdm Collection 

Although one can manually add single or multiple items and its corresponding metadata to CONTENTdm 
using the CONTENTdm Project Client, the GeoMAPP team used was the batch load method to add the 
datasets using an Excel spreadsheet and the CONTENTdm compound object wizard. This section 
describes how to configure the collection in and Excel spreadsheet, and prepare it to be imported into 
CONTENTdm.  

All metadata needs to be first entered into an Excel spreadsheet.  

1. If a spreadsheet does not exist, you can use the CONTENTdm Project Client to create a starting 
point that contains all of the CONTENTdm metadata fields for the GIS Collection.  

a. Start the CONTENTdm Administrative web application. You can launch it from the 
CONTENTdm  Project Client, or directly via the URL: 
https://server16062.contentdm.oclc.org/. 

Username: ***\******** 
Password: *********** 

b. Select the [Collections] tab.  

c. From the Current collection pulldown, select Maps and GIS, and the [Change] button 

d. From the green navigation bar, select export 

i. Select the Tab-delimited option 

1. Select Return field names in first record 

ii. Hit the [next] button 

https://server16062.contentdm.oclc.org/�
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iii. Right-click on export.txt  -> Save target as ... 

1. Select a destination directory and save as: GIS_Maps_export.txt 

e. Launch Excel 

i. Select the MS Button   in upper left corner -> Open 

ii. In the “Files of type:” pulldown, select All Files 

iii. Navigate to where you stored the GIS_Maps_export.txt  file above, and select 
open. 

iv. See the Text Import Wizard: 

 

1. Step 1: Original data type = Delimited 

a. Select [Next] 
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2. Step 2: Delimiters = Tab, Text qualifier = {none} 

a. Select [Next] 

 

3. Step 3: Column data format = General 

a. Select [Finish] 

v. You should see Excel open and populated with data from the Collection, where 
each column is one of the CONTENTdm fields. You can save this if you want. 
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vi. Select all of the rows of content (from row 2 on down), and delete. 

vii. Save the “empty” Excel spreadsheet to: GIS_Maps_export_fields.xls  

viii. The General format is the default number format. You will want to change all 
cells to Text format, even dates, and other numeric fields, or they will not 
convert correctly when imported into CONTENTdm.  

1. Select the entire spreadsheet by selecting the triangle in the upper left 

corner of the table  

2. Select the format pulldown (should say ‘General’), and select Text. 
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3. Delete the CONTENTdm “administrative” fields that are illustrated in the 
next figure:  

 

4. The fields that are shaded in the next illustration will generally not be 
filled in by you. You may want to shade them in grey to visually 
distinguish them 

 

5. Add a new field at the end: Folder Name. Note, you will specify this field 
name in the CONTENTdm compound object configuration wizard. 
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6. Save your updates to: GIS_Maps_export_fields.xls 

You now have an Excel spreadsheet that’s ready to be loaded with CONTENTdm metadata for 
GIS. 

2. The first row needs to contain the field names that are going to be a part of the metadata 
record in CONTENTdm. Note that these are NOT the Dublin Core metadata elements, but 
instead are the more “user friendly” names we selected that we thought would be better 
understood by both GIS/non-GIS users.  It is critical that they are in the same order as they will 
appear in CONTENTdm so that they will map properly to the DC Elements when uploaded into 
CONTENTdm.  

3. Enter (or copy and paste from FGDC record) the metadata for each item into the spreadsheet. 
Note that each row of data in the spreadsheet represents the information for one dataset. 

 

Some important things to remember when entering the data: 

a. Format for Date Published field is YYYY-MM-DD or YYYY-MM 

b. You can build a controlled vocabulary (with terms that are not already in the controlled 
vocabulary) by listing out the LOC Authority terms (if exist). This is done by listing out 
the terms and separating them each value with a semicolon and space (i.e., term 1; term 
2; term 3). 

c. The Folder Name needs to contain the exact name of the folder in which you placed 
your zipped folder, geospatial PDF file, and HTML metadata file, as shown in Figures 5 
and 6. Each row in your spreadsheet will have its own folder designation. 

d. Make sure in Excel that the data doesn’t contain the following special characters, 
including comma (,), colon (:), asterisk (*), question mark (?), forward/back slash (/,\), 
broken vertical bar (|) and any extra spaces.  <LAS Note: I successfully uploaded content 
that contained several of these, for example comma (description, lineage, software 
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requirements) and question mark and forward slash (Usage Restrictions URL). I’m not 
sure if it’s just particular fields that are sensitive to these special characters.> 

e. The Lineage and Software Requirements statements inserted into the CONTENTdm 
metadata are created by the North Carolina State Archives. We are not using the FGDC 
metadata to populate these fields, as we want the North Carolina Digital Collections 
metadata to reflect the North Carolina State Archives’ statements and policies. The 
verbiage is identical for each record. 

Date (date field, multi-valued, hidden, searchable): Will be the year(s) for the data in 
the dataset(s), not the date the dataset was published.  Note, each year must be 
explicitly entered into the field. Multiple years are delimited with a semi-colon (;). 

e.g. SOCIETY : Census_Boundaries_Population dataset has data for the 1970 
census, but was published in July 1994, and then updated in Dec 1994.  

The Date will be set to: 1970. 

e.g ENVIRONMENT: state parks datasets for 1995 and 1998 

The Date will be set to: 1995; 1998 

e.g. ENVIRONMENT: natural heritage element occurences for 1992, 1993, 1994, 
1995 ... 

The Date will be set to: 1992; 1993; 1994; 1995  
(data entry for Date field does not support 1992-1995) 

Date Range (text field, visible, not searchable): Will hold the range of years 
representing the collection of datasets in the compound object.   

e.g. SOCIETY : Census_Boundaries_Population dataset has data for the 1970 
census, but was published in July 1994, and then updated in Dec 1994.  

The Date Range will be set to: 1970. 

e.g ENVIRONMENT: state parks datasets for 1995 and 1998 

The Date Range will be set to: 1995, 1998 

e.g. ENVIRONMENT: natural heritage element occurences for 1992, 1993, 1994, 
1995 ... 

The Date Range will be set to: 1992-1995 
(data entry for Date field does not support 1992-1995) 
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= = = = = = = = = = = = = == = = = = = = = = = = = = = = = = = = = = = = = = = 

(NOTE: due to a limitation in CONTENTdm 5.1 the Date Range cannot be displayed in 
the Search Results page. When CONTENTdm is upgraded, the Search Results page can 
be customized to display user-defined fields.  

** In CONTENTdm 5.x the GIS Collection “home page” can display the Date Range 
field:  Even though this looks like a “search results” page, it is not. 

*** When CONTENTdm is upgraded to 6.x: the Date Range should be made “visible”, 
the Date should be made “hidden”, and the Date Range added to the Search Results 
page .... as it is displayed in the CONTENTdm 5.1 website. 

= = = = = = = = = = = = = == = = = = = = = = = = = = = = = = = = = = = = = = = 

Creator: Filled in from the Archives Creator controlled vocabulary.  See a listing of the 
controlled vocabulary at (you can copy & paste the string in from) : 
J:\GeoSpatial\GeoMapp_NDIIPP_2010_2011\Content_dm\ContentDM_Controlled_Voc
abulary_Lists\cdm_archives-Creator20111127.doc  

Note: there is a different controlled vocabulary for the State Library. 

For agencies that are defunct, enter the original agency name first, and then the 
sequence of agencies to the current agency, separated by semi-colons in the 
spreadsheet. 

File Characteristics: Zipped (9 files) 

Digital Format: Shapefile; HTML; Geospatial PDF (controlled vocabulary) 

Type: Dataset; Interactive Resource; Image (controlled vocabulary) 

Lineage: This data set has been ingested and archived into the State Archives. As part of 
the ingest process, additional theme data was added to this metadata record and the 
file name normalized for access and consistency. No other changes were made to this 
data. The State Archives is not responsible for the technical accuracy or use restrictions 
of the datasets. If upon receipt of the GIS datasets there are technical or usage 
questions, please consult the metadata record for contact information on the data 
producer. 

Usage Restrictions:  
GIS Data copyright statement: http://digital.ncdcr.gov/u?/p15012coll8,8812; (controlled 
vocabulary) 

http://digital.ncdcr.gov/u?/p15012coll8,8812�
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Software Requirements: To view the attributes of a geospatial PDF, either Adobe 
Acrobat Reader 9 or higher (free download) or Adobe Acrobat 9 Pro (licensed product) 
can be used. Specialized software is required to view or manipulate shapefiles and 
MrSID images. To install a free GIS data viewing tool from ESRI, download ArcGIS 
Explorer on http://www.esri.com. 

Digital Collection: GIS Data Collection (controlled vocabulary) 

Hosted By: North Carolina State Archives (controlled vocabulary) 

Metadata Creator: your name (controlled vocabulary) 

4. Save the spreadsheet first as an Excel spreadsheet (.xls) so you always have a copy of the 
spreadsheet.  

5. Save the spreadsheet as a tab-delimited text file. 

a. From the tool bar, select Save As.  

b. A Save As window appears. Navigate to the same location you saved the Excel 
spreadsheet. In Save as type: drop down list at the bottom of the window, select “Text 
(Tab Delimited) (*.txt)” and give the text file a name (recommended: give it the same 
name as the Excel Spreadsheet so that you know that these two files are affiliated with 
each other).  Note: you may need to change fields with significantly long text strings 
from type “Text” to the “General.” 

c. Click the [Save] button. 

6. Open the tab-delimited text file in a text editor such as Word Pad. The information at the top of 
the file is the field names (highlighted in yellow), while the remaining information (highlighted in 
blue) lists the metadata records for each individual dataset.  

 

http://www.esri.com/�
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a. Converting an Excel spreadsheet to a tab-delimited text file can produce additional 
characters, particularly adding quotation marks (“) where none had previously existed. 
These need to be carefully removed from the text file, making sure that none of the 
tabbed spaces are accidentally removed. It is also a good time to verify that the text file 
does not contain any of the special characters listed on Page 7.  

<NCDCR Note 9/20/2011: CONTENTdm  now appears to be more robust, and I did not 
have to remove “ “ from the text input file, nor remove special characters such as / ? 
etc. >  

b. Save the tab-delimited text file by selecting File Save from the tool bar. 

<NCDCR Note 9/20/2011: I experienced significant issues with creating an acceptable file 
that CONTENTdm could read. I usually copied and pasted the fields from my “work in 
progress” spreadsheet to my initial “blank” tab-delimited text file I created from my 
CONTENTdm export. > 

!!NOTE!! 
<NCDCR Note 12/16/2011:  I have encountered issues with CONTENTdm being able to 
read the immediately generated .txt file. A workaround I have had (repeated) success 
with is to open the .txt file, make a simple modification (e.g. add and delete a character 
at the very beginning of the file), save the “modified” .txt (effectively the content HAS 
NOT CHANGED ... but there is something slight that gets changed, and this file will be 
readable by CONTENTdm. <Lisa Speaker 12/14/2011> 

 

Adding the Digital Items to the Collection 

Adding digital items to CONTENTdm is done through the CONTENTdm Project Client.  

1. Double-click on the Project Client icon on your desktop. 

2. Verify that you can access the collection in Project Client (the collection will have been created 
by State Library staff) by confirming that the collection is listed in the sidebar (Figure 6). There 
will also be a tab for the collection at the top of the screen. 
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Figure 6. Test collection. 

 
Figure 6. GIS_GeoMAPP_Demonstration General Settings. 
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3. On the sidebar, under Common Tasks, select Add Compound Objects. 

4. An Add Multiple Compound Objects window will appear. Select the [Import Objects] tab. On the 
drop-down list, select Object List and then the [Add] button. 

 

5. The Object List Wizard will appear.  

a. What type of compound object would you like to create? 

i. Select: “Monograph. Document with hierarchy, such as chapters in a book”. 

b.  Object List  

i. File Name: [Browse] to and select the tab-delimited text file you previously 
created that contains all of your metadata. 

ii.  Scan directory: [Browse] to the main directory folder containing all the folders 
for the datasets that will be uploaded. Click on the folder name and select [OK].  

c. Select [Next]. 
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6. On the Object List – Choose Mapping Field window, scroll down the list to ensure that all the 
field names you identified in the Excel spreadsheet are listed. Select “Folder Name”, as that is 
the field that contains the directories for the files to be attached to each CONTENTdm object. 
Click [Next]. This is the same column you added to your spreadsheet on page 15. 

 

7. On the Object List – Display Image Settings window, select “Yes” for “Do you want CONTENTdm 
to generate display images from items you import?” Click [Next]. 

8. On the Object List – Page Information window, select “Use file names as titles” , “Ignore 
information before underscore”, and “No transcripts”. Click [Next]. 
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9. The Object List – Confirm Settings window will appear. Review the summary of settings for 
import, and then click [Finish]. 

 
Figure x. Summary report. 

10. CONTENTdm may have issues accurately listing the correct path (directory) for the digital 
objects (it has to do with not being able to recognize the underscore “_” character in the folder 
name. As such, an error page will appear that the directory could not be found (Figure 7). 

NCDCR 12/16/2011: this issue seems to have been resolved.  

 
Figure 7. Error in directory path. 
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11. To correct this error, click the Close button on the Summary screen. The Add Multiple 
Compound Objects window will now be populated with the data from the tab-delimited text file, 
however the Scan Directory column will display error messages.  

 

a. To correct this, first expand the column so that the entire path is displayed (expand the 
column just like you would do in Excel).  

b. Open Windows Explorer, and navigate to the first folder that needs to be corrected 
(NOTE: in the Compound Objects screen, you only need to correct the name of the file). 

c. Click on the file name once, and then right click and select Copy. 

d. Back in CONTENTdm, highlight the field name that needs to be changed, right click and 
select Paste. Repeat this for each dataset. NOTE: as you correct each dataset, you will 
notice that the exclamation point will no longer appear.  
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12. While still on the Add Multiple Compound Objects window, select the [Map Fields] tab. This 
screen lists out the Imported Fields on the left and the Collection Fields (added by the Library 
staff into CONTENTdm) on the right. Scan the list to make sure that the two lists are in the 
identical order. If not, you can map the Collection Field to the appropriate Imported Field by 
clicking the down arrow next the Collection Field name and selecting the correct field name. 

 

13. After all mis-matched fields have been updated, select the [Finish] button at the bottom of the 
screen.  

14. An Importing Compound Objects screen will appear, showing the progress of adding each digital 
object. 

NOTE: fields do not match. Update 
Collection Fields to match the 
Imported Fields. 
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15. A Summary window will appear, indicating that all objects were added. An “Unable to generate 
thumbnail for…” warning will also appear for each object. You can ignore these warnings. Click 
the [Close] button at the bottom of the window.  

 

16. All your digital objects will now appear in a grid format. Verify that the metadata is correct. To 
complete this grid before import, two additional pieces of information need to be added  - both 
the  “Digital Collection” and “Hosted By” columns need to be populated.  
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Verify that the following fields were populated from your spreadsheet: 

a. Digital Collection: GIS Data Collection 

i. If the Digital Collection is not populated, you can edit the field, and select the 
GIS Data Collection from the Controlled Vocabulary list. Click on the Digital 
Collection cell in the first row of the grid. This will open the CONTENTdm 
metadata editor interface. You should see the 3 files attached in the left pane. 
Scroll down to the Digital Collection field, and click in the cell, and the 
Controlled Vocabulary option list will be displayed. Select GIS Data Collection 
item from the Controlled Vocabulary window.  

ii. Back in the grid, you can quickly populate the rest of the rows in your grid. 
Select the cell, then with the right mouse button menu, select Fill Down, and 
this will fill in the same value down the remainder of the rows in the table. 

 

b. Hosted By: North Carolina State Archives.  (Also controlled vocabulary)  

c. Metadata Creator: your name here (Also controlled vocabulary) 
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17. Update the attachment names to reflect the proper file extension 

a. Double-click on the thumbnail to open the item in the grid 

b. You can expand the Structure pane by dragging the window slider that is in between the 
Structure Pane and the Field list. 

 

 

Attached files 

Resize width 
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c. The attachments will be ordered based on their alphabetical ordering in the upload 
folder. Since we prepended a 0# in front of each item, they will be ordered as: 

i. 01_****.pdf 
ii. 02_****.htm (HTML version of the geospatial metadata file) 

iii. 03_***.zip 

d. We want to add these file extensions to the items in the Structure. 
i. Expand the slider to make the Structure pane wider - so you can type in your 

extensions. 
ii. Single click on the first attachment name to select it. You should see the 

thumbnail of the graphic appear in the left pane. You can also select the View 
link to view the item. 

 
iii. Single click again on the first attachment name to enter ‘edit’ mode. 
iv. Single click after the last character in the name. 
v. type in:  .pdf 

 
vi. Hit [Enter] to save your change. 

vii. Single click on the second attachment name to select it. You may want to select 
the View link to verify it is the HTML file. 

viii. Single click again on the second attachment to enter ‘edit’ mode. 
ix. Single click after the last character in the name. 
x. type in: _Metadata.htm 
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xi. Hit [Enter] to save your change. 

xii. Single click on the third attachment to select it. You may want to select the View 
link to verify it is the zip file. 

xiii. Single click again on the third attachment to enter ‘edit’ mode. 
xiv. Single click after the last character in the name. 
xv. type in: .zip 

 
xvi. Hit [Enter] to save your change 

 

18. Now that you have finished all of your edits, you can upload the new items to the CONTENTdm 
server for approval and indexing.  At the top of the grid, click [Select All] 

a. Select [Upload for Approval] 

 

You can view the status of your upload request through the Upload Manager, which you can 
access via the “View Upload Manager” link on the CONTENTdm Home page.  
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19. After CONTENTdm confirms that the digital collection was uploaded, email the appropriate 
individual at the State Archives (Electronic Records Manager) to inform her that the digital 
collection is ready to be approved and indexed.  

Indexing needs to be performed before the new items will be accessible through the North 
Carolina Digital Collection website 

Modifying the file extensions for the files attached to the compound object via Admin Tool.  

You may have noticed as you added the compound objects that each of the files was assigned the same 
name.  You will need to manually edit the metadata for the compound objects to provide the 
appropriate file type extension suffixes (e.g. .pdf for the geospatial pdf, .htm for the HTML version of the 
geospatial metadata file, and .zip for the zip file)  

1. In the Project Client, select the CONTENTdm Administration link under the bold 
“Administration” located on the left sidebar. 

2. Enter your user name (***\*********) and password (********). This will bring up the 
CONTENTdm Administration web application. 

3. Verify that the correct collection is displayed in the Current Collection drop down list, and then 
select the [items] tab.  

Note: You will have to select the[Change] button after selecting a new collection from the drop 
down list.  

 

4. Under the Item administration list (or the Edit link on the toolbar), select edit.  

5. On the edit page, select “browse collection” which is located on the right side of the screen. 
(Alternatively, if you have a particular item that you want to edit, you can use the search options 
available on this page (e.g. search by a word in the Title of the record).) 
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6. This page lists all the items in the collection and gives the option of editing the metadata, editing 
the compound object structure (which allows you to restructure the compound object by 
moving, renaming, and deleting items, or inserting other items from the collection), or deleting 
the item.  

 

7. To edit the metadata: 

a. Select the metadata link for a specific item. 

b. Each metadata element will be listed. Make edits directly in this form and click the save 
changes button at the bottom of the screen to save the changes. NOTE: for fields that 
have a controlled vocabulary, you cannot enter values that are not defined in the 
controlled vocabulary listing.  

8. Editing the structure will primarily entail editing the names of individual compound objects 
(when these compound objects are uploaded in CONTENTdm, the file extensions are truncated 
so there isn’t a way to visually distinguish between the geospatial pdf, the html metadata file or 
the zip file of the dataset files). The items will appear in alphabetical order - based on the 01_, 
02_, and 03_ prefixes you attached to your files. You will notice that the numerical prefix has 
been removed since we configured CONTENTdm to remove any text prior to the leading 
underscore.  

 

9. To edit the structure, and provide the file extensions: 

a. Select the structure link for a specific item.  

b. On the edit page, click the “edit” link next to the item you would like to change. Edit the 

All attachments 
have same name 

pdf 
html 
zip 
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title by adding the appropriate file extension in the box provided and then click the 
[change] button (this is easy to overlook). 

 

 

c. Click the [save changes] button at the bottom of the screen.  

10. After you have made all the necessary changes, you will need to Index the collection. This will 
ensure that all your changes are reflected in the North Carolina Digital Collection.  

a. Select the index link on the toolbar. 

b. The Index screen will appear (Figure 8). Verify that the correct collection is displayed in 
the Current Collection drop down list. 

c. While there are several options for scheduling an index, since it is such a small collection 
(for now), it is preferable to select [index now]. As the collection grows, it will likely be 
preferable to schedule the index at off hours since it may take a while to index.  

Note missing 
file extension added _Metadata to the filename, 

plus .htm extension 

Add file extension and then 
click [change] 
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Figure 8. Indexing the collection 

 

 

d. After the process is complete, the Index status will change to green indicating that the 
collection was successfully indexed. Exit the Administration module and Project Client. 

 

1 2 

3 
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Testing Public Access and Adjusting the Collection as Necessary 

Verify that the datasets are accessible and properly displayed in the North Carolina Digital Collection.  

After reviewing the uploaded digital collection on the North Carolina Digital Collections website, you 
may find there are some changes/edit/additions that need to be made to the collection. This can be 
accomplished in the CONTENTdm Administration module. 

1. Open a browser window and navigate to: http://www.digital.ncdcr.gov/cdm4/index.php  

2. Select “View a list of all our collections” 

3. Select “GIS Data”  

4. View the index listing page and verify that the item thumbnails are rendered, and the index 
columns (Title, Date, Subjects, Description) 

 

 

 

 

http://www.digital.ncdcr.gov/cdm4/index.php�
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5. Select your new item(s) to view the detail page.  

 
 

a. Scan the metadata that is displayed. 

b. Open each attachment (.pdf, Metadata.htm, .zip)  
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Adding new files to an existing record in CONTENTdm 

After a “series” (compound object holding a collection of datasets) has been created, new datasets may 
be received that should be added to an existing compound object.  The following example will add the 
2001 version of the North Carolina Congressional Districts dataset to the NC Congressional Districts 
compound object.  

Existing Compound Object in CONTENTdm - Digital Collections view 

 

 

After reviewing the uploaded digital collection on the North Carolina Digital Collections website, you 
may find there are some changes/edit/additions that need to be made to the collection. This can be 
accomplished in the CONTENTdm Administration module. 

1. Prepare the dataset files to be uploaded into CONTENTdm (zip of the dataset files, the 
geospatial PDF, the HTML version of the geospatial metadata file). To make the upload easier 
late on -- store them together in a file folder - note the location of this folder. 

2. Launch the CONTENTdm Project client. Select the [Find in Collection] tab. Select [My Advanced 
Search]-> Advanced Search menu option.  Search for distinguishing strings in the Title of the 
record you want to add the new files to, and select [Search] 
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Search Results 

 

3. Add the item to your GIS_GeoMAPP_Demonstration project.  Click the checkbox, and select the 
[Add to Project (edit) menu option. Navigate to the [GIS_GeoMAPP_Demonstration] tab, and 
you should see your compound object. 
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4. Next, you will upload to the COTNENTdm Project Client the files you want to add to the record. 
Select the [Home] tab, Select the [Add Multiple Items] option. 

 

5. In the Add Multiple Items dialog box, select: 

X  Import from a directory 

and [Browse] to the folder you noted above that contains the files you want to add. 

 
Select  [Next]  

Say “Yes” for CONTENTdm to generate display images from items you import.  
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Select [Next] 

 

Review the summary of settings for import 

 
Select [Add Items] 

And you should see a Progress Bar that tracks the progress of the upload, and then finally a 
Summary that reports the number of items added. The “Unable to generate thumbnail” 
messages are OK and expected - as a thumbnail cannot be generated for the zip file or the HTML 
metadata file. 
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Select [Close] 

Your GIS_GeoMAPP_Demonstration project should now contain the compound object and your 
uploaded files. 
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6. Next, you will add the files to the compound object.  Point at the image for the compound 
object, and select the Right Mouse Menu -> Open in New Tab 
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7. Return to the [GIS_GeoMAPP_Demonstration] tab.  Point to the geospatial PDF image, and 
select the Right Mouse Menu -> Add Item To -> name of your compound object 

 

Repeat  for the other files to attach. 

8. Return to the Compound Object tab, and you should see the files attached.  
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9. Reorder and rRename the files to match the ordering (.pdf, .htm, .zip) and naming scheme. If 
you used the naming conventions of 01_* for the .pdf, 02_* for the .htm, and 03_* for the .zip 
you should be able to identify the files. If you did not, you select the item in the list, and then 
select the View option in the left navigator.  

 

10. Select the Compound Object item, and update the Date and Date Range fields to include the 
new dataset(s). 

!! Date: Use a semicolon as delimiter between the years 
Date Range: You can enter any text, including YYYY, YYYY-YYYY, YYYY 

 
Select [Save], and then [Close] 
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11. Back in the [GIS_GeoMAPP_Demonstration] tab, check the checkbox next to the compound 
object, and select [Upload for Approval]. 

 

You can select the [View Upload Manager] from the left navigation to monitor the upload task, 
as the compound object is uploaded to the CONTENTdm server.  

12. The compound object will not be available in the CONTENTdm Administration interface, 
awaiting review and approval for publishing. 
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13. After the CONTENTdm Administrator approves the item, and indexes the collection, the 
updated compound object, with the new files, will be accessible on the North Carolina Digital 
Collections website. 
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