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1 Introduction 

 

1.1 What is ODSAS? 

 
ODSAS (Online Digital Sources and Annotation System) is a multipurpose server-
based IT platform for digital archiving, annotation and collaboration for the social 
sciences and humanities and beyond. In particular: 
 
 

! it is an archival engine of documents of various types (images, movies, 
sounds) organized in dynamic collections and sets. 

 
! it is a multiuser work environment that allows researchers to manipulate, 

transform, edit, annotate, describe, transcribe, extract, search, recombine and 
link documents in an individual or collaborative way. 

 
! it translates researchers’ documents and work into interoperable formats, such 

as Dublin Core and RDF, and provides a OAI-PMH harvesting interface. 
 

! it allows for fine graded management of particular rights on documents, 
providing a secure but scientifically productive means to exchange information 
while remaining within national and international laws of copyrights, cultural 
rights and intellectual property rights. 

 
! It is a living archive for research and by research. 

 
! It is a system based on a strict separation between data, configuration and 

software. Data is therefore reusable. 
 

! It is compliant with ISO standards and interoperability standards. 
 

! It uses state of the art open source software packages as engines. 
 

! It is free, but copyright restrictions apply. 
 

! It is installable on any Linux platform that runs latest software packages. 
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1.2 What ODSAS is not 

While ODSAS allows you to also manage your digitization procedures and to 
manage your backup process (see section 7), ODSAS is not intended for perennial 
archiving. You do need to think about the following issues in addition to working on 
and with ODSAS: 
 

! ODSAS works with low to middle resolution images and files (average 1MB of 
image file size). You need to back up to another place your high-resolution 
files. ODSAS helps you to register and index these backups, but you need to 
actually do it. 

 
! ODSAS cannot prevent catastrophes! You do need to make backups of all 

your files, high and low-resolution, to another place, building, city or even 
country. 

 
! ODSAS prepares XML backups of the metadata and all the information 

contributors are adding to the platform, but it is your responsibility to back 
these files up in a secure and confidential place. 

 
! ODSAS will not convert your original files into new standards if these evolve. 

For example, if your original high-resolution files are in the TIFF format, and 
the TIFF format changes, then you do need to upgrade all your backup files to 
this new standard. 

 
! As per version 3, I do not believe ODSAS to be a very good tool for archiving 

and working on sound and movie files, even though it does already offer 
interesting features (see 8.3). Hopefully this will improve with time. But do not 
expect to find in ODSAS an Elan-like annotation tool for sound recordings. 

1.3 Current Software Status 

ODSAS software is written in PHP and javascript. The data is stored in a MySQL 
database and mirrored into XML files. ODSAS heavily relies on the Ajax Prototype 
Framework. 
 
ODSAS is a highly evolving platform, because new modules and features are written 
whenever interesting needs are expressed by registered users. Features and content 
of the platform as well as of this handbook may change without notice. Please 
regularly check back if a new version of the handbook is available. 
 
Current software status is version 3. Originally planned features have all been 
implemented and a public distribution is available. Note that testing is only 
undertaken on Safari, Chrome and Firefox, since other browsers have all shown to 
have major bugs that diminish the usability of ODSAS. We highly recommend 
downloading the latest version of these browsers. 
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The software is developed on NetBeans 7.4 (www.netbeans.org) on MacOSX. 

1.4 What’s new in version 3 

Version 3 has a number of improved and new features. A short list of some of these 
features: 
 

- Possibility to bookmark objects. 
- Create a showroom of a selection of objects. 
- New and improved metadata information for sets, in particular ISO language 

list and ISO country list. 
- Standardized object typology. 
- Harvesting of objects with Zotero now fully supported. 
- Improved transcription interface. 
- Automatized OCR (Optical Character Recognition) for printed material via 

Tesseract. 
- Improved linking of sets and linking of objects interface. 
- New interactive object ranking/sorting procedure. 
- New user types including extended rights for Collection Managers. 
- Upload of additional files to sets now available to collection owners. 
- Close to 90% bi-lingual interface (French, English). 
- Profile, password and login management. 
- Convert multipage PDF files into image objects. 
- Audio and video are now served in HTML 5 compatible formats and 

embedding. 
 
Additionally, for administrators, the following functions are now available: 
 

- New and improved digitization and backup management. 
- Error logging of missing and corrupt files. 
- Fulltext indexing management, typology management. 
- Database coherence check. 
- ODSAS XML schema and interoperability between distributed ODSAS 

systems. 
- Physical directory creation and organization automatized via collection and set 

creation functions. 
- Improved OAI-PMH server. 
- Delete collections and sets and all objects and information related to them. 
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- Migrate a set from a collection to a new collection 

 
… and many other more or less visible improvements 

 

1.5 TODO List 

 
The following features are currently being developed or tested. They are part of 
ODSAS version 3 but have not yet been fully implemented or activated. They will be 
soon. 
 
 

- Upload PDF files that are automatically split into individual image files and 
inserted as objects of a new or existing set. As per 5 December 2014, this 
feature has been added. See section 5.3.1. 

- EAD (Encoded Archival Description) export and interface. 
- Mutual harvesting of global meta between distributed platforms (currently, only 

one-way harvesting is activated). 
 
 
The following should be planned soon: 
 

- Implementation of OLAC standard. 
- ODSAS version 2 came with an independent single-user application that ran 

on Windows, Mac OSX and Linux to work on a PC, disconnected from the 
network, on one’s collections and objects. Whenever this PC was connected 
to the web, the user could synchronize the work he/she had done with the 
server version of the data. – This synchronization service has been interrupted 
as for version 3 because the data schema has evolved. A new version of this 
single-user application will be developed within the coming months. 
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2 Meaning of collections, sets, objects and 
users 

Definitions: 
 

• An object (alias “file” or “document”) is an individual file stored on the 
platform. Each file can be individually accessed, manipulated, edited or 
annotated. Every page of a book is an individual file or object. Every 
photograph is an individual file or object etc. In this handbook, the words 
“document”, “file” or “object” are synonyms. 

 
• A set is a number of individual objects that belong together and that are 

(ideally) of the same nature. For example, all photographs from one fieldtrip or 
on one topic; all pages of one book; all leaflets of one field notebook etc. You 
do usually not embed within one and the same set objects of a different 
nature, such as photographs and movies. They usually belong into different 
sets. 

 
• A collection is a number of sets that belong logically, scientifically, historically 

or otherwise together. For example, all dictionaries on South-East Asia, or all 
of a researcher’s files on a particular project, including a set for photographs, a 
set for field notes, a set for films etc. 

 
The decision on which sets belongs to the same collection and on which objects 
should constitute together a set should be the result of discussions between the 
administrators of the platform and the depositing researcher or institution. It should 
simultaneously reflect the objectives of the researcher as well as archival coherence 
for future generations. Objects that can be of granted open access should be 
distinguished from objects that are of restricted access, and placed into different sets. 
 
Thus, each object belongs to a set, each set belongs to a collection, and each 
collection belongs to one or several owners.  
 
Owners keep the legal and moral responsibility on the material they deposit. It 
is for them to decide which objects should be publically available and which 
should not. Owners should make sure they are able to nominate another 
person that can take these decisions in case of their incapacity to do so. 
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2.1 Common icons 

 
The following icons are images or buttons you will regularly encounter on ODSAS. 
The table below describes their general meaning. 
 
 
 

 or   Edit some field, information, feature…. 

 
Save the information or feature you have entered 

 or  Delete a field, information or feature… 

 
Table of contents, lists 

  or   Users, people, their rights etc. 

 Add an element (a user, a set, an object etc.) 

 Enter or see coordinates or a map 

 See content, sometimes also see to edit content 

 Reorder objects 

 
Link objects or sets 

 Expand a list of features, objects, sets…. 

 
Unexpand or retract a list of features, objects, sets…. 

 
Add an object to your favourites 

 
Add an object to your showroom 

 Change interface language to English 

 Changer interface language to French 

 
See / hide transcription text on top of image 

 
Import something (meta data files, for example) 
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2.2 User types 

 
There are several user types in ODSAS, and each user type can have several users. 
 
 

1. Administrators. Administrators have access to all functions available on the 
platform. They can create users, attribute rights, create collections and sets, 
configure typologies, check and manage the database etc. Administrators 
have all the rights other user types have. In general, there are only one or two 
administrators per installation. The responsibility is close to that of a 
“subsystem administrator”. Ideally the administrator has also root access to 
the machine. 
 

2. General Collections Managers, called here GCM. Collection managers 
supervise collections, their metadata and files, the owners and users of 
collections. They should be allowed to have an ftp or sftp account to bulk 
upload files to the ODSAS media directory. They can create users, collections 
and sets. A collection manager has access to all collections. There should be 
at least one collection manager. The responsibility is close to that of a “chief 
librarian”. 

 
3. Owners. People who own particular collections. They are allowed to provide 

new users with particular rights on the collections they own. They can create 
new sets and upload files within the collections they own. They can annotate, 
transcribe, order and otherwise work on the objects of their collections. They 
have the responsibility to decide if a set should be public or of restricted 
access. They decide on the copyright notice associated to the objects. 

 
4. Contributors. These are people who have particular rights on particular sets 

or collections. These rights can be defined by owners or GCM. They cannot 
upload files or create sets, but, depending on what rights they are provided, 
they can transcribe, edit, and annotate objects. 

 
5. Anonymous users. An anonymous user can browse all collections that are of 

open access. He or she can manipulate certain objects, but is not able to store 
these manipulations for later uses. The anonymous user is not allowed to 
annotate, transcribe or link objects, for example. 

 
6. Deactivated users. Administrators and GCM can delete user accounts. Note 

that user accounts are not really deleted, but are deactivated. Deactivated 
accounts can be reactivated at any time.  
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2.2.1 Create user accounts 

 
Users accounts are created in 3 ways: 
 

1) During installation, an administrator user account is automatically created. 
 

2) Administrators and GCM can create new users in the administration interface 
(see 4.1). 

 
3) If a collection owner has decided to allow anonymous users to ask for an 

access to a collection, a temporary user is automatically created. Owners are 
then allowed to validate the permanent creation of this new user. 
Administrators and GCM are allowed to change the status of this user or 
deactivate it. 

 
Important notes: 
 

- Passwords are highly encrypted. It is impossible to decrypt a password 
from the database. If a user forgets his or her password, he or she 
needs to create a new one. In the log in page, a user who needs to rest 
the password can click the link Recover my password . He or she will 
receive an email with instructions. 

 
- Passwords are case sensitive. They need to be at last 6 characters 

long and include alphabetical and numeric characters.  
 

 
- Never give your passwords away, and do not send them over mail or 

write them on your desk or so. ALSO NOTE: when you are logged into 
ODSAS, you will remain logged as long as you have not logged out or 
exited/quit your browser. Do not leave your computer open and logged 
into ODSAS while you go for lunch break !! 
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3 Overviews 

The below overviews are those you can see once you have logged in. If you haven’t, 
go to the platform, and clock “Log in” under the Account menu. 
 
Depending on your rights and user type, the menus and available functions change.  
The below screenshots assume you have all rights. 
 
 
 
 
 

3.1 Homepage overview 
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3.2 Collection management overview 
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3.3 Set management overview 
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3.4 Object browsing overview 
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3.5 Overview of the “My space” menu 

 
The My Space menu is accessible only if you have an account on the platform. 
Depending on your status and your rights, different items will be available to you. The 
list below assumes you have all possible rights as an Owner. 
 
 
 
 
My profile Set your personal details, change your password, accept 

new users to ask for access to your collections, add a CV. 

My database usage Some statistics on what you have done on the platform. 

Direct access to sets The list of sets to which you have access as registered 
user or owner for fast access and browsing. 

List my annotations List, edit or delete your annotations to objects 

Manage my 
collections 

If you own collections, this is where you edit them, as well 
as the sets that are in these collections (see sections 6 
and 7) 

Manage my 
showroom 

Create and edit your public showroom (see section 10) 

Accept/reject users If you have allowed new users to be created in your 
collections, then this is where you accept or reject them. 
Note however that accepting a user does not 
automatically give him any rights. He or she is just a 
registered user. If you want to give that user access to 
your sets with specific rights, you need to do so 
specifically (see 4.4). 

Log out Another way to log out from the platform. 
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3.6 Overview of the “Administration” menu 

The Administration menu is accessible only if you have an account on the platform, 
and if your user type is Administrator or GCM. Depending on your status and your 
rights, different items will be available to you. The list below assumes you have all 
possible rights as an Administrator (or, for some functions, as a GCM). 
 
 
Digitization 
administration 

A number of tools that allows you to manage the 
workflow of digitization and backup jobs. It includes 
automatized reminders on the age of backup discs and 
the necessity to renew the backup (see section 7). 

Collection management Management of collections and their sets (see sections 
5 and 6) 

Add a new collection Create a new collection (see 5.1). Owners cannot 
create their own collections (they can only create sets 
within collections). Administrators and GCM need to 
create collections for actual or future owners. 

File error management Lists errors encountered when users were browsing. In 
particular lists missing or corrupt files that need to be 
replaced. Check the list to see why certain files are 
declared missing or corrupt, upload again the missing 
file and click the f ixed  link. You can also completely 
empty the error log by clicking the Reset error  log 
button. It will restart logging automatically whenever 
new (or old) errors appear. 

User management Allows to view, create, edit and deactivate users, as 
well as change their type (see section 4). 

Login history Displays user login histories. 

Object typology Objects types are those reflected in the navigation 
section of the homepage. They can be “manuscripts”, 
“books”, “photographs” etc.  Every set must have an 
object type. 

This function allows to edit your internal object typology 
and establish equivalence rules between your typology 
and Zotero as well as CSL typologies.  

If you edit a typology (click the penci l ), make sure your 
type reflects an equivalent or close type to Zotero and 
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CSL. 

Click the New Type  button to create a new object type, 
and choose the generic types that are reflected in 
Zotero and CSL. Several ODSAS types can have the 
same Zotero type. 

Author typology Allows to list, edit and delete authors of sets, finds 
authors that have not set associated and sets that have 
no authors. Shows for duplicate entries. 

Meta data of sets A general overview of the metadata used in sets. 
Allows to quickly see which sets do not have sufficient 
metadata informed. Click the set link to edit these 
meta. 

XML export Updates the OAI-PMH server and backups the 
database to XML files using the ODSAS schema (see 
section 14). Whenever you have added new sets, I 
recommend triggering the OAI-PMH update. 

Database fulltext update Updates the fulltext engine of the database for better 
search results (to be used rarely, if ever). Normally, 
every user action will be reflected in the fulltext engine 
automatically. If at some stage you think cleaning up 
this engine is useful, use this function. Note that this 
function will run for a long time. Do not interrupt the 
process, otherwise the search engine index will be 
incomplete. If for whatever reason the process is 
interrupted, start over again. 

Database coherence Checks basic coherence of the database and tries to fix 
things, or at least tell you what may be wrong or 
missing and tell you what kind of action you need to 
undertake. 

Website settings This is where as administrator you can set some basic 
features of the platform, such as banner image, 
background colour, email of admin, homepage text etc. 
The interface is self-explanatory. There is no chapter 
dedicated to this feature in this handbook. 
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4 User management 

Users are generally managed through the Admin istrat ion  " User management  
interface by the administrators or GCM. However, if an owner has opened the 
possibility for new users to be created through his collections, then they may also be 
automatically created through the public platform. 
 
In both cases, whether you create a user through the administration interface or 
whether a user has created his account himself, you do need to add him as particular 
owner of a collection (rarely, be careful) or as a user of a set and its objects (see 
section 4.4 and 7.2). 

4.1 Create a user through the administration interface 

For Administrators or GCM only. 
 

1) Admin istrat ion  " User management  

2) Click Create a new user  

3) Enter the details and a temporary password 
4) The new user will receive a mail asking him/her to confirm and modify his/her 

password. 
 
Note that new users will be created as a Contributor. If you want to change the type 
of this new user to become an owner, or even a GCM, you need to follow steps of 
4.2. 

4.2 Change status/role (and other information) of a user 

1) Admin istrat ion  " User management  

2) Search the user you want to modify (for example click Al l Users ). 

3) In the list, in the column Type, click the penci l  next to the user you want to 
change. 

4) Enter the number that reflects the new type, and click the save  icon. 

 
You can, the same way, change the name, given name, user name and email 
address of users. Note that the column USER is the login name. You should not 
change this information. 
 
A user of lower status cannot attribute another user with a higher status. For 
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example, if you are a GCM, you cannot declare another GCM to be an administrator. 
Only an administrator can do this. 

4.3 Add an owner to a collection 

Each collection needs to have a least one owner. Ideally, the owner is the researcher 
who owns or deposits the material. If this is not possible, then I recommend choosing 
a GCM as an owner.  
  
 

1) In the Admin istrat ion menu, click Col lect ion Management  

2) Next to the collection you want to edit, click the owner  icon. 

3) Click Add an owner  

4) Look for the user you want to declare as owner and click the plus icon  (note, if 
the user does not exist, create a new user under Admin istrat ion  " User  
Management , and add the owner later). 

 
Clicking the red cross  next to a user deletes this user as an owner (id does not delete 
the user as such). 

4.4 Add a user and his/her rights to a set 

Once a user has been created or accepted, you have to provide him access to your 
set(s) and define the rights this user has. 
 

1) Manage my col lect ions  

2) Click the List sets  icon. 

3) Click the User  icon. 

4) Click the Add a user to th is set  link. 

5) A list of users appears. Click the blue plus  icon to select the user. If the user is 
not in the list, get in touch with the administrator. Only certain particular staff 
has the right to create new user accounts. 

6) Define the particular rights of this user and click the save button . By default, 
only the “see everything” right is activated. You may change a user’s right at 
any time (see section 7.2). 
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Carefully click those rights you want to grant to this particular user on this particular 
set. The individual rights mean the following: 
 
 
Right to edit meta 
information 

Each object has, as is the case with sets and collections, 
its own meta information, such as author, date, 
geographic location etc.  This information is sensitive. 
You should not allow any other user than yourself to be 
able to edit meta information unless you are closely 
working with that person. 

Right to add annotations Annotations are comments, to which others can reply, 
that accompany a particular object. An object can have 
as many annotations as you like, and each annotation 
can have as many responses as needed. They do not 
interfere with the meta of the object, but constitute a 
semantic layer on top of it. You can provide this right 
without hesitation to persons with whom you are 
collaborating. 

Right to annotate 
graphically 

ODSAS offers a tool to delimit particular areas of an 
image and to annotate these areas. As above, you may 
provide this right to your scientific partners. 

Right to link objects It is possible to link objects so to be able to jump easily 
from one object to another. One usually links objects 
because they are linked in the real world for one reason 
or another, for example a movie showing an artefact of 
which you also have a photograph and an ethnographic 
description. You can add as many links to an object as 
you wish. Links can be qualified. You may provide this 
right to your scientific partners. 

Right to transcribe and 
create movie layers 

ODSAS offers tools to transcribe objects and to create 
semantic layers (annotations, transcriptions, 
translations….) to movie and sound files. If you grant the 
right to transcribe, you also grant that person to see other 
people’s transcription on a particular set. 

Right to add objects to the 
set 

This is when a user is allowed to upload new objects and 
to insert them within an existing set. You will usually not 
grant this right to anyone else than yourself (this function 
has for security reasons been temporarily deactivated). 

Right to see but not add or If sets are of restricted access, then links, annotations 
and transcriptions are not visible by the public. In certain 
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edit all of the above cases you may want to grant the right to see annotations 

or transcriptions to certain users, but you do not wish 
them to be able to edit or add new annotations and 
transcriptions. If this is the case, then you will grant this 
kind of right only. 
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5 First Steps: Collection and Set creation 

Collection and set management processes need to be undertaken with much care. 
This is where you will make your objects identifiable, searchable and indexable. The 
first step is to create a new collection, then to create sets in this collections and 
upload files, and finally to edit the metadata of the objects. You can change 
descriptions and metadata at any time.  
 
The steps are 
 

1) Create a collection 
2) Create sets for this collection and upload files to the specified directory 
3) Refine your sets’ metadata 
4) Browse and edit object-specific metadata 

5.1 Create a new collection 

A collection is a logical or scientific gathering of sets. For example, a researcher may 
want to have his or her collections in which are stored field notes, photographs, 
sound recordings etc. Typical types of collections are, for example: 
 

- Grammars and dictionaries of Australian languages 
- Scientific archives of Maurice Godelier, Papua New Guinea 
- First contact movies 
- etc. 

 
If you are a researcher and would like to store your files on the platform, ask an 
administrator or a GCM to create a collection for you. 
 
If you are an administrator, or a GCM, create a collection as follows: 
 

5) Log in 
6) In the Admin istrat ion menu, click Add a new col lect ion  

7) Enter a name and a description for the collection (you or the collection owner 
can always edit later) 

8) Click save  

 
 
In the next screen: 
 

9) Click Add an owner  



ODSAS User Handbook version 3.6 – December 2016 page 25 
 

 
10) Look for the user that has to become the owner of the collection and click the 

plus icon  (note, if the owner does not exist, create a new user under 
Admin istrat ion  " User Management , and add the owner later). 

 
After these steps, the new collection will appear in your Collection Management 
interface. From there you can further edit the description or name, add owners and 
add sets. 
 
 

5.2 Create a new set 

Once you have created a collection, you can add as many sets as you wish to it. A 
set is a coherent collection of objects that belong together and that belong to a 
collection, and that are of the same type (images, movies, sounds). Let me take my 
own example. 
 
I have a collection called: 
 

- Research Archives of Laurent Dousset, Vanuatu 

 
In this collection, I have created several sets: 
 

- Field notebook 1, Vanuatu 2010 

- Field notebook 2, Vanuatu 2010 
- Photographs of Maskelynnes, 2010 

- Photographs of Nimangki ritual, 2010 
- Field notebook 3, Vanuatu 2011 

- Recorded interviews, 2011 
- Etc. 

 
Good practice is the following rule: a set is a collection of objects/files of the same 
original physical type (negatives go with negatives, positives with positives, scanned 
notes with scanned notes etc.) that historically and scientifically sit well together.  
 
I do not recommend mixing in the same set field notes and photographs, for 
example. It is wiser to link these objects later (see section 8.6). 
Sets can have as few or as many objects/files as you like. A good rule is not to make 
sets too big, so that you can keep an overview. A maximum of 200 to 300 objects per 
set is a good rule. If you have more files, split the set into two, for example, if this 
splitting still makes sense. If not, keep larger sets. The software can handle it. I have 
sets that have only 10 objects, and others that have over 500 (too big, really).  
 
Plan well what needs to sit together for good reasons, before you create your sets. 
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To create a set, follow this procedure: 
 

- Under the menu My Space , click Manage my col lect ions  

- Look for the collection in which you want to add a set, and click the blue  
plus s ign  

- Enter a recognizable name (you can reedit later if needed) 
- Enter a description (you can reedit later if needed) 
- Enter a year or a period. Make sure you read the instructions and make 

sure the first 4 characters are numbers (this is necessary to construct 
your timeline). You can reedit later if needed. 

 

 
 

Timelines of your collections will be created by ODSAS if you enter 
the year/period field coherently (see 8.2.1 for instructions on how 
to enter dates in ODSAS).  
 

- Choose an object type that suits best. 
- Enter a comma or dash-separated list of keywords. 
- Click the save  button. 
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NOTE: in some cases, some fields are followed by the possibility to expand the 
information to all sets of the collection. This is very handy when all sets have the 
same author, for example, so you do not have to retype this for every set. Use with 
care, though. 
 
In other words: If you know you will create several sets for the same author, or type, 
or any other metadata, then you may as well create all these sets without informing 
the metadata, and go back to the metadata interface later, edit them for the first set 
and then expand to all other sets. 
 
After creating a set, you will be redirected to add files to this set (see following 
section). Note that you should at some stage come back to the set-editing interface 
to add more metadata. See section 5.4. 

5.3 Add files to a set (image and PDF files only) 

Note: Currently, sets with movies and sounds need to be created by the 
administrators. 
 
Once you have created a set, the next step is to upload files into this set. There are 
two possible procedures: 
 

- Upload manually each file, one after the other (this is suggested to 
users who do not have a GCM account), or in cases where you only 
want to add just a few files to an existing set. 

 
- Upload all files at once. 

 
It is highly recommended to use the upload all files at once procedure. However, 
this can only be done by someone who has access to the machine or who has an ftp 
account (check with the administrator or the GCM). 

5.3.1 Add individual image or PDF files to an existing set 

If you only want to add a few files to a set, you can use the manual method. Only use 
this method to add a few files. If you want to add many files, use the methods 5.3.2 
or 5.3.3.  
a) Uploading image files 
 
Prepare your files so they are JPEG or PNG and have names without special 
characters. They should not be too large. 1MB is a good average. 
 

1) Go the Manage my col lect ions  section 
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2) Click on the l i st sets  icon 

3) Next to the set in which you want to add files, click the Add f i les +  icon. 

4) In the top form, click the Choose f i le  button, select your file, then click Upload  
f i le  

5) If everything goes well, you will get a success message, and you may upload 
a new file. Note that ODSAS will check your file type and filename, and if 
necessary change the filename to follow the standards. 

 
b) Uploading PDF files 
 
You can upload single or multipage PDF files. If it is a multipage file, it will be broken 
into individual objects. Each page of the PDF file will be converted into an image and 
inserted into the database. Please note that PDF files should not exceed 10MB. If 
your PDF file is larger, break it into several files, name each file differently and repeat 
the upload procedure with each file. 
 

1) Go the Manage my col lect ions  section 

2) Click on the l i st sets  icon 

3) Next to the set in which you want to add files, click the Add f i les +  icon. 

4) In the second form, below, click the Choose f i le  button, select your file, then 
click Upload f i le  

5) If everything goes well, you will get a success message, and you may upload 
a new file. Note that ODSAS will check your file type and filename, and if 
necessary change the filename to follow the standards. 

 

5.3.2 Upload all or many files at once into a new set (image, 
moovie and sound files) 

Please do not use this method for PDF files, but use method 5.3.1 instead. 
Image files must be jpg or png. 
Movie files must be Quicktime or MP4, with extension .mov 
Sound files must me MP3, with extension .mp3 
 
 
If you have GCM or an administrator account, after creating the set (see 5.2) you will 
get a message saying something like: 
 

1) IMAGE Directory : /var/www/odsas3/odsas_media/coll_12/set_1463/ 

2) MOVIE Directory : /var/www/odsas3/odsas_httpd/media/coll_12/set_1463/ 

3) SOUND Directory : /var/www/odsas3/odsas_httpd/media/coll_12/set_1463/ 
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Now upload all the files of this set into the respective directories (make sure mp3 files 
go into the sound directory, and mov files into the movie directory), and then click: 
 
I  have uploaded a l l  f i les into the di rectory. Proceed with ver i f icat ion and database  
update.  
 
This will check the files, rename them if necessary, convert PNG to JPEG files and 
insert the data into the database. 
 
After clicking the above link, the software will inspect the directory and do the 
necessary to add the objects to the set. When done, please edit the set details 
further in clicking the available here  link (see 5.4).  
 

 
NOTE: image files need to be of the JPEG or PNG format and not exceed too much 
1MB. Larger files are possible, but will slow down the platform. Please use 
conventional naming of the files. For more information, check the ODSAS Digitization 
handbook under the section Handling filenames and directories.  
 
Also note that the files will be inserted into the database following the usual Linux 
alphanumerical ordering of the filenames. For example, if you have the following files 
(this is how they will be order on Mac OSX and probably in Windows): 
 

file_1.jpg 
file_2.jpg 
file_10.jpg 

 
The Linux ordering is different and would be as follows: 
 

file_1.jpg 
file_10.jpg 
file_2.jpg 

 
To get a proper ordering of the files, you would need to have the following filenames: 
 

file_01.jpg 
file_02.jpg 
file_10.jpg 

 
There are a certain number of free tools available to rename files automatically. 
Check the ODSAS Digitization Handbook. 
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NOTE: movie files need to be of Quicktime or MP4 format, and their extension must 
be .mov. Movie files will be automatically converted also to .ogv and .webm. This 
may take a long time, so be patient please. 
 
NOTE: Sound files must be of the mp3 format and their extension must be .mp3 
 

5.3.3 Add several files to an existing set 

If, for whatever reasons you were not able to finish the procedure described at 5.3.2, 
or if you want to add more files to an existing set, or if a user has created a set and 
asks you to upload all this files to his set, use the following procedure. 
 

4) Log in as administrator or GCM and go the Col lect ion management  section. 

5) Click on the booklet  to list the sets of a collection. 

6) Upload with ftp or sftp the new files to the directory of the set. This will usually 
be something like /odsas_media/coll_xx/set_yy where xx is the collection 
id and yy the set id. 

7) Click the scan fo lder for new f i les  button of the respective set. 

8) The software will analyse the directory and the database and tell you if there 
are new files, and allow you to integrate these new files into the database. – 
Please follow the instructions and if possible click the save  button to insert the 
new files into the database. 

 

 
 
In the above example, the system has found 26 new files in the 
directory. Clicking the save button will add these to the set. 
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5.4 More metadata for sets 

 
Once a set is created and files have been added, you should edit further the set 
details. You can do this at any time. Unless you have already arrived at the set-
editing page through other means, you need to click: My Space  " Manage my  
col lect ions . Then Click the set l ist  icon of the collection, and then the edit penci l  of 
the particular set. 
 
In particular, you will have to further add or edit: 
 

- Authors 
- Languages 
- Countries 
- People 
- Keywords 
- Access rights 
- Publicity of transcripts 
- Watermark text 
- Watermark type 

 
The entry principle of authors, languages, countries and people are the same: in the 
right box, start typing the language, country or people and when what you are looking 
for appears, click the respective entry that will appear as a link. You can add as many 
languages, countries or people you like. You can delete selected information by 
clicking the rubbish bin  next to the information. You may also extend the information 
to all sets of the collection. 
 
Note that: 
 
 
Authors A set can have as many authors as you wish. Note that an author 

is not necessarily the owner, or the person responsible for the set. 
The author is the actual creator of the objects. Enter the author’s 
name and select from the available list. If the author is not in the 
list, you can create it by clicking the + icon. Note however that 
your new author must be entered in the following form: 

Name, given name 
(don’t forget the comma after author) 

If the author is an organization or similar, only enter the name 
without a comma. 
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Languages This is a list derived from the official ISO-639-3 language list. If 

you can’t find the language, try typing alternative spellings. You 
can find these on the following website, for example: 

https://www.ethnologue.com 
http://glottolog.org/ 
 

If your interface language is French, the language names will be 
French. If your interface language is English, then the language 
names will appear in English. But do not worry, the visitors will 
see the language name in the interface language they select. 

Countries This is a list derived from the official ISO-3166A3 country list. It 
also comes with coordinates for the capital of the country. These 
coordinates will be used if you do not declare specific coordinates 
for the set or the object.  

If your interface language is French, the country names will be 
French. If your interface language is English, then the country 
names will appear in English. But do not worry, the visitors will 
see the country name in the interface language they select. 

Peoples These can be tribal, ethnic or other group names. Create your 
own if not available by click the + icon after entering the name. 

Keywords Keywords should concisely describe the content of the set. Please 
do not add country names, language names or peoples into 
keywords, since these will already be stored in the above 
information. You may add geographic regions, particular dialects 
that are not in the language field, topics or scientific disciplines… 
whatever allows for better object descriptions and search results.  

 
 
Access rights: 
 
Select the level of rights you want anonymous visitors to have on this set. 
 
 
There are several types of access rights. Note that the rights you grant here are 
generic. They are not valid for registered users to whom you have defined particular 
access rights, but are valid for the general public or registered users for whom you 
have not defined particular rights for this set. You may choose to provide one of the 
following 6 types of access rights: 
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General 
public can 

see the 
object 

Low 
resolution 
only for 
public 

Medium 
resolution 

image 
available 
for public 

Incrustation 
of copyright 

text into 
image 

1 No public access     

2 Public access granted, 
but images only in low 
resolution and with an 
incrusted copyright text  

X X  X 

3 Public access granted, 
but images in low 
resolution only 

X X   

4 Public access granted, 
images in medium 
resolution and with 
incrusted copyright text 

X  X X 

5 Public access granted, 
images in medium 
resolution 

X  X  

6 Full public access X  X  

 
 
 
Transcriptions are they public? ODSAS provides a tool for transcribing objects, 
such as manuscripts, field notes, books etc. ODSAS also provides a tool for 
transcribing (layering) movie and sound files. If you wish these transcriptions to be 
publically accessible, you need to grant public access to them. Otherwise, even if you 
grant public access to the objects themselves, the transcriptions will remain 
restricted. 
 
 
Incrustation/watermark text: You may wish to add a text, for instance a copyright 
notice, that will print on top of each image of the set. If you wish to do so, enter the 
text in this field (don’t make it too long!). Note that you may modify this text whenever 
you wish, and note that incrustation of text will not alter the original object itself. 
 
 
Incrustation/watermark type: You may choose between two incrustation types. 
One diagonal and large, prohibiting reusing the photograph in another context; the 
other smaller and at the bottom right. You may alter this at any time; and the change 
will immediately be reflected on the objects. 
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Left:  the more discrete horizontal copyright notice. 
Right:  the more intrusive and secure diagonal copyright notice. 
 
 
 
Do not forget to click the save  button at the bottom. 
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6 Manage your collections 

Collections are a useful way to organize your data and to make them accessible to 
visitors and other researchers. Collections contain sets; the latter are either open or 
restricted. Access restrictions are organized at the set, not at the collection or object 
level.  
 
Make your collections as explicit as possible, so that everyone understands what 
kind of data is in a particular collection. Note that it is not forbidden to have the same 
set with the same objects in several collections, but you should as much as possible 
avoid duplicates and duplication. 
 
In the Collection Management interface you manage your collection names, 
descriptions and collections owners. You can export data as spreadsheets or SQL 
files, and you can add new sets to a collection (as seen in 5.2). 

6.1 Edit collection details 

1) My Space  " Manage my col lect ions  

2) Click the penci l  icon next to the collection you want to edit 

3) Edit the name and/or the description (have bi- or multilingual description if you 
like) 

4) Click the save  button. 

 
If you change the name or the description, make sure it does still reflect the sets that 
are part of the collection.  
 
TODO: Multiple names (for example in distinct languages) for collections are not yet 
managed. If you want bilingual names, at them both in the name and description 
field. 

6.2 Create and View set list of a collection 

The table of contents  icon allows you to view and edit the sets of a collection (see 
section 7 for more details on set management). If there are no sets in the collection, 
you need to create a set (see section 5.2). 
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6.3 Owners of a collection 

Each collection needs to have a least one owner. Ideally, the owner is the researcher 
who owns or deposits the material. If this is not possible, then I recommend choosing 
a GCM as an owner. To define the owner of a collection, see section 4.3. 
 
Owners are considered responsible for a collection, the sets that sit in it and the 
objects that are part of it. They need to decide which sets (and their objects) can be 
accessible by the wider public and which should remain restricted. They have the 
responsibility to attribute other users specific rights on the sets and objects. 
 
Administrators and GCM should make this point clear to collection owners. The 
ODSAS platform provides a service to researchers and cannot be made responsible 
for their legal or moral mistakes. Owners need to understand that they are managing 
their sets and objects under their sole and unique responsibility. 
 
It is also wise that administrators and GCM discuss with collection owners to 
determine a person than can take decisions and be responsible for the collection if 
the collection owners is in the incapacity to do so him or herself.  
 
These discussions should be concluded through the signature of a moral agreement 
between the person or institution hosting the platform and each owner depositing 
material. 
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7 Manage your sets 

The Set Management interface is where you define most of the generic metadata, 
the users and the organization of your objects/files. Most features are self-
explanatory, so this section will only succinctly recall the functions. 

7.1 Set metadata management 

See section 5.2 and section 5.4 

7.2 Edit users rights on sets and objects 

See section 4.4 

7.3 Geolocalisation 

If possible, every object and every set is geo-localized. There are three ways of geo-
localization: 
 

- at the object level (see 8.2.1) 
- at the set level (the current chapter) 
- at the set metadata level (if necessary taking country capital 

coordinates) 
 
If you define a country in the set metadata description, then this country’s capital 
coordinates will be taken as coordinates for the set and for each object. If you define 
several countries, the first country’s coordinates are taken. 
 
The set will inherit the country’s coordinates, unless you define specific coordinates 
for this set. 
 
Each object of the set will inherit the set’s coordinates, unless you specify specific 
coordinates for an object. 
 
To define the coordinates of set: 
 

1) In the set management interface, click the globe  

2) Enter coordinates as decimal values 
3) Click on Check coord inates  to see if the coordinates you entered are ok. If not, 
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change them and click again Check coord inates . 

4) If you are happy, click Save for th is set  or click Save for a l l  sets of th is  
col lect ion  to expand these coordinates to all other sets of the collection. 

 

7.4 Reorder the sequence of objects within a set 

Once the files have been uploaded to the server, you are able to reorder the 
sequence of their appearance, if the order is not correct. Normally, if you have 
named and numbered your files properly, this should not be necessary. Check the 
ODSAS Digitization Manual for more information.  
 
The original sequence in which the files are displayed is the sequence of their 
digitalization or their insertion into the database. Usually, the owner would have 
discussed with the digitizer the sequence of digitization. In other cases the physical 
organization of the material makes clear what the logical or historical/chronological 
sequence is. There may however be cases where you would like to reorder this 
sequence. You can do this with this function.  
 

1) In the set management interface, click the order  icon. 

2) If you want to reset to the original order, click Reset rank ing…  If you want to 
change the order, click Proceed to manual order . 

3) You will get to a new window. Simply click and drag the images where they 
should be, until you are happy. You will probably have to scroll down and drag 
down the images. 

4) Once you are happy with the order, click the save  button. 

 
 
 
 
 
 
 
 
Click each image and drag it to the 
place you want it to sit. You may 
have to drag the same image several 
times if you also need to scroll 
down the window. 
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7.5 Links between sets 

In some cases it is useful to create links between different sets; for example to 
indicate a sequence between volume 1 and volume 2 of books. This links will appear 
in the object browse interface to allow you to quickly jump to linked sets. (You can 
also link individual objects, see 8.6). 
 
To link other sets to a particular set, proceed as follows: 
 

1. In the set management interface, click the l inks  icon:  

2. Click the blue +  icon of the set that has to be linked 

3. The cursor will jump down to a textbox where you can qualify your link. For 
example you could enter “volume 1 to volume 2”. 

4. Click the save  button. 

 
If you want to link other sets, start the same procedure again. 
To delete links, go to the same interface and click the delete  button next to a linked 
set. 
 

7.6 External links to a set 

You can add external links to a set. These will be displayed in the set summary and 
in the set and object metadata. Note that you can also add links to particular objects 
of a set. So only add links here that are generic for the entire set. 
 
To do so: 
 

1) In the set management interface, click the external l inks  icon:  

7) Enter a name, and then the entire URL. Make the name short. For example, if 
you want to link a specific page on the Australian Archives website, you could 
enter for name ‘NAA record’ and for the URL the entire web link, such as : 

http://recordsearch.naa.gov.au/SearchNRetrieve/Interface/DetailsReports/ItemDetail.aspx?Barcode=1990438&isAv=N 

2) Click the save  icon. 

 
To delete links, go to the same interface and click the delete  cross next to a link. 
You can add as many links to a set as you wish.  
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7.7 Export Meta 

The export meta button allows you to download a spread sheet with the set meta 
data. 
Click the button and read the instructions. Note that the file is UTF-8 encoded. In 
some cases Excel does not read properly such encoding. I recommend using 
LibreOffice or OpenOffice. 

7.8 Export as JPEG 

This function allows you to repatriate all images of a set in a zipped file. Note that this 
function is very server-intensive and it may take some time to process the 
compilation. Do not interrupt and wait until the link to download the file appears. 
 

7.9 Import Meta data 

This function allows you to import a tab-separated file with meta information and to 
add this meta data to the objects of a set. The advantage is that you may prepare 
your meta-data without being online, and then upload your files to the server for an 
automatic addition to your set. This process is not very complex, but will expect from 
you very conscious attention and work so you don’t mess up any previously entered 
meta-data. Before you do prepare your meta-data file, you should upload all 
files/objects that should be in the set. 
 
To create your tab-separated meta-data file, ODSAS allows you do download an 
empty Excel sheet having only the ODSAS id and the filename of your set. This 
should ease your work and avoid any confusion. Do to so: 
 

Click on this icon  of the set for which you want to upload meta-data, scroll 
down and click on the Excel sheet icon:  
 

 
 
The downloaded file will look similar to the following: 
 

1 kupka/carton1/item1/ph156.jpg  

2 kupka/carton1/item1/ph155.jpg  

3 kupka/carton1/item1/ph56_2.jpg  
 
 
The first column is the ODSAS id, which uniquely identifies the files/objects of your 
set. The second column is the filename of the object that is associated to the ODSAS 
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id. If you want to check the object online, simply go to: 
 

 
https://www.odsas.net/object/1 
https://www.odsas.net/object/2 
etc. 

 
Where the number of the object/ is the ODSAS id. 
 
You may now prepare your meta-data file. The information you can add, each on one 
column following the id and filename, are the following: 
 
- Title and description 
- Keywords (separate each keyword with a semicolon ( ; ) 
- Geographic location 
- A year or a date, such as yyyy or yyyy-mm or yyyy-mm-dd 
- A copyright notice for the object 
- An external URL (for example to a collection to another website) 
- A relation (usually the location of the original physical object) 
 
Note: None of these fields are compulsory. You may have some or all of these 
columns informed, as you wish, and you may have them in your Excel sheet in the 
order you wish. ODSAS will reorder the columns automatically. If an object already 
has meta-data attached, the uploaded file will replace the existing meta-data. 
However, it will only replace the meta-data you actually select to be uploaded. See 
below. 
 
Note: You are allowed to have several columns with the same content type, for 
example a column for title and a column for description. However, during the import 
process, ODSAS will combine these columns into one. 
 
Note: do NOT enter a line with your column titles. If you do so while you enter data, 
don’t forget to delete it before importing to ODSAS. 
 
Note: You do not have to have a line for each object of your set. You may choose to 
import information only for some of your objects. However, if you do so, delete those 
lines that have no information other than the ODSAS id and the filename. Your file 
must only present does ODSAS ids or filenames for which you actually want to 
import meta-data. 
 
When you are ready, please save the file (very important !) as a text only and tab-
separated file. Do not enclose columns with quotes “ or any other form of 
delimitations. Only tabulator. Save it as   my_file.txt   or similar (extension must be 
txt). 
 
To import the file, proceed as follows: 
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1) Go to Collection Management, then list your sets and scroll to the set for 

which you want to import meta-data 

2) Click on the  icon, scroll down, read instructions, click on Choose F i le  and 
select the tab-separated file you just created. The click on Upload f i le . 

3) Something similar to the image below will appear. It will show the first few 
lines of your file and a header-line in which you can select what the column is 
about. If you have many columns, you may need to scroll to the right. 
 

 
 

4) On top of each column, select for those columns you want to import the 
appropriate head-field. Do not forget to select ODSAS id for the first column! 
As you can see from the example, I have chosen 2 columns to be Title/Words. 
They will be combined by ODSAS during the import process. And I have 
chosen not to import column 4. I have done so by not assigning any column 
title (if you want to do that later, you can always come back and follow the 
same procedure). 

5) Once you are happy with the way you have assigned a title to each column, 
click the small import  button just above the table. ODSAS will process your file 
and if everything goes right tell you how many lines/objects have been 
inserted. 
Go back to https://www.odsas.net/object/1 or https://www.odsas.net/object/2 
etc. to check that everything has been imported. 

 
 

7.10 Import Annotations 

The basic process for importing annotations to objects of a set is the same as the 
one described in 7.9 Import Meta data above. Please read this section before you go 
ahead. 
 
The main differences are: 
- you can import several annotations for one and the same object/file 
- each annotations is on a separate Excel sheet line 
- you may therefore duplicate ODSAS id numbers or filenames on several lines 
 
Please prepare your file as a spreadsheet (see above if you want to download an 
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Excel file with all the ODSAS ids of the set). Each line can have the following 
information: 
 
- ODSAS id and/or filename 
- A title for the annotation (not compulsory, but recommended) 
- The text of the annotation (compulsory) 
- The author of the annotation (not compulsory) 
- Access rights to the annotation. The values are 1 or 0. If you enter 1, then the 

annotation will be publically visible. If you choose 0, then it will be private. Note 
that if you do not enter this column, the default will be O (private). 

- A date such as yyyy or yyyy-mm or yyyy-mm-dd (not compulsory) 
 

To import your annotation file, proceed as follows: 
 

1) Go to Collection Management, then list your sets and scroll to the set for 
which you want to import meta-data 

2) Click on the red  icon, scroll down, read instructions click on Choose F i le  
and select the tab-separated file you just created. The click on Upload f i le . 

3) Something similar to the image below will appear. It will show the first few 
lines of your file and a header-line in which you can select what the column is 
about. If you have many columns, you may need to scroll to the right. 
 

 
 

4) On top of each column, select for those columns you want to import the 
appropriate head-field. If you want to import several annotations for one and 
the same object, simply duplicate a line before you import the file and adapt 
the information. Note that a new import will NOT replace existing annotations 
but add new annotations to the object, so import the file only once. You may 
have as many annotations as you wish for an object. 

5) Once you are happy with the way you have assigned a title to each column, 
click the small import  button just above the table. ODSAS will process your file 
and if everything goes right tell you how many annotations have been 
inserted. 
Go back to https://www.odsas.net/object/1 or https://www.odsas.net/object/2 
etc. to check that everything has been imported. 
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7.11 Add files to a set 

Allows you to add individual files to an existing set. I recommend using this function 
only if you want to add a few image files. If you have several files, use the bulk 
upload function. More information is in section 5.3. 
Also note that if you upload yourself files, there is no warranty on the quality of the 
file and the backup of the original high-resolution file. I recommend discussing the 
issue with your GCM. 

7.12 Scan folder for new files 

Also see section 5.3.3. 
 
This function is only available to administrators and general collection managers. 
 
You may use this function in 2 cases: 
 

- A user has created a set but has not uploaded any files to it. 
- You want to add several files to an existing set. 

 
In both cases, what this function does is check the directory of the particular set for 
JPEG or PNG files, and check if these files are already marked in the database.  
 

• If there are more files in the directory than in the database, then it will suggest 
reading these into the database. 

• If there are fewer files in the directory than in the database, then it will try to 
point to the problems (obviously some files must have disappeared; also see 
the error log function in section 3.6). 

 
To add files to a set, proceed as follows: 
 

- determine the directory in which you want to add the files. To know this, you 
need to note the collection id and the set id. The name of directory will be  

odsas_media/coll_xx/set_yy  

where xx is the collection id and yy the set id. 
 

- Upload with ftp or sftp all new files to this directory. Make sure the files are of 
the jpg or png format and have the appropriate file extension. Also make sure 
the files you upload are not too large. 
 

- Go to the set management interface and click on the Scan fo lder for new f i les  
icon. 
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- Wait for the result and click the link to add the new files to the database. 
 

7.13 Delete a collection 

This function is only available to administrators and general collection managers. 
 

PLEASE BE CAREFULL WITH THIS FUNCTION!! 
THE CONSEQUENCES ARE IRREVERSIBLE. 
 
Clicking the rubbish bin will allow you to delete a collection. 
Note that you can only delete a collection of you have beforehand done of the 
following: 
 
- deleted all sets that are in the collection (see 7.14); 
- migrated a set from one collection to another collection (see 7.15). 
 
Steps to completely delete a collection: 
 
! Go to “Manage Col lect ions ” 

! Click the rubbish bin  of the collection you want to delete. 

! Read carefully, and if you are absolutely sure you want to delete, then click yes  
delete . 

! Once deletion is finished, click on cont inue . 

 

7.14 Delete a set 

This function is only available to administrators and general collection managers. 
 

PLEASE BE CAREFULL WITH THIS FUNCTION!! 
THE CONSEQUENCES ARE IRREVERSIBLE. 
 
Clicking the rubbish bin will allow you to delete a set and all the information attached 
to it, including entries in the database that identify the set’s objects. 
 
Note that the physical files, if there are any, are not deleted. You will still find them in the set’s original 
folder. However, if a new set is created and the database attributes to this set the id of the set you 
have deleted, then new files will be added to the original set’s directory. 
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To permanently delete individual objects as well as their original files, see section 8.9. 
 
 
 
Steps to completely delete a set: 
 
! Go to “Manage Col lect ions ” 

! Click the Sets icon  of the collection in which is the set you want to delete. 

! Click the rubbish bin  of the set you want to delete. 

! Read carefully, and if you are absolutely sure you want to delete, then click yes  
delete . 

! Once deletion is finished, click on cont inue . 

 
 
For information, the following data is deleted: 
 

• annotations 
• fulltext 
• image incrustations 
• graphical annotations 
• oai database 
• objects/files 
• objects/Files metadata 
• user additions 
• PDF files 
• physical processes 
• set meta data 
• author relationships 
• geographical coordinates 
• country rel 
• language rel 
• links 
• object type rel 
• people rel 
• visit statistics 
• transcriptions 
• user image settings 
• user parcours 
• user rights 
• user statistics 
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7.15 Migrate a set from one collection to another collection 

This function is only available to administrators and general collection managers. 
 

You can migrate one set from a collection to a new collection. You may want to do 
this if you want to reorganize your sets and collections, for example. To do so, follow 
the following steps. 
 
! Go to “Manage Col lect ions ” 

! Click the Sets icon  of the collection in which is the set you want to migrate. 

! Click the migrat ion  icon of the set you want to migrate. 

! In the drop-down list, choose the collection to which you want to migrate the 
set. 

! If you are absolutely sure you want to migrate, then click the migrate now  
button. 

! Once migration is finished, click on cont inue . 

 
Please read all messages, in particular the red ones. They will provide you with 
important information. In particular, note the following: 
 

- If, for historical reasons (this should not be the case in new ODSAS 
installations from version 3 onwards) the set you migrated is in an 
unconventionally named collection directory, for example 
dousset_vanuatu/my_set_1, then the original files will not be moved to a 
new location. They will remain in their original location! This is very important. 
Thus, make sure you never delete directories, even if you think the 
collection does not exist anymore. 

- If, on the other hand, you are on a new version 3 installation, with conventional 
naming of directories (such as coll_23/set_56), then the original files will me 
moved to their new collection directory and automatically deleted from their 
original location. 
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8 Managing objects 

Remember that an object is part of a set, and that a set is part of a collection.  
 
We have seen how you manage entire collections and sets. In this chapter we will se 
how you manage and take benefit of individual objects within sets and collections.  
 
Objects are individual files, images, texts, movies etc. They are the cores of the 
ODSAS platform. For example, for indexing and interoperability issues, the 
information on the object takes precedence over the information provided for a set; 
and the information provided for a set takes precedence over the information 
provided for a collection.  
 
On the other hand, information provided to a set is inherited to the object if the object 
lacks the kind of information. 
 
 
 

 
 
 
 
 
Objects are very important because they are the level where the researcher will 
actually work with the data. It is thus crucial to understand the possibilities ODSAS 
offers, and make the most efficient usage of the platform. Hopefully it will improve 
your experience as a researcher. 
 
This part of the handbook will explain the various tools the platform offers for 
managing your objects and their metadata. They have been thought to increase the 
research quality and production. 
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8.1 The object browse and management screen 

To edit metadata of objects and operate other available functions, you need to 
browse to the particular set and object. Indeed, unlike collection and set 
management, the object management interface is integrated in the public viewing 
interface of the object itself. To see and use these functions, you need to be logged 
in. 
 
Start with logging in, then go to the set in which you want to work the objects. To 
browse quickly to the particular set you want to work on, there are several 
possibilities: 
 
 

- On the homepage, find your name under the Authors  section and click 
it. Then choose the set on which you want to work and click the Access  
set  link. 

 
- Under the My Space  Menu, click on Direct Access to Sets  

 
- In the set management interface, click on the eye  (browse  icon). 

 
 
 
Each object’s browse-window has several sections which I will detail below 
(see next page for illustration): 
 
 

- Top-centre:   Actions menu  
- Top-left:   Navigation bar 
- Left:    Toolbar 
- Centre:   Transcription 
- Centre:   The object itself 
- Top-right:   Search and quick jump box 
- Top-right:   Hierarchy box 
- Top-right:   Links to other sets box 
- Centre-right:   Metadata box 
- Bottom-right:   Annotations and discussion box 
- Bottom-right:   Links to other object box 
- Bottom-right:   Exif metadata information of image 
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We will rapidly attend to each of these parts of the screen, but come back to some of 
their particularities in further sections of the handbook. 
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Action menu: This menu is only visible if you are logged in and if you browse an 
object on which you have rights. It contains the following object-specific functions:  
 

- add a text annotation to the object,  
- add a graphical annotation to the object,  
- add a transcription of the object,  
- link the object to other objects 

 
and it contains also set-specific functions: 
 

- create a PDF file of the entire set 
- download the PDF of the set if already available 
- download an RTF file containing all transcribed pages of the set (the 

RTF file of the specific object only can be downloaded from the 
Metadatabox). 

 
Navigation bar: The navigation bar functions like a visual index of the objects of a 
set. These objects are presented in a group of 7. Click the arrow on the right to see 
the next 7 objects. Click the arrow on the left to move to the previous 7 objects. Note 
that you can move within this index while remaining on the page of the current object 
itself. The current object, if it is part of the group of 7, is underlined with a triangle. 
Click any object of the index to jump to this object. Click on the thumbnail of the 
current object to reload the page (this may be necessary in some cases to see if 
changes have been properly saved). 
 
Search and quick-jump bar:  
1) The search box  allows you to move quickly through a set or to find a particular 
item. It has a search box in which you can use the % sign as a wild card. For 
example, if you want to search for all objects that somehow talk of “Captain Cook”, 
you may want to enter 
 

Captain%Cook 
 
This will also find sentences such as this one:  “The captain’s name was Cook”. The 
% sign hence stands for any kind and number of character between words.  
 

Cap%n 
 
This search will find “Captain”, but will also find “Cap Horn”. 
 
 
 
2) The Semant ic c loud  is still somewhat experimental. Clicking this link will construct 
a cloud with the words used for all objects of the current set. Clicking words in this 
cloud brings you to a list of objects that are relevant. Note that the semantic cloud is 
built around a double calculation: the occurrence of words and the proximity between 
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words. 
 
3) Timel ine : If you have properly informed the year/period metadata of the sets of the 
collection, then this function will display a time-ordered graph of your collection’s 
content. Click the sets in it to browse them. 
 
4) The Quickjump  button lists all objects with their id-number and filename. The 
current object is preceded by a >>  sign. Simply select an object of the list to jump to 
this object. 
 
5) Table of contents  allow you to see a list of all objects of the set. 
 
6) Sets  list the other sets of the same collection for quick navigation between sets. 
 
Toolbar: Each object has a toolbar. Tools that are available in this bar depend again 
on the current user’s rights. Basically, you may manipulate the object itself in 
graphical ways without changing the original file. If you are a registered user, you 
may save these settings. We will come to these features later. 
 
Transcription: If you have transcribed the object, you may view or hide the 
transcription here clicking the see/hide Transcr ipt ion  link. 
 
The Object: The object itself is displayed only if you have access rights. The object 
loads, depending on these rights, twice: once in low resolution and once in medium 
resolution. The image printed on screen is in low resolution. However, if you wait for 
the medium resolution image to have loaded, then: 
 
• moving over the image  with the mouse will display a magnifying glass over the 

medium sized image (see example in image below). Note: this is not working like 
the “usual” magnifying glasses available on certain websites or as browser plug-
ins, since it does actually fetch the higher resolution bits of the image and not 
simply magnify the low-resolution image. Of course, the quality of the zoom will 
depend on the quality, resolution and size of the original image. 
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• c l ick ing the image  will enlarge this image and replace it with the medium 

resolution image to fill the screen. Clicking this large image again will reduce the 
size of the image back to low resolution and will place the object back into its 
place. 

 
Hierarchy: This box recalls in which collection and set the object is situated and 
allows moving to the set’s table of contents and the collection’s full list of sets. 
 
Links to other sets: If there is a link between this set and another set (see section 
7.5), this link will appear in this box, and allow you to quickly jump to the linked sets. 
 
Meta-box: This is where the basic information about the object is stored and can be 
edited. We will come back to this important box later. 
 
Annotations and discussion box: If people add text or graphical annotations (see 
Action menu), then the details will appear here. Users with appropriate rights can 
respond to a particular annotation and engage in a discussion, a bit like a mini-forum. 
 
Links to other objects box: Other objects that are linked to the current object are 
displayed here (see Action menu). 
 
Exif metadata box: This is data fetched from the original image. EXIF 
(Exchangeable Image File Format) is information stored in the image when the 
photograph was taken or the document digitized. It does store information about the 
conditions and the machine that took the scan.  
 

8.2 The meta-box 

The meta-box contains simultaneously the information describing the object, as well 
as the tools to make these descriptions. To access certain tools, you need specific 
rights. The meta-box does change according to the type of the current object (image, 
sound, movie).  
 
Metadata is very important. It allows identifying the object and finding it later on. You 
should spend time thinking about the data you enter in this box. There are some tools 
that will help you to enter data globally: the global  tick box and the Edit by Groups  
function. 
 
Generally:  

- Click the penci l  to edit the metadata of a particular line. 

- Click the save  icon the save the metadata. 

- If you tick the global  box while editing, then the information you enter 
will be expanded to all objects of the current set. Be careful when using 
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the global  box. You only tick this box if you are sure that all objects of 
the set are, for example, from the same author, or the same year etc. 
This will avoid you having to enter identical data in all objects. However, 
if only some objects have identical metadata, use the Edit Meta-Tags by  
Groups of Objects  link at the bottom of the meta-box. 

 
 

 
 
 
Example of a meta-box in which the line “Author” is being edited 
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8.2.1 Meta-descriptors of images (or text images) 

 
We will look at these meta-descriptors line per line. 
 
Object ID: The unique identification number of the object. You can’t modify this 

id, and no one should ever try to modify it. 
 

Permanent 
URI: 

This is the URL where you object is and will always be available, 
even if the software (ODSAS) changes. 
 

Title:  The content or subject of the object. This field is particularly 
important, since it will help to find the object later on. You are free 
to enter one or several sentences, keywords, names, etc. Whatever 
you think is relevant to understand and identify the object. The size 
of the text is unlimited and can have several line. You can copy-
paste your text from another application into this field. NOTE: 
metadata, including the title, are always visible by the public, even if 
the object itself is not. So you should be careful about the 
information you enter there. If you need to enter confidential 
information, rather use the text annotation tool and make your 
annotation private (see 8.4). 
 

Keywords You may enter keywords for a particular object. Please do not enter 
geographical places, dates or authors, since this is supposed to go 
into the other meta-fields. Keywords are words or very short 
phrases that allow to better characterize and later find your objects.  
 

Author(s) The author of the particular object. If the author of all objects of this 
set is the same, I recommend entering it once and ticking the global  
box. The text is limited to 200 characters. The author would for 
example be the person who took the photographs, who write the 
notes, who shot the movie, or who recorded the sound. 
 

Year / period The year or period for which the object is relevant. The format is 
yyyy or yyyy/mm or yyyy/mm/dd. Make sure the first 4 characters 
are always numbers. The field is limited to 200 characters. Here are 
a few examples: 
 
2009 - 2010 
2009 and after 
2010 and before 
2009/02/15 – 2010 sometime in march 
 

Relation You can enter free text. This field corresponds to the Dublin Core 
field “Relation”. You can enter any information that is relevant in the 
way to contextualize the object, in particular with its origins. Ideally, 
however, you enter here a text or a description that indicates where 
the original physical document is located.  

Location Contains any particular geographic information that expands the 
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information of the set, such as place names, region, country etc. 
You are free on how you want to enter this data, but I recommend 
going from the larger to the smaller. For example, you could enter 
something like: 
 
Vanuatu, Malekula Island, Lamap village 
 

Coordinates You can personalize the coordinates for the particular object. If you 
don’t, then the coordinates of the set will be taken instead. If you 
want to change the coordinates for all objects of the set, then you 
should do that in the set management interface (see section 7.3). If 
you edit this field, an updated Google map will only appear if you 
reload the page. To do so, click the current object thumbnail in the 
navigation bar. 
 

Copyright Enter any text you believe should accompany the object. This is in 
many cases a field in which you would tick the global box, since 
most of the time you will apply similar copyright notions to all objects 
of a set. An example could be: 
 
Copyright by Laurent Dousset 2014. Use of information 
and image allowed for personal and scientific 
purposes. Please contact the author/owner if you do 
so. 
 

Rank This is the place where the object sits in the order of the set. For 
example, if the set has 230 objects and you are watching the first 
object, then the rank is 1/230. Usually the rank is determined by the 
digitization or upload-sequence of the file.  
You can change the rank by reordering the objects of your set (see 
section 7.4). 
 

File This is the original filename of the object. If you have given 
appropriate rights to see medium resolution images, then you can 
click this filename to see it in its full resolution in a new window. 
Right-click the image and choose “save as image” (or similar, 
depending on your browser) to download the image as an image 
file. 
 

Transcription Transcriptions are usually relevant only for images that present text. 
It can be useful to search objects or to create the semantic cloud 
(see above). You will be able to download the transcription as an 
RTF file. More information on the transcription function follows 
below. 
 

Sequence 
type and 
Sequence 

This is the only field where you can edit the name of the field as well 
as its content. You may leave the sequence as is, if you wish. 
 
Sequence type is the first editable field. This can be something like 
(a few examples): 
Page: if the object is a numbered page 
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Folio: for a numbered archive 
Serial number: for a photograph, for example 
 
In most cases you could check the global  box, since there are 
chances that all objects of the set have the same sequence type. 
 
In the second field you would enter the actual sequence, that is the 
number that goes with the sequence type. Here is an example of 
what could go into these fields. 
 

 
 
In the sequence type field I have entered “Notebook page” and have 
checked the global tick box since this set is the digital version of one 
of my notebooks. In the sequence itself I have entered the number 
4, since the particular page I was on when looking at the object was 
paged 4. Note that the edit pencil is on the right of each field. 
 

External links You may add external links that are relevant for the object. These 
may for example by records held by archival institutions, illustrations 
hosted on other databases etc. If you do not enter any particular link 
for an object, but you have entered a generic external link for the 
entire set, then this link will be displayed here. 
 

Quote this 
document 

Depending on the information you enter in your set management 
interface and in this metadata box, the way to quote the current 
document will change. 

 
 
 

8.2.2 Edit meta-descriptors by groups 

 
At the bottom of the meta-box you will see the following link: Edit Meta-Tags by  
Groups of Objects . 
 
If you are the owner of the set, or if you have been given rights to edit meta-
descriptors for objects, this additional link will appear at the bottom of the meta-
descriptor box. This function is useful if you want to add identical descriptors to 
several objects, but not to all, at the same time. If you click this link, a new page will 
appear with all the objects of the set displayed as thumbnails, including a form in 
which you can enter data and a save button at the bottom. 
 
Use this function carefully. It is powerful and allows you to gain a lot of time, but it is 
also dangerous. 
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The function allows you to edit globally specific metadata for particular objects. For 
example, if several objects of your set should have the same title, or author, you can 
use this function. 
 
 
There are three steps: 
 
 

 
 

 
1) Enter the meta information into the fields provided. Note that if you leave a field 
empty, it will not affect any object description. So only enter data in the fields that are 
relevant for the objects you are going to tick below. 
 
2) Check all objects for which the information you entered in the field (Step 1) is 
relevant. Note that if there already is information for a particular object, this 
information will be completely replaced by the new information you provided in Step 
1. 
 
3) Go to the bottom of the page and click the Save  button. 
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The modifications will be undertaken, and you will be returned to the same page, 
including a notice on top indicating what has been changed and where. You may 
then make other changes until you are satisfied all objects of the set are conveniently 
described. 
 
 
 

8.3 Layers for movies and sounds 

The significant difference between the “normal” objects meta-box and the movies and 
sounds meta-box is the additional field called Annotation layer(s), which is somewhat 
similar to the transcription function. If you are viewing an object that is a sound or a 
movie, the Act ions  menu has an additional function: Add a new movie/sound layer . 
 
A layer is a set of text data that is tied to the movie’s or the sound’s time code. For 
example, a layer can be a word by word or sentence by sentence or scene by scene 
translation, transcription, explanation, comment etc. etc. You are allowed to create as 
many layers as you wish. You are even allowed to create several layers of the same 
type. 
 
The types of layers to choose from are 
 

1. transcription of the spoken words 
2. translation of the spoken words 
3. general notes  
4. personal notes  

 
Layers are helpful for: 
 
o When you watch a movie with a particular layer, the text that goes with a 

particular part of the movie is automatically retrieved at the right time and shown 
on screen. This works like subtitles, transcriptions, translations etc. that are 
shown at the right time in the right space. 

 
o When you search for a term that exists in a layer text (also called a movie or 

sound annotation), you can move to the exact movie or sound sequence where 
this text is relevant. 

 
o When you browse through all text annotations in a layer, you can jump through 

the movie or sound from text-location to text-location. 
 
o The text entered as a layer will show up in search results. 
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The steps to create a layer and annotate a movie or sound recording are the 
following: 
 
1) create the layer 
2) navigate to the annotation layer 
3) watch the movie or listen to the recording and stop it whenever you want to add an 
annotation 
 

8.3.1 Create an annotation layer 

 
 
Step 1: To create a movie or sound layer, you need to navigate to the movie or 
sound and own the specific rights that allow you to transcribe.  
 
 
In the Actions menu click on Add a  
new sound/movie layer .  
 
 Enter a name for you layer and 
choose a “layer type”. These types are 
for your convenience only and have no 
repercussion on the way the 
information is stored. The following 
predefined types are proposed: 
transcription, translation, general notes 
and personal notes. Click the save  button. 
 
 
 
Step 2: After you created the layer, you will be given the opportunity to work on the 
layer. Click this link, and the usual object page will change to the following screen, 
with the following sections: 
 
 

- List of available annotation layers for the file.  
Click these layers to change the layer you want to work with. 

 
- Box with information on the layer you are currently working on. 

It will also contain the possibility to retrieve all annotations for this layer. 
 
 

- Thumbnail index of the movies/sounds in the set, with current movie or 
sound marked. 
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- The movie/sound itself and below a black box where your annotations 
will display when you watch the movie or listen to the sound recording. 

 
 

- The area to enter new annotations to the movie or sound layer. 
 

 
 
 
 
Step 3: Start annotating the movie or sound (see next section).  
 
 

8.3.2 Annotating a movie/sound (and deleting a layer) 

Once you have created a layer to a sound or movie file, you need to move to the 
annotation-working interface. You can do this in 2 ways: 
 

- browse to the object. Under the object you will see a list of available 
layers. Click the one you want to work on; 

- browse to the object. In the Annotat ions  box on the bottom-right hand 
side of the screen, you will see the same list of annotations with more 
details, and also a red cross  to completely delete a layer and all 
annotations. Note that when you confirm deletion of a layer, the page 
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will not immediately reflect this change, even though the layer has been 
permanently deleted. To check this, you can simply reload the page by 
clicking in the thumbnails bar again the object you are already 
watching. 

 
Once you have clicked the name of the layer in which you want to annotate, the 
screen again changes to the one displayed in section 8.2.1). You can now start 
annotating, but note the following important point: 
 
Even if your browser displays “play”, “stop” and “pause” buttons just below or 
in your movie our sound file, NEVER USE THESE, but always use the provided 
blue start and stop buttons. This is important, since it is the blue start and stop button 
that calculate the time code in which you will annotate. 
 
To annotate, proceed as follows: 
 

1) Click the start  button. 

2) Click the stop  button at the moment where you want to start annotating 
something. 

3) Write the annotation in the text f ie ld  

4) Click the save  button (you will receive a confirmation) 

5) Restart the procedure at point one for the next annotation and so on. 
 
 
Once finished, you can check the result. 
 

• Click the Reload the l ist  link. 

• Click the blue play  button 

• Watch how the annotations will display at the right time in the black box below 
the movie/sound. 

 
 
 
In the current layer information box, you will now also see a link called See a l l  
annotat ions for th is layer . If you click this link, all annotations of the movie/sound will 
be listed.  
 
 

• Clicking the red cross  will 
delete an annotation 

 
• Clicking the number  next to 

the annotation will move the 
movie/sound to this 
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particular time. The number is the rounded time code as 1000 x milliseconds. 

 
 
 

8.4 Text annotations 

An annotation is a text of any type that has as reference to the current object. It can 
be a description that goes into more details than the basic meta tags described 
before, it can be a personal memo for yourself in your research, or it can be a 
discussion between you and a colleague about the interpretation of the object.  
 

8.4.1 Add a new text annotation 

 
To enter a new text annotation, click Add a text annotat ion  in the Act ions  menu.  
 
 
The first line indicates the author of the 
annotation. You only need to fill this in if you 
are not the author. There may be cases 
where you want to enter the comment 
someone else than yourself made on the 
object.  
 
The second line is the title. Make it short but 
descriptive, so that you can later easily 
understand what your annotation is about. 
The third field takes the annotation itself. 
 
Note: By default, the option Access open  is selected. This means that everyone that 
visits the website can see your annotation, even if the visitor has no rights to see the 
object itself. If you click the option Access restr icted , then only you, and not even 
other registered users can see the annotation. 
 
Don’t forget to click Save  to make sure your annotation is recorded. 

8.4.2 Viewing, editing, deleting and answering a text 
annotation 

Once you have entered an annotation (see 8.4.1), the main screen of the object will 
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change to display your annotation in the Annotat ion  box. 
 

• Click edit  to change your annotation 

• Click delete  to delete your annotation (note that if someone has replied to your 
annotation, then you cannot delete yours as long as this person has not 
deleted his or her reply first). 

• You can reply to this annotation and engage a discussion with the author 
clicking the answer  link. 

 
 
The screen extract on the 
right shows a fake example 
of the kind of discussions 
that could take place. I 
have left a short 
annotation, then John 
Quickdarrel as answered 
telling me I was wrong. I 
have then published an 
erratum. 
 
 
 
 
 
 
 

8.5 Graphical 
annotations 

Also see chapter Schemas at page 72. 
 
With the graphical annotation tool, you can mark particular rectangular extracts or 
regions of your objects with text. You may later list all extracts of images or search 
particular extracts according to text you typed in the graphical annotation.  
 
This tool is useful if you want to: 
 
! be able to characterize particular 

parts of an image rather than the 
entire image  

! be able to find extracts of images of 
a set that correspond to a particular 
search type 

 
To add a graphical annotation: 
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1) Click Add a graphic annotat ion  in the Act ions  menu. 

2) The page will reload with the graphics tools. Move with your mouse over the 
image. 

3) Click and drag a rectangle of the area you want to annotate 
4) Enter the text in the field that describes the object (your annotation) 
5) Click the save  button 

6) Restart with other areas of the image if you want to add more annotations. 
 
To edit or delete a graphical annotation, move over the annotation and click the 
penci l  to edit, or the cross  to delete. 
 
When you have finished annotating graphically the image, click the Leave the  
annotat ion interface  link below the image. 
 
The object page will reload with a new section in your Annotation box (bottom-
right). 
 

 
 

• To add more or delete or edit the annotations, click the Edit graphic  
annotat ions  link. 

• To see all graphical annotations of the set, click Al l graphic annotat ions of set . 
This will display all image extracts you have created. 
 

Below these links are displayed your annotations. Note that the coordinates of the 
rectangles you have marked are in percentage, meaning that the numbers are 
applicable whatever the size and the resolution of the image, even if for some reason 
the resolution or size are decreased or increased. The annotations are therefore 
software independent. 
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Below is a screen extract of the list of all annotations of a set. 
 

 
 
 
The ODSAS software creates a table of contents of all image extracts 
you have annotated graphically. This can be useful for comparative 
research, for example on masks... Or you could also use it to name 
peoples’ faces. 
 
 
 

8.6 Links to other documents 

This is a tool to link different objects of the same set, of the same collection or even 
of different collections to one another. For example, you may want to link a page of 
your notebook with a particular photograph.  
 
A link is qualified: it must have a text, or at least a title that explains what the link is 
about or why you have created this link. You may link as many objects to one 
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another as you wish. 
 
 
 
 
To create a link from the current object to another object:  
 

1) Click Link to other documents  in the Act ions  menu. 

2) A list of collections will appear. Select the collection by clicking the Expand  
button. 

3) A list of the sets of the collection you have selected will appear. Select the set 
by clicking its Expand  button. 

4) The list of objects in the set will appear. Moving over the thumbnails will 
enlarge them for better selection. 

5) Check all documents you want to link to the current object (note that you can 
expand  and retract  and select all collections and sets and check  as many 
objects from different sets or collections you want). 

6) Move to the bottom of the page and click the save  button. 

 
 

 
 
 
 
After saving, your object page will reload with all the linked objects. However, 
you now need to qualify the links. 
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8) In the object page, check at the bottom-right the Links  box. 

• Click the penci l  next to a link, enter the name and a description if necessary 

• Click the save  icon. 

 
To delete a link, simply click the red cross . 
 
To move from one linked object to another, click the object ID  of each linked object in 
the Links section. 
 

8.7 The image toolbar 

Each object is accompanied by a toolbar that proposes a certain number of functions 
to graphically manipulate the object. These functions are self-explanatory and there 
is no need to go into great details. Simply note that the functions are cumulative: if 
you rotate and then turn the image to black and white, both will apply. 
 
A few general notes: 
 
- The manipulations you 

undertake on the image 
are not physically 
inscribed in the image 
file itself. There is no 
danger, and you can 
always revert  to the 
original file. 

- The save sett ings for  
th is image  function: if 
you are a registered 
user, you may click the 
save button. If you do 
this, you will always see 
this object according to 
the current 
manipulations. For 
example, if an image 
was scanned 
horizontally rather than 
vertically, you may 
rotate  the image, then 
click the save  button, so 
that you will always see 
it the right way. 

- The save sett ings for a l l  
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images of set  function: does the same as the save function but for ALL objects of 
the set. For example, if all objects of the set are too dark, you may click l ighter  
first, and then save a l l  so that all images of the current set are displayed lighter. 

- The save sett ings for a l l  users  function: does the same as the save sett ings for  
image  function but makes the image visible de way you modified it for all users, 
whether they are registered or not. The original image is not modified physically, 
but all users will see the image exactly the way you define it if saved with this 
button. This function is only accessible to the owners of the image. 

- The f lop funct ion  (“inverser” in French) allows you to flip and image that was 
scanned from the wrong side/surface.  

- These modifications are only visible by you. Every user can have his or her own 
settings for every single object. 

- Some functions, such as lighter, zoom etc. are incremental. You can click it 
several times to get higher values. 

 
 

8.8 Transcribing documents 

A transcription is understood as the literal rewriting of the content of an image into a 
text form. Transcriptions are very useful for your own work since you may then be 
able to: 
 

! Search objects on their content 
 

! Export all your transcriptions as an RTF file and reuse it in other contexts 
 
 
To transcribe a document: 
 

1) Browse to the object you want to transcribe 
2) In the Act ions  menu, click Add transcr ipt ion ; or in the meta-box, click the penci l  

next to Transcription. 
 
 
This will open a new window that should (depending on your browser) enlarge to 
maximum size. The image itself will load in a size calculated for maximum comfort for 
transcription. 
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The screen is divided in two parts: 
 
- LEFT:  

# The text field where you type the transcriptions, including some 
formatting tools. 

# The save  button to temporarily save your transcription but continue 
working.  

# The save and quit  button to save and go back to your object’s main 
page. 

# The save and next  button to save and go to the next object. 

# A link that allows you to try to automatically OCR the page  (select the 
language of the document first). Note that this will only work more or 
less well with printed material. The result highly depends on the quality 
of the original. 

 
- RIGHT: 

# The image that is to be transcribed. 
# If you move your mouse over the image, you will get a zoom to enlarge 

difficult areas (see image above). 
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8.9 Delete an individual object 

If you are: 
 

- the collection owner 
- a GCM (General Collection Manager) 
- an admin 

 
you are allowed to delete individual objects. Please take care and make sure you 
know what you do. This action is irreversible! 
 
The action will in particular delete: 
 

- the original file 
- the database entry of the object 
- all related information such as annotations, meta-data, user definitions, 

graphical annotations, links to other objects etc. 
 
To delete an object: 
! Log in 
! Browse to the object you want to delete. 
! Click delete  in the location line just below the menu. 

! Confirm your intention to delete, read the result and then click cont inue  
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9 Schemas for graphical annotations 

ODSAS allows the user to create customized schemas. A schema is a database-like 
definition of the structure of a document. This definition can applied to several objects 
in order to find and identify similar features. ODSAS schemas are TEI-like structures. 
TEI, the Text Encoding Initiative, has the objective to create a standard for the 
encoding of text. It uses an XML structure. ODSAS schemas are similar, but they 
also know two important distinctions: 
 

1) They are completely user-defined, and every user can define several schemas 
for one and the same document series if they wish. 

2) They are intended to enrich image annotation and structure images (be they 
images of text or photographs). 

 
A schema can for example be (but there is not limit in what you can define/imagine) 
 

- a list of keywords or features that I want to use and find through out my 
collections, for example all statues of temples, all animals pictured etc. 

- the structure of documents such as emplacement of footnotes, page 
numbering, titles etc. 

 
What is the advantage of having schemas associated to objects? 
 

- The possibility to structure images, or to structure text-images before or instead 
of transcribing them. 

- The possibility to search and display across many collections and sets 
parts/extracts of images that contain the same field of a schema 

- The possibility to extract only those parts of images that have schema-fields 
associated to them. 
 

Why are schemas useful? 
 

- tools in ODSAS allow for listing, searching and extracting image parts 
you have defined through schemas. For example, if you define a 
schema with types of statues, and then annotate the images with the 
schema, you will be able to extract a list of all statues; 

- tools in ODSAS allow for easy transcription or annotation of extracts of 
images you have defined, and allow you thus to only transcribe what is 
really necessary for your research for example. 

 
 
 
A few preliminary notes and definitions: 
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- Every user can create their own schemas 
- Every schema can be associated to a set or to several sets of objects or to 

entire collections 
- Every set can have several schemas attached to 
- A schema is tied to a particular user 
- A schema can have as many fields as necessary 
- You can create new fields of a schema on the run, even if you have already 

started using it in annotations. However, you can only delete fields of schemas 
that have not been used. 

 
 
General procedure to annotate objects with a schema (see below for more 
details) 
 

1) Create a schema 
2) Create fields in the schema 
3) Associate the schema to collections and sets 
4) Navigate to the objects and annotate the images using the schema 

 

9.1  Create a schema 

Log into your ODSAS account. In the menu My Space , click on Manage my Schemas . 
There you can either list your schema, list the schema of others if you would like to 
check the structure other users have created, and create a new schema. 
 
Click on Create a new Schema  and enter a name. As an example, we will create a 
schema to mark certain elements of a scanned page, but you can imagine all kinds of 
schemas, for example a schema that indicates elements of material culture, 
geographic places, people or animas etc. 
 
In our example, we create the schema named Photographic elements, then we click 
save . 
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9.2 Create fields in a schema 

 
We now have to define fields (the elements of the structure of the schema) for our 
new schema. We start entering names of the fields in the Add new f ie ld  form, select 
the type of data that is linked to it (if you are not sure yet, leave string), and then click 
the save  button. The example below shows a few such created fields. 
 
 

 
 
 
Note that you can change the name and the type of a field at any time, simply edit 
and click the save  button next to it. Also, as long as a field is not used in an object, 
you can delete it. You may also add more fields to a schema even if you have started 
using it to annotate objects. 
 
As you can see from the above example, we have here simply defined a list of 
features that could be present in a photograph. But imagine all kinds of fields. You 
are here completely free. 
 
As you can see, some of the fields I am able to delete (click the delete button), others 
not. You cannot delete those fields that have already been used. If you want to delete 
these, you need to delete the graphic annotations first (see below). 
 
If needed, we can now have a look at our schema under XSD/XML format. The XSD 
format-file is automatically created when you click the Show XSD  link. 
  
If you click on the eye  left to the field name, it will print a page with all image extracts 
reflecting this field (only once you have actually annotated the images, of course, see 
below). The image below shows the result after having clicked the eye  icon next to 
the field. The system has retrieved all extracts of images where I have defined this to 
be a member of the Pigs field. As an illustration, the image after the extraction list 
displays the full image of the first extract. 
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The full image of extraction 1 above: 
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9.3 Associate a schema to collections and sets 

To make our new schema available for annotation, we have to tell the system in 
which sets we want to use the schema for annotation. Under My schemas , click the 
small pen to edit the schema, then click on Link schema to sets . Note that you can 
link and unlink schemas from sets at any time (it is good to link schemas to other 
sets, it is probably a bad idea to unlink schemas). 
 
The system will display all the collections and sets towards which you have owner 
rights. 
 
- Click a collection 

name to expand the 
list of sets; click again 
to retract the list. 

- Click on Select all 
sets of a collection to 
do just that, or on 
Unselect all to do the 
opposite. 

One you have selected all 
sets in which you want to 
use the schema, click the 
save  button on top of the 
list. 
 
 
Once you have done this, your schema will be available for graphic annotation in 
your sets and objects. 
 

9.4 Annotate objects using a schema 

To annotate objects of a set using your new schema, navigate to the set in which you 
would like to structure images. Below is an example of an image file with text in 
which we use the schema we have defined. 
 
1) Navigate to the object you want to annotate, then click Add a graphic annotat ion  
under the menu Act ions . The page will change with your object on the left, and your 
schema and fields on the right: 
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2) To graphically annotate your document using a schema, do this: 
 
- Click the grey check icon   next to the field you want to use. The icon will 

change to  . 
- Now move over the image and drag a rectangle around the part of the image that 

reflects the field you just choose (for example the pig). A text box will open. If you 
would like to, you could transcribe a text into the box or write any other comment 
useful to you. You can also not write anything and simply save as is, writing 
something later or, if you believe the field definition is enough (for example Pig), 
then simply leave it empty. Then click the save  button.  

- You will then see that the icon in your field list has changed to a green check icon 
, meaning that you have used this field in your document. But note that you 

can reuse the same field on the same document if you wish, for example if there 
are several Pigs you want to distinguish. 

- Then do the same with other fields, if applicable. Or leave as such. Note that you 
do not have to use every field for an object, and that you can use one field 
several times. 

- You will see that little squares will remain on your image, showing you where 
your annotations are. 

- You may then move to another object and continue annotating that way. 
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9.5 Using the schema feature to display your objects 

So far, there are two ways to make profit of schemas. Others will be programmed 
with respect to users needs and wishes. 
 
1) The possibility to display all extracts of images that reflect a particular field. For 
example, we could display all extract of objects that reflect a field called subtitle in a 
schema we have defined with name Page elements. To do this, navigate to any 
object and click next to the subtitle field elements on show al l . Or, when you edit your 
schema, you can also click on the eye  next to the field (see above). 
 

 
 
 
As you can see, this function will extract from all objects the field that has been 
marked as being a member of the subtitle field during annotation. Of course, you 
could do this with personal faces, object types, animal species etc. 
 
 
2) The possibility to show 
on one particular page and 
object only those extracts 
that have actually been 
marked with the schema. 
You may then also edit the 
annotation that goes with it 
directly in this screen. To 
do this, click on the Show  
objects as schema extracts  
link.  
- Click the zoom icons to 

enlarge or reduce the 
images. 

- Click the small pen to edit 
the annotation. 
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10 Showrooms 

 
As per version 3, owners of collections can create showrooms. A showroom is a 
place where you display a selection of your objects accompanied by some 
explanatory text. A showroom should be understood like an exhibition of your work or 
collection. 
 
 
 

 
 
Example of my own showroom 
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10.1 Create your showroom 

The first step is to create your showroom template. 
 

1. Click Manage my Showroom  in the My Space  menu. 

2. Fill in the form and click the save  button. 

 
You can always edit these details later. 
 
The next step is to select a few objects you want to include in your showroom. Note 
that objects you select for the showroom will be visible by the public, even if they are 
part of a set that is of restricted access. 
 

1. Navigate to the object you want to add to the showroom 

2. Click the blue star in the toolbar of the object to add it to your showroom 
selection 

 
You can always add later or delete again objects from your showroom. 
 
 
 
Once you have added a few objects, go back to Manage my Showroom  in the My  
Space  menu.  
 
 

• Click on edit object(s)  to add some description to each object (not 
compulsory, but will help visitors to understand). There you can click the penci l  
to enter a description, or click the red cross  to delete an object from your 
showroom. 

 

• Click on proceed to manual order  if you want to change the order in which the 
objects are displayed in the showroom. To order the objects, simply click and 
drag them in the order you want them, then click the save  button. 

 
 
 
Your showroom, once created, will automatically be accessible from the ODSAS 
homepage. 
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11 Create a Special Collection/Subdomain 

[THIS MODULE IS STILL IN THE TESTING. MORE ITEMS / SUBFUNCTIONS WILL 
BE ADDED AS NEEDS ARE EXPRESSED] 
 
It is possible to create a quasi-independent website presenting and discussing one or 
several of your collections. This possibility goes beyond the Showroom (see 10 at 
page 79) functionality, since it allows you to create several personalized pages 
presenting your collections. You could, for example, create Special Collections in the 
context of particular projects. 
 
You can also use this module to describe your work, add your CV, your publication 
list etc. along the presentation of the collections, sets and objects you have archived 
on ODSAS. 
 
These special collection websites are created using a simple home-made CMS 
(Content Management System). Once your collection is created, it can directly 
viewed at the following address: 
 
https://www.odsas.net/subdomains/[your_special_collection_name]  
 
Moreover, once a special collection is stabilized, and if you wish so, it can also be 
turned into an independent and actual subdomain without loosing the functionalities. 
The URL will thus become: 
 
http://[your_special_collection_name].odsas.net 
 
for example (an existing subdomain): 
http://newguinea.odsas.net 
 
 
The module that allows you to create such a website is called “Special Collections” or 
“Subdomains”. Special Collections are presented on the home page in the special 
collections tab. In the below screen shot of the home page of ODSAS, the existing 
special collections are New Guinea Collection and Pierre-Adolphe Lesson. Have a 
close look at both these special collections, since the CMS allows you to build 
something very similar for your own collections. 
 

 
 



ODSAS User Handbook version 3.6 – December 2016 page 82 
 

 
 

11.1 Create a special collection 

Note that you can create, edit and delete a special collection at any time, and that 
special collections will only be visible by yourself until you decide to publish it. 
 
To create a special collection, you need to be the owner of one or several collections 
on ODSAS. 
 

1. Log into ODSAS. Under the menu My Space , click on Specia l  
Col lect ions . 

2. Then click My Subdomains  to view and edit your existing special 
collections. Or click New Subdomain  to create a new special collection 
through the CMS module. 

 
Note: whenever you are editing a subdomain/special collection, you can always click 
My Subdomains  to return to the list, and continue editing the content of your 
subdomain later at any stage. If, during the process, nothing seems to be happening 
or if the system is waiting for any unknown reason to you, simply click this link again 
to continue. 
 

11.1.1 Name your subdomain 

 
3. One you have clicked on New Subdomain, you need to enter a 

shortname and a full presentation name. Be careful at this step and 
note that: 

o The shortname cannot have any spaces or special characters. 
They will be deleted. It should be lowercase and explicit. The 
shortname will be used as the subdomain URL. 

o The subdomain full presentation name is the title of your 
subdomain. This will also be the text used to create the link to 
your subdomain on the ODSAS homepage. 

 
Examples are: 

 

Shortname Full presentation name 

newguinea New Guinea Collection 
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lesson Pierre-Adolphe Lesson 

 
Also note, that if a shortname already exists, the system will ask 
you to suggest a different name. 

 
4. Select a language: English or French. NOTE: this functionality is not yet 

fully used, but it is wise to save this information now already. With the 
time, you will be able to create multilingual subdomains. 

5. Click Create Subdomain . This will create all necessary files for your 
subdomain and prepare the template. 

11.1.2 Choose the collections you wish to present in the 
subdomain 

 
The next page will list all the collections you own. You can only create subdomains 
using your own collections. 
 

6. Click every collection you want do display and discuss in this 
subdomain. 
 

 
 

 
7. Then click on Edit contents of subdomain . Note that you can always 

and at any time later add or delete collections from your subdomain. 
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11.1.3 Edit the contents/structure of your subdomain 

 
Every subdomain has the same structure. You may want to check this subdomain to 
have a general overview: http://lesson.odsas.net  
 

• It has a maximum of 6 menu items, calling each a specific webpage. You do 
not need to have all 6 menus defined. You can only have 1 or 2 if you like. 
And you can add more menus (and pages) later. 

• These menu-items can be illustrated with menu-images 

• Each menu item has a corresponding contents page 

• The subdomain has a header image and a footer image 
 

While you will be able to add or change header, 
footer and menu images later if you wish, it is a 
good idea to prepare your files in advance. 
Have a look at the generic template layout on 
the right to understand the display. 
 
- All images must have a resolution 72 pixels, be 

of the JPEG format and have the file extension 
.jpg 

- If your images are larger or smaller than the 
below sizes, they will be rescaled automatically. 
It is wise to follow the instructions below to 
make sure the effect you want is reproduced. 

 

- The size of the banner image must be 900 x 
150 pixels. 

- The size of the footer image must be 900 x 60 
pixels (if you want to add copyright information, 
logos etc., please add these to your footer 
image when you work on the image). 

- The size of menu images must be 80 x 80 
pixels. 

 
 
Once you have clicked on  Edit contents of  
subdomain , you will find this screen: 
 
 
The interface is not really user-friendly yet, but 
should be self-explanatory. You need to give 
each menu item you want to create a title, click 
save  (and if you wish upload an image 
illustrating the menu).  
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Below we will create 2 menu items. One, our homepage, presenting in text-form the 
collection, our work etc., the second will display the collection items. 
 

8. In our example, we don’t like the name of the first Menu, which is Home by 
default. We change it to Fieldwork in Vanuatu. 

9. The second menu, we call in our 
example Vanuatu Collections. 

10.  We click save  on both menus. 

 
 
Now we want to add images illustrating our menu items. Note that these are not 
compulsory, but give your subdomain a more aesthetic touch, in particular if you try 
to find images that reflect you menu name and page content. For the first menu item I 
choose a map of Vanuatu, for the second the extract of an image from my collection. 
 
 

11.  Click on Upload (new) image  to add an image to the menu. A new window 
will open, allowing you to browse on your computer for an image and then 
upload it. Once done (you will get a message), simply close this upload 
window and upload a new image if you wish. 

12.  For the moment, we don’t see that anything has changed. To do so, click on 
the top on My Subdomains , and, next to the domain you have just created, 
click on edit  and click the buttons at the end of each page until you get back 
to this one. You should now see your images (even though they are here 
displayed in a smaller size). If you want to replace menu images, simply 
upload (at any time) new images. 

 

 
 
 

13.  We don’t upload footer and header images yet. We can do that later. But if 
you are ready, do it now. Then click on Edit webpages contents .  

 

11.1.4 Add content to the subdomain webpages 

Because we have created 2 menu items, the system has prepared 2 webpages for 
us. For each of these pages you can now define whether: 
# 1 - the page has normal content you actually write. In this case, click on 

Normal text  and edit the content. PLEASE DO NEVER copy-paste text from 
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Word or OpenOffice, since this 
will carry a lot of junk into the 
page (even if you don’t see it). 
If you want to format the text, 
click on Use texteditor . When 
you have edited your text (and 
you can always edit later), click 
on Save content  below the 
form. If you want to edit 
another of your pages, you will 
then have to navigate back to 
this page by clicking My  
Subdomains  and so forth until 
you reach this page again. 
 

# 2 - the page makes use of 
one of the existing modules. Note that so far, only one module has been 
created for subdomains. This module, called Set l ist module , will create a list 
with thumbnails of all the sets of the collections you have selected when 
creating or editing your subdomain. When the visitor clicks on the set name, 
they will be directly sent to the corresponding set on ODSAS. See below an 
extract of such a list.  

 
 

 
 

 
In our example, I click Normal text  for the first menu item (called Fieldwork in 
Vanuatu) and enter some text, then I click Set l ist module  next to my second menu 
(Vanuatu Collections). 

 
 

Click on Edit other features  at the bottom to change color settings for your 
subdomain. 
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11.1.5 Edit other features 

 
In this screen, you can personalize the look of your subdomain, this includes: 
 
- Menu background color 
- Wrapper background color 

(the wrapper is the 
background of your 
subdomain) 

- Text Background color (in 
most cases you will want to 
leave this white or light grey) 

- Link colors (the color of all 
your links in the subdomain). 

 
More customizable items will be 
added later. 
 
Click on a color in the color-picker 
rectangle, then click save  next to 
each box if you changed the color. 
 
 
Click the Fin ish button  to complete your subdomain. 
 
 

11.1.6 The subdomain menu 

 
You will now return to the subdomains list. Your subdomain should be listed with the 
following items: 
 
 

- See  — This allows you to check your subdomain. Visitors don’t see this 
subdomain, only you will, as long as you have not published the subdomain. 
 

- Edit  — You can edit all items, features and content of the subdomain at any 
time. Just note that when editing, you will cycle through all the above-discussed 
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pages. If you don’t want to change anything on a particular page, simply click 
the bottom-button to continue. 

 
 

- Publ ish   — Once you are happy with your subdomain, you can publish it. It will 
then be listed on the ODSAS homepage as a special collection. If you would 
like to turn your Special Collection into a proper subdomain, get in touch with 
me and we will discuss the issue. 
 

- Delete   — This will permanently delete all files and the database entries of your 
subdomain. Note that it will of course not delete the collections or objects on 
ODSAS. 
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12 The Digitization Management Interface 

This interface is in English only, and is accessible to administrators and GCM only. 
 
The interface allows to: 
- Manage digitization jobs 
- Manage timetables of digitization jobs and construct automated Gantt charts 
- Manage backup discs and their periodic rewriting 
 

12.1 Digitization menu 

 

 
 
 
 

New Job Create a new digitization job 
List all jobs List all finished and unfinished jobs 
List open jobs List all jobs that are not finished. A job is considered 

finished when the material is online 
Time Table of all jobs A Gantt chart to all jobs 
Time Table finished 
jobs 

A Gantt chart of all jobs of which the material is online 

Time Table open jobs A Gantt chart of all jobs that are still ongoing 
Discs and Sets The list of all backup discs and their related sets 
List of sets  The list of all sets and associated job and disc 

identifications 
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Below the menu you will see a reminder list of backup discs that are more than 4 
years old and that therefore need to be rewritten. Once you have done so, click the 
Done  link. This will reset the age of the disc to zero. Give the new disc the same id as 
that of the original disc. 

12.2 Create a new job 

As soon as you receive original objects to be digitized, you should create a new job. 
Please follow instructions precisely and fill in as much information as you can. You 
can edit certain aspects later on. 
Some notes on specific fields: 
 
- Job name: make it short but precise, for example: Dousset Fieldnotes 2011 
- Researcher name: Who ever is concerned with the material (the owner, 

provider, originator, contributor…) 
- Owner id. This is taken from the users that are already in the database. This 

field is not compulsory. 
- Type of originals: select from the selection list. If your type is not available, 

enter it in the text box and it will become available for the next time. 
- Estimate the number of originals. 
- Dates originals received (follow the format). This is the date the job really 

starts. 
- Name of worker: whoever or whatever company is doing the digitization. 
 
Do not forget to click the Insert Job  button. 
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12.3 The follow-up and editing of jobs 

To follow up and edit your jobs, you should use one of the list functions. For example 
click List Open Jobs . 
 
 
 

 
 
 
This will display a table with each job’s information. Whenever you have done 
something, for example finished scanning, repatriated the original objects to the 
owner, uploaded the files to the ODSAS platform, you need to get to this interface 
and take some action. 
 
Here some explanations: 
 
- If a job name is green, it means it has been digitized but since the job is still 

open, the files have not yet been uploaded to the ODSAS platform. 
- If a job is red, it means you are still digitizing the material. 
 
It is very important that you do undertake the below actions the day you actually do 
the work. This will allow the system to calculate the estimated time needed for future 
jobs and construct the Gantt chart. 
 

• When you start actually digitizing the material, click the green ok-s ign  of the 
job in the work started column. 

• When you finished digitizing the job, click the green ok-s ign  of the job in the 
work finished column. 

• When you have returned the original files to the owner, click the green ok-s ign  
in column repatriated. 

• When the material is uploaded and online, click the green ok-s ign  in the 
column date online. 

• Click the penci l  in the column days worked to indicate how many days you 
actually worked on this job. 
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• The disc  icon allows you to associate backup discs to each job. Click the disc  

to associate backups. Click the see  link below the disc to see which discs are 
already associated to a job. 

 

12.4 Create backup discs 

You should digitize the original objects in high quality and high resolution (see the 
ODSAS Digitization Handbook) and backup your original high quality scans on discs. 
 
Procedure: 
 

1) Scan and organize your files placing them in directories that will reflect the 
various sets that you will create from this material. 

2) Make a copy (duplicate) of all the directories with the high-resolution files.  
3) Convert one copy of these original directories/files to jpg or png, create the 

sets on ODSAS and upload the middle-resolution files. 
4) Create the backup discs with the original high-resolution directories/files. 

 
When backing up, take a note of the last and first filename you store on a DVD, Blu-
Ray or hard drive and take a note of the set id that has been attributed to this set of 
files. 
 
When you have finished your job, click on the Disc  (see 12.3) to enter into the backup 
index register (see next page). 
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The top box gives you information on already created backup discs for this job.  
The bottom box allows you to add additional backup discs for the job. 
 Do not forget to click the save button at the top of the bottom box. 
 
 
 
 
 
 
 
 
 
 
 
 
 

12.5 Timetables of digitization jobs 
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The timetable functions give you an overview of how much time a job takes, when it 
was started, when it finished. It is used to calculate statistics on the average time 
needed to digitize certain material, and will thus help you to tell people how long they 
will have to wait until their material is online. 
 
 

 
 
 
 

• Red indicates the waiting period between the time the original material was 
received and work on it started. 

• Light green indicates the time needed to digitize the material. 

• Dark green indicates the moment when the files and sets have become 
available online. 
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13 What is needed to run ODSAS? 

To run ODSAS, you need: 
 

- A Linux box, for example CentOS 6 (latest stable version) 
- Apache 2 webserver with PHP module (latest version) 
- PHP 5 scripting language (or latest version) 
- MySQL 5 (or latest version) 
- 4GB of RAM, 8GB is recommended for higher performance 
- 1To of disc space (but this really depends on how many files you will store). 
- I recommend using Virtual Disc Management 
- A fix IP number for you box 
- A good network connection 
- Root access to install additional software and tools 

 
Recommended but not compulsory: 
 

- Tesseract with Leptonica 
- A security certificate for https protocol 

 

13.1.1 Run ODSAS on a particular port 

If you want ODSAS to be served on a particular port and keep the default 80 port for 
another webpage, then configure your httpd.conf file and restart Apache. 
 
Under the Listen section, add the new port. For example 
 

Listen *:10001 

 
Under the Virtual Host section, add the following (make sure VirtualHosts are 
activated).  
For example 
 
<VirtualHost *:10001> 
DocumentRoot /var/www/virtualhosts/odsas3/odsas_httpd 
<Directory "/var/www/virtualhosts/odsas3/odsas_httpd"> 
 Options Indexes MultiViews FollowSymlinks 
    AllowOverride All 
    Order allow,deny 
    Allow from all 
   Options +Indexes  
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</Directory> 
</VirtualHost> 
 
Restart Apache 
 
 

13.1.2 Other configurations 

 
http.conf 
 
You should be loading at least the following modules with apache in your httpd.conf 
file.  
If not, install them before you install ODSAS (the particular name of the .so file may 
change, but the module must be here and uncommented (there should be many 
more modules, but these 2 are very important for ODSAS: 
 
LoadModule rewrite_module   modules/mod_rewrite.so 
LoadModule php5_module         modules/mod_php54.so 
 
 
php.ini 
 
Edit your php.ini file if necessary. Some of the basic and important values you should 
check are: 
 
max_execution_time = 30  (make sure it is at least 30) 
max_input_time = 60   (make sure it is at least 60) 
memory_limit = 128M   (go up to 128, or even 256  

 if you have enough memory) 
display_errors = Off   (set this to off in production mode) 
log_errors = On    (you can always check possible  
       errors in the log) 
file_uploads = On   (must be on !!) 
upload_max_filesize = 5M   (5 MB is a good value) 
 
mysqli.max_persistent = -1 
mysqli.allow_persistent = On 
 
 
 
PHP modules that should installed (next to all and many others) 
 

$ exif 
$ gd 
$ iconv 
$ imagick 
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$ mcrypt 
$ mbstring 
$ mysqli 
$ zip 

 
 

13.1.3 Security 

 
I do all I can to make ODSAS a secure document server. But one is never fully 
protected from malicious people and software. If you believe you have found a bug or 
a possible security issue, please advise me immediately. 
 
You also need to protect your server machine in general. Here a few tips: 
 

- try not to login as root, but use sudo instead.  
- Use sftp and ssh rather than ftp. 
- use a good firewall and do not hesitate to ban IPs in your IP table. 
- If you can, install a security certificate on your server. If you do so after you 

have installed ODSAS, do not forget to change the SERVER_PREFIX constant to 
https in the file ODSAS configuration file.  

- I generally recommend installing fail2ban onto your server. It will help with 
banning automatically malicious IPs. 

- logwatch is an excellent tool. It can send you daily mails with detailed reports 
on potential intrusions, disk space and other details. Don't panic when looking 
at all the unauthorized login attempts....sit down, think and act. 

- Additionally you may want to install rkhunter. It is a good tool to detect 
malware and sends daily reports on possible problems. 

 
A good overview for securing your server is here: 
https://www.digitalocean.com/community/tutorials/an-introduction-to-securing-your-linux-vps 
 
 

13.2 Installation instructions 

You will receive installation instructions with the code. I do not divulge more 
information here for security reasons. 
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14 ODSAS meta schemas 

ODSAS produces data compliant with Dublin Core, in particular through its integrated 
OAI-PMH server. It however also has its own schema in which the data is backed up. 
These two schemas are presented below. Note however that with every new function 
in ODSAS, the schema is modified. Check back regularly. 
 
The Collection Schema contains data on collections and their sets 
The Object Schema contains data on the objects, including annotations, 
transcriptions etc. 

14.1 Collection Schema 

<xs:schema xmlns:xs="http://www.w3.org/2001/XMLSchema" 
attributeFormDefault="unqualified" elementFormDefault="qualified"> 
<xs:element name="odsas"> 
<xs:complexType> 
<xs:sequence> 
<xs:element type="xs:byte" name="version"/> 
<xs:element type="xs:date" name="date"/> 
<xs:element type="xs:string" name="provider"/> 
<xs:element name="collection"> 
<xs:complexType> 
<xs:sequence> 
<xs:element type="xs:byte" name="id"/> 
<xs:element type="xs:anyURI" name="uri"/> 
<xs:element type="xs:string" name="name"/> 
<xs:element type="xs:string" name="description"/> 
<xs:element type="xs:string" name="owners"/> 
<xs:element type="xs:byte" name="number_sets"/> 
<xs:element type="xs:byte" name="number_sets_open"/> 
<xs:element type="xs:byte" name="number_sets_restricted"/> 
<xs:element type="xs:short" name="number_objects"/> 
<xs:element name="sets"> 
<xs:complexType> 
<xs:choice maxOccurs="unbounded" minOccurs="0"> 
<xs:element name="set"> 
<xs:complexType> 
<xs:sequence> 
<xs:element type="xs:byte" name="id"/> 
<xs:element type="xs:anyURI" name="uri"/> 
<xs:element type="xs:date" name="date_enter"/> 
<xs:element type="xs:string" name="date_coverage"/> 
<xs:element type="xs:string" name="name"/> 
<xs:element type="xs:string" name="description"/> 
<xs:element type="xs:string" name="subject"/> 
<xs:element type="xs:string" name="language"/> 
<xs:element type="xs:string" name="type_fr"/> 
<xs:element type="xs:string" name="type_en"/> 
<xs:element type="xs:string" name="peoples"/> 
<xs:element type="xs:string" name="countries"/> 
<xs:element type="xs:string" name="authors"/> 
<xs:element type="xs:short" name="number_objects"/> 
<xs:element type="xs:string" name="access_restrictions"/> 
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<xs:element name="coordinates"> 
<xs:complexType> 
<xs:sequence> 
<xs:element type="xs:float" name="longitude"/> 
<xs:element type="xs:float" name="latitude"/> 
</xs:sequence> 
</xs:complexType> 
</xs:element> 
<xs:element name="transcriptions"> 
<xs:complexType> 
<xs:sequence> 
<xs:element type="xs:string" name="available"/> 
<xs:element type="xs:byte" name="public"/> 
</xs:sequence> 
</xs:complexType> 
</xs:element> 
<xs:element name="relations"> 
<xs:complexType mixed="true"> 
<xs:sequence> 
<xs:element name="link" maxOccurs="unbounded" minOccurs="0"> 
<xs:complexType> 
<xs:sequence> 
<xs:element type="xs:byte" name="set_id"/> 
<xs:element type="xs:string" name="qualifier"/> 
</xs:sequence> 
</xs:complexType> 
</xs:element> 
</xs:sequence> 
</xs:complexType> 
</xs:element> 
<xs:element name="watermark"> 
<xs:complexType> 
<xs:sequence> 
<xs:element type="xs:byte" name="watermark_type"/> 
<xs:element type="xs:string" name="watermark_text"/> 
</xs:sequence> 
</xs:complexType> 
</xs:element> 
<xs:element name="digitization"> 
<xs:complexType mixed="true"> 
<xs:sequence> 
<xs:element name="job" minOccurs="0"> 
<xs:complexType> 
<xs:sequence> 
<xs:element type="xs:string" name="name"/> 
<xs:element type="xs:string" name="name_original"/> 
<xs:element type="xs:string" name="researcher_name"/> 
<xs:element type="xs:byte" name="owner_id"/> 
<xs:element type="xs:string" name="type_originals"/> 
<xs:element type="xs:short" name="number_originals"/> 
<xs:element type="xs:date" name="date_originals_received"/> 
<xs:element type="xs:date" name="date_work_started"/> 
<xs:element type="xs:date" name="date_work_finished"/> 
<xs:element type="xs:date" name="date_copy_sent_to_owner"/> 
<xs:element type="xs:date" name="date_online"/> 
<xs:element type="xs:string" name="name_of_worker"/> 
<xs:element name="backup"> 
<xs:complexType> 
<xs:sequence> 
<xs:element type="xs:byte" name="number_discs"/> 
<xs:element type="xs:date" name="date"/> 
<xs:element name="disc" maxOccurs="unbounded" minOccurs="0"> 
<xs:complexType> 



ODSAS User Handbook version 3.6 – December 2016 page 101 
 

 
<xs:simpleContent> 
<xs:extension base="xs:string"> 
<xs:attribute type="xs:short" name="id" use="optional"/> 
</xs:extension> 
</xs:simpleContent> 
</xs:complexType> 
</xs:element> 
</xs:sequence> 
</xs:complexType> 
</xs:element> 
</xs:sequence> 
<xs:attribute type="xs:byte" name="id"/> 
</xs:complexType> 
</xs:element> 
</xs:sequence> 
</xs:complexType> 
</xs:element> 
</xs:sequence> 
<xs:attribute type="xs:byte" name="id" use="optional"/> 
</xs:complexType> 
</xs:element> 
</xs:choice> 
</xs:complexType> 
</xs:element> 
</xs:sequence> 
</xs:complexType> 
</xs:element> 
</xs:sequence> 
</xs:complexType> 
</xs:element> 
</xs:schema> 
 

14.2 Object Schema 

 
<xs:schema xmlns:xs="http://www.w3.org/2001/XMLSchema" 
elementFormDefault="qualified" attributeFormDefault="unqualified"> 
<xs:element name="odsas"> 
<xs:complexType> 
<xs:sequence> 
<xs:element name="version" type="xs:int"/> 
<xs:element name="date" type="xs:date"/> 
<xs:element name="provider" type="xs:string"/> 
<xs:element name="object"> 
<xs:complexType> 
<xs:sequence> 
<xs:element name="id" type="xs:int"/> 
<xs:element name="collection_id" type="xs:int"/> 
<xs:element name="set_id" type="xs:int"/> 
<xs:element name="filename" type="xs:string"/> 
<xs:element name="filepath_relative" type="xs:string"/> 
<xs:element name="filepath_absolute" type="xs:string"/> 
<xs:element name="uri" type="xs:string"/> 
<xs:element name="thumbnail" type="xs:string"/> 
<xs:element name="filesize" type="xs:string"/> 
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<xs:element name="filetype" type="xs:string"/> 
<xs:element name="rank" type="xs:int"/> 
<xs:element name="citation" type="xs:string"/> 
<xs:element name="meta"> 
<xs:complexType> 
<xs:sequence> 
<xs:element name="meta_id" type="xs:int"/> 
<xs:element name="meta_author" type="xs:string"/> 
<xs:element name="year" type="xs:string"/> 
<xs:element name="title" type="xs:string"/> 
<xs:element name="sequence_type" type="xs:string"/> 
<xs:element name="sequence" type="xs:int"/> 
<xs:element name="location" type="xs:string"/> 
<xs:element name="copyright" type="xs:string"/> 
<xs:element name="object_type_odsas" type="xs:string"/> 
<xs:element name="object_type_zotero" type="xs:string"/> 
<xs:element name="coordinates"> 
<xs:complexType> 
<xs:sequence> 
<xs:element name="longitude" type="xs:double"/> 
<xs:element name="latitude" type="xs:double"/> 
</xs:sequence> 
</xs:complexType> 
</xs:element> 
</xs:sequence> 
</xs:complexType> 
</xs:element> 
<xs:element name="transcription"> 
<xs:complexType> 
<xs:sequence> 
<xs:element name="transcription_id" type="xs:int"/> 
<xs:element name="transcription_owner" type="xs:int"/> 
<xs:element name="transcription_text" type="xs:string"/> 
</xs:sequence> 
</xs:complexType> 
</xs:element> 
<xs:element name="annotations"> 
<xs:complexType> 
<xs:sequence> 
<xs:element name="annotation" maxOccurs="unbounded"> 
<xs:complexType> 
<xs:sequence> 
<xs:element name="object_id" type="xs:int"/> 
<xs:element name="owner" type="xs:string"/> 
<xs:element name="author" type="xs:string"/> 
<xs:element name="date_created" type="xs:date"/> 
<xs:element name="date_modified" type="xs:date"/> 
<xs:element name="public" type="xs:string"/> 
<xs:element name="title" type="xs:string"/> 
<xs:element name="text" type="xs:string"/> 
<xs:element name="answer_to" type="xs:int"/> 
</xs:sequence> 
<xs:attribute name="id" type="xs:int"/> 
</xs:complexType> 
</xs:element> 
</xs:sequence> 
</xs:complexType> 
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</xs:element> 
<xs:element name="graphical_annotations"> 
<xs:complexType> 
<xs:sequence> 
<xs:element name="annotation" maxOccurs="unbounded"> 
<xs:complexType> 
<xs:sequence> 
<xs:element name="object_id" type="xs:int"/> 
<xs:element name="owner" type="xs:int"/> 
<xs:element name="text" type="xs:string"/> 
<xs:element name="left_coord_percent" type="xs:int"/> 
<xs:element name="top_coord_percent" type="xs:int"/> 
<xs:element name="width_percent" type="xs:int"/> 
<xs:element name="height_percent" type="xs:int"/> 
</xs:sequence> 
<xs:attribute name="id" type="xs:int"/> 
</xs:complexType> 
</xs:element> 
</xs:sequence> 
</xs:complexType> 
</xs:element> 
</xs:sequence> 
</xs:complexType> 
</xs:element> 
</xs:sequence> 
</xs:complexType> 
</xs:element> 
</xs:schema> 


