ADDENDUM 3

FILM SCANNER (SUPER COOLSCAN 5000)
SLIDE SCANNING PROTOCOL
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INTRODUCTION

The following slide scanning protocol was developed during the African Plants Initiative (API)
and has been in use since. The images and associated metadata generated following the
procedure set out below is in line with the standards and protocols as set out by JSTOR.

Prior to scanning slides, it is databased in the Image Database. (See images below.)
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THE FOLLOWING STAGES ARE FOLLOWED IN THE SLIDE SCANNING PROCESS:

STAGE 1 — SCANNER FEATURES
STAGE 2 — SETTING ADJUMENTS
STAGE 3 — SCANNER SETTINGS
STAGE 4 — PREPARATION OF SLIDES
STAGE 5— SCANNING

STAGE 6 — SAVING and CLOSING
STAGE 7 — IMAGE QUALITY CONTROL
STAGE 8 — METADATA AND XML
STAGE 9 — BACKUP OF DRIVES

STAGE 10 — SHIPPING AND CORRESPONDENCE
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STAGE 1 — SCANNER FEATURES

FILM SCANNER (SUPER COOLSCAN 5000 comes with 3 attachments)

e NIKON SF-210
NIKON SA-21
¢ NIKON MA-21

e Nikon SF-210 (can hold up to 50 slides, thickness 1.5 mm, scanning of consecutive 35

mm slides).
(See images below)

Magazine
cover

Slide insertion

Push plate

Ejection magazine

Feeder adjustment plate

Feeder adjustment dial

Status LED

Push plate Load mark

Feed magazine

Thie Nikon LS-5000 with closed
feeder SF-210

ScanDig

e

e Nikon SA-21

nQ

e Nikon MA-21 (Slide mount adapter)

Inserting a single mounted
J5mm slide into the serial slide
mount adaptor

Page | 3




STAGE 2 — SETTING ADJUMENTS

MAIN CONTROL PANEL WINDOW- Below is a general description of the CONTROL

PANEL:
Eject

Zoom Unit

Auto unit

Save/ export
presets

Medium
selector

Color/ B&W — —
Scan Output

Preferences
window opener

File Size:
Analog Gain:
3 Digital ROC:
g;:::;:tm Digital GEM:
Digital ICE:
Digital DEE:
S| Enhancer :
MultiSample :
Bit Depth:
Pixel Color
Information
Auto Unit:

. Auto focus: will find you the right focal point.

. o Auto exposure: will adjust the overal exposure depending on the

——Help

Tools
window opener

: 2891 pixels
: 1973 pixels
16.3 Mbytes

Neutral
Neutral
Neutral
Off
Neutral
Neutral
1%

8 bits

Scan

overal color balance on your slide.

Zoom Unit:

. EZoom in: will zoom in. A handy option for checking the resolution

. pZoom out: to undo your zoom in and getting a sence of your slide

Medium Selector:

Select the meduim type of your slide from the drop down menu:

Positive
Negative(color)
Negative(Mono)
KodaChrome
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http://finearts.uvic.ca/sim/tutorials/NikonSf/Nikon_settings/index.html
http://en.wikipedia.org/wiki/Photograph
http://en.wikipedia.org/wiki/Negative_(photography)
http://en.wikipedia.org/wiki/Negative_(photography)
http://en.wikipedia.org/wiki/Kodachrome
http://office.microsoft.com/en-us/help/default.aspx

Output type Selector:

Select the type of your scan result from the dropdown menu:

e Calibrated RGB
e GrayScale

Preview Parameters:

, W
= H: 1973 pixels e i
File Size: 16.3 Mbytes
Analog Gain: Neutral
Digital ROC : Neutral
Neutral 2.Preview
Parameters

Digital GEM:
Digital ICE:
Digital DEE:

S| Enhancer :

MultiSample
Bit Depth

4.Pixel color Code
(RGB)

2891 pixels

off
Neutral
Neutral
1%

8 bits

e 1.Width(W) and Height(H) in pixels would give you a better idea on
what is the size of the final scan generated. This value could be set

manually

-—

good edge

eject side

0 Press preview so that you could get a preview of your slide.

‘L' There are also two different tabs presented for processed and natural

viewing. if you prefer your final scan job to not be processed make sure you
are on natural tab. ‘2'As the image appears on the preview window select a

desirable bond for your final scan by just holding the click and dragging

over top of the image. You can repeat the same procedure till you are

satisfied with your window.
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http://en.wikipedia.org/wiki/RGB
http://en.wikipedia.org/wiki/Gray_scale

STAGE 3 — SCANNER SETTINGS

Please make sure all settings are correct before scanning slides. See settings below
1. Resolution: 4000 Pixels/Inch and Scale 100%

2. Settings: See djopdown boxes.

3. For slide film choose “Positive” (For negative (print) film choose “Negative”)

4. Then choose “LCalibrated RGB”

Tool Palette 1
;I Layout Tools

|
|
Emﬁgfﬂd

I~ Show grid :I il L
_t|Information Save Settings...

Hep ’ = : Set User Settings
& Keep this Crop I Export Settings...
W5 752 T B | Import Settings...
" Keep this Output flize
w144 0.98 I\nd‘les =

~ Keepthis File Se A
|64.2 _— D Reset to Factory Defaults
Reset to User Settings

Scale: 4 Jp o= 3 Last Saved Settings
F{esolm\on:l‘lDDD Ileels/\nch A M
Custom EI

|» =]

Delete Settings...
Clear User Settings

No Saved Settings

m

’7 Curves

|7 Color Balance

[v Unsharp Mask

[+ LCH Editor

Digital ICE4 Advanced
Anzlog Gain

0 0

Scan Image Enhancer

e = e

Scanner Extras

Manual Focus Adjustment
Posttion: 4 —— F— )ITBD

Help

Multi Sample Scanning

Maode: INormaI {1x) A

Help

Pixel Data Size
Scan Bit Depth s |

Slide Feeder Scan
|1 -

Feed Imanes

¢ ST /Natural tabs

=00

— e [u M atural
B2 '

= C athnn r |

T

= Pozitive r

-:=I-:1I'Iﬂ'E1I'3'iI=I=I=—- F |
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When making adjustments to images in the Nikon
scan preview window, it's possible to compare the
"natural" scan (2) that is the first preview made, to
the "processed" image (1) adjusted by any of the
tool palettes (like Curves or LCH Editor). This is
essentially a before/after tool for comparing the
current scan to the potential scan after editing with

g Niken SUPER COOLSCAN 5000 ED 1.02 @ USE

Preferences

Category

Color Management

Preview Gamma

File Locations
Single Scan
Batch Scan
File Saving

the scanner tools.

3. Click on Preferences to see
the settings of each Category.

Preferences

Categary:

Preview Gamma

Color Management

_

Preferences

Category:

Gamma

Color Management
File Locations
Single Scan

Batch Scan
Putomatic Actions
Advanced Color
Preview Settings

Default file format: |53 -

Good Balance

File Locations Grid Settings L
Single Scan
Batch Scan
File Saving
Automatic Actions Preferences ==
Advanced Color Category:
Preview Settings Gamma
Grid Settings Epler Management Preview when film is inserted
ginglﬁ gcan [~ Single image adaptor
. i A [ Mubtiple image: admptor These actions are not
Preferences (=] EfEo et
Advanced Color Thumbnail when film is inserted i o
Cat . e petinas [~ Ten orfewer thumbnails
egony: [ Mare than ten thumbnails
ol 3 O Uz S e rgener Sz [~ Perform aute focus when focus peint is meved
ile Locations P
Single Scan oz | RGE ] CMYK]
Batch S_can f* Lse factony default monitor profile
File Saving - )
Automatic Actions (" Use custom monitor profile
Advanced Color
Preview Settings
Grid Settings Ok | Cancel Help
[ Preferences @ B Nikon SUPER COOLSCAN 5000 ED 1.02 @ USB [= 1=l
Preferences m
Catagory:
Folder for Temporary Data: E‘Ej:[:iﬂ:,‘::"”‘ :zfi, UL:::T:::E I
: . : ginale Scan Master: [255
4 Users\Smithm*App Data'Local Temp'\Nikon E.‘f: éﬁgﬂmm g e e [
Change Location ... Proview Settinga Gray poirt target
G Setings Fed: [128 Groen: [128 Bue: [125
Waming: Changes made to the Folder for Temporary Data will not take oy
effect urtil Nikon Scan is quit and relaunched Maseer: 10
a : Red: [0 Green: |0 Blue: D
Preview Settings __Foost_|
Grid Settings (e T e e e i
Black [0.5 White: [05
—_— Sample poirt size: |1x 1 -
Preferences =] [
Category:
Gamma Before scan ] Nikon SUPER COOLSCAN 5000 ED 1.02 @ USB [=[= ]
Color Management
3 Auto focus
File Locations he Preferences @E
gle Scan [ Auto exposure for positive film
Batch Scan o Category:
File Saving v Auto exposure for negative film Gamma Settings to be applied to preview
Automatic Actions Color Management St
Advanced Color After scan E-IE II_D?SE’tIDns W Aut f itive fil
Preview Settings ingle ocan v o exposure for positive film
Grd Settings g [~ Saveto disk Batch Scan e
g File Saving Iv Auto exposure for negative fim
[~ Close window and eject film Automatic Actions [~ Muti sampling
Advanced Color
Preview Setting Iv Digital ICE
Preferences : Grid Settings k
Cat v Cache preview image for single image adapter ﬁ
egory:
Gamma Before batch scan
- X Mikon SUPER COOLSCAN 5000 ED 1.02 ® USB ===
Color Man_agement v Prompt for this information —
File: Locations P— =
W Crese scanlos d creses
Batch Gamma Color -
File Saving Before each image Fie Locmions ™" Disptay and ine svery: [06 [rames =]
Automatic Actions Single Scan — =
Advanced Color WV Autofocus E?fs“afﬁi:m . de\splay 4 . subdivisions per line
Preview Seﬂln 5 omatic ions ow grid for new windows
Giid Settings e W Auto exposure for posttive film ’S‘i‘j;‘;egaﬁﬂg;
v Auto exposure for negative film
Mter each image
v Save to disk
¥ Stop on emors
After batch scan
™ [lnse window and siect film [ ok ] Cancel Help




STAGE 4 — PREPARATION OF SLIDES

e Cleaning 35MM Slides before Scanning

35MM slides often have fine dust and debris stuck to the film surface. These tiny specks, stains
and spots can be microscopic, but when magnified by high resolution film scanning, they can be
troublesome. Light brushing of your Kodachome film priority to using compressed air. If your
slides are extra dusty and dirty, it is best to remove as much of the loose debris as possible
prior to scanning to avoid dust and lint building up on the optics of the film scanner.

With the 35MM Nikon film scanner all slides must go through the scanner with the long side
down. The NikonScan software provides a setting to flip image orientation prior to scanning.

e Sorting slides by orientation: Another consideration for sorting of 35MM slides, prior
to conversion to digital, is by the photo orientation. With the 35MM Nikon film scanner
all slides must go through the scanner with the long side down. The NikonScan
software provides a setting to flip image orientation prior to scanning.

If you group all of your horizontal and vertical shots and scan them separate from each other,
you can cut down on the need for post-scan rotation of the digital images.

e Sorting Slides by mount type or thickness:

If you're batch scanning using Nikon's SF-210 slide feeder / batch loader, sorting the slides by
mount thickness can be helpful. The SF-210 feeder has an adjustable gate which should be set
based on the thickness of your slides. If you don't put all similar thickness mounts together, you
might find that your constantly stopping the cycle to adjust the gate. Most slide mounts are
similar in thickness but some, often those in glass covered mounts, are up to 3 times as thick as
the thin ones.
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http://www.bhphotovideo.com/c/product/310480-REG/Nikon_9240_SF_210_Auto_Slide_Feeder.html?BI=119

STAGE 5 — SCANNING

Double-click the Nikon Scan (icon on the desktop)

Miken SUPER COOLSCAN 5000 ED 1.02 & USB

Tool Palette 1

Progress Window

= |Layout Teoks

B o5 o] of 2
roe e 3]

_JrllrrFurm.ltiun

_+|Crop

F| v Curves

H| v Color Balance

] v Unsharp Mask

[ LCH Editor

¥
| Digitsl ICE4 Advanced

e e e e s i

k| Anabeg Gain

*|Scan Image Enhancer

= |Scanner Exras

Manual Focus Adjustment
Postion: 4 — pfiaz
e |

Multi Sample Scanning
Moda: Il'h'lrli (Tx) ""I

_teb |
Pixel Data Size
Suanmﬂuﬂ\:l B -'I

Slide Feeder Scan

Feed Inages: |




Click on the PREVIEW button to display the image. Make sure all settings in TOOL PALETTE

1lis correct before scanning

le Edit View Image | Progress Window

B =

» Semnbé Se(mn

I~ Sowen

8 o~
o1

Information

Crop

v Curves

v Coloe Balance

v LCH Edtor

Oiptal KE& Advanced

Ansleg Gae

»
»
»
»
»{v Unsharp Mask
»
ol
»
»

Scan Image Enhancer

Scanner Bxtras

Mol Fecus

5 imurons

Adgumment
Fosen: 4 —— 1 p[iR

@ o 5l] 2] s 2

I Show gid ot

] Nikon SUPER Co)

| [Information

| =lcrop ~

@ Keepthis Crop

¥ ol o
€ Keep this Output Size
€ Keepthis File Size

Scale;, 4 ——— ) p [i00 %
Resoluionf8000 [Pacls/ineh =
custom.. |

v Curves

»
|V Color Balance

[V Unsharp Mask

v LCH Editor

4|l {fie (e flie

Analog Gain

Scan Image Enhancer

»
B
|_*|Digital ICE4 Advanced
»
»

Scanner Extras

Manual Focus Adjustrent

Fasiior: 4 ——J— p[190
Help.

Multi Sample Scanning

Mode: [Nomal (x) -
.
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Click on the CLOSE ICON = to close the scanned image and close again.
|

Nikon Scan 4.0
File Edit View Image | ProgressWindow

B imagel @16%*
) Settings Section
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STAGE 6 — SAVING and CLOSING

The file path will show in the PREFERENCES. See below.

R COOLSCAN 5000 ED 102 @ US8
. . [}

Preferences

il

Category:

Gamma Folder for Temporany Data:
Color Management C:\Users\Smithm"App Data' Local' Temp'\Nikon
File Locations

Single Scan | Change Location... I
Batch Scan

File Saving
Automatic Actions

[ T SR | S P

Waming: Changes made to the Folder for Temporary Data will not take
effect until Milkkon Scan is quit and relaunched.

You can resave this file into a dedicated folder. Select tiff as the format. Verify that the file
was saved in the correct folder — (M:\Compton Herbarium\Scans\Slides)
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STAGE 7 — IMAGE QUALITY CONTROL

Quiality control (QC) is the process used to ensure digitization and metadata creation are
done properly.

A 2-step process- the scanning technician will do initial quality checks during production
and this is followed by a second check by another person.

The viewing environment for visual inspection of images is also important: monitors
should be calibrated, and the room should be dark or at least free from bright lighting,
sunlight or glare.

Quality Control process:

Completeness.

100% of the required images files and associated metadata have been
completed or provided

Inspection of digital image files

The overall quality of the digital images and metadata will be evaluated using the
following procedures. The visual evaluation of the images shall be conducted
while viewing the images at a 1 to 1 pixel ratio or 100% magnification on the
monitor.

Quality Control Visual Inspection:

Image - correct size and resolution

Image — cropped, rotated and positioned correctly

File name and file format — correct selection

Image — correct mode and colour correctness

Pixelated — check

Presence of digital artefacts (i.e. regular straight lines across picture)
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STAGE 8 — METADATA (Example of Metadata)

Institution Name / batch number

Image Creator
BAR CODE/ UNITID| Resolution/ Capture Equiment Date Created Identifier
NBGSLD000000 3000 dpi Nikon Super Coolscan 5000 Michelle
NBGSLDO000002 3000 dpi Nikon Super Coolscan 5000 Michelle
NBGSLDO000003 3000 dpi Mikon Super Coolscan 5000 Michelle
NBGSLDO000004 3000 dpi Mikon Super Coolscan 5000 Michelle
NBGSLDO00000S 3000 dpi Mikon Super Coolscan 5000 Michelle
NBGSLDO000006 3000 dpi Nikon Super Coolscan 5000 Michelle
NBGSLDO000007 3000 dpi Nikon Super Coolscan 5000 Michelle
NBGSLDO000008 3000 dpi Mikon Super Coolscan 5000 Michelle
NBGSLDO000009 3000 dpi Nikon Super Coolscan 5000 Michelle
NBGSLDO000010 3000 dpi Mikon Super Coolscan 5000 Michelle
NBGSLDO0000011 3000 dpi Nikon Super Coolscan 5000 Michelle
XML

) Li\APT DatatbatchS_artwork and slides_sent&Aprilds) Slides

e NEGSLDOO02E54. kF
e NBGSLOO00Z 835, HF
B NBGSLDO00ZE36,
B NBGSLDO002E57 b
- NBGSLDO00ZE5E, HF
M NBGSLDO00ZE39,
e NBGSLDO00ZE40, HF
e NEGSLOOO0ZE41 ki
= MBGSLD batchi1_2009,xml:

<7l version="1.0" encoding="UTF-8" 7=
- <dataset smins:dc="http://purl.org/dc/elementsf1.1/" xmins="http://purl.org/dc/elements/f1.1/"

xmins:xsi="http:f /veww . w3.0rg /2001 /XMLSchema-instance”
xsiischemalocation="http://purl.org/dc/elements/1.1/dc_schema_plants_enabled.xsd">
<InstitutionCode>NBG</InstitutionCodes
<InstitutionName=Compton Herbarium, Kirstenbosch, South Africa</Institutioniame:
«DateSupplied=>2007-01-09</DateSupplied:
<ParsonMarme=Michelle Smith</PersonMNames
<BatchMo=11</Batchios
<units
<dc:titlexMackaya bella Harv.</dc: title>
<de:creatorz0liver</de:creators
<dc:description=Mackaya bella Harv., Flower, Mpumalanga, South Africa</dc:description=
<dc:date>2006-02-02</dc: datex
<dc:date. original=Digitized in 2006-09-07</dc:date ariginal>
<dc:type=Photograph</dc type>
<dc: format=File size: 57Kbh Dimentions: 2582x4012/dc: format»
<dc: format.medium=image ftiff</dc: format. medium:
<dc:identifier-NBGSLDOO00001 </dc; identifiers
<dc:source=Gompton Herbarium«</dc: source=
zdc:rights>South African National Biodiversity Institute.</dc:rights>
_ enlantrarnrd-
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STAGE 9 — BACKUP OF DRIVES

As a safety precaution these images and associated data are backed up on external drives
which are stored in the strong room in the herbarium.

The IT section periodically transfers these data to offsite servers. (The format and
frequency of these data transfers are unknown).

This batch gets sent every quarter together with the metadata in XML-format on the FTP
site for transfer to JSTOR or loaded onto a 250 GB external hard drive sent off by

courier to ALUKA.

STAGE 10 — SHIPPING AND CORRESPONDENCE

PROCEDURES TC FOLLOW: SHIPPING

» Place a label

» Place external drive in a small shipping box protected by foam and bubble wrap

+ Address to: Al

on the external drive clearly showing:

SANBI-Compton Herbarium - Institution’s
MName
Batch 1 — Batch Number

LUKA

For attention: Production / African Plant Initiative (AP1)
John Mikulka
ITHAKA J JSTOR
100 Campus Drive, Suite 100
Princeton, Mew Jersey, 08540
UNITED STATES OF AMERICA

Tel: +1 (609) 986 2242

Page | 15



