S OU® 9 Ues

e et

H

AV EEY USTT FATS SLAN S L9700 S G QR g LS e ¢ g v gy v e g uleluag

wiayuew
a3
£LU03SaMIY
(asnoy
sixaly

1sIAIYdly 8y Aq paulejuiei

sbed 5315 sy 3noge ayy 3a8ya ‘sjecb uno pue ) puiyaq dnoub ayy ‘ayis siy3 Inoge UoSYII 48 pm_wmw__._ﬁ_w
8Jow N0 puy 01 'sn 10ejund ases|d 0s ‘yoeqpesy swiodjem ap ‘uUoos Buiod eq |im 3IeYM 88s 0} 8ins ag--Auenbal : scc:n%ﬂ
sabueya bupjew aq [im ap 'asn sy uo Ajguua spuadap ssa2ans sy pue ssaiboid Ul jiom e st 8usgqem SIyL

siasy ManN

uoiyean| aiydesboab aylaeds e 0} paie|as UCIIBULIOSUI JOJ HOO| e
uonipadx3 Jeaq Jejod ayy Jo siuediaiied umouy |B JO 1SI| B 8SM0I] e JUNODIE MBU B 338810 @
aweu s,|lenplalpul cpiomssed
(Ajuo siasn ul pabBo|) suoRaa|oa pue ue Jeaq Ydlym 4O Isow ‘suoi10se||oa Jo 35I| [ealjageyd|e ue asmouq AnoA J0Bi0d4 e

SU0I338|I0) BY) WOy saLep Jo sdew ‘sydesBojoyd 40 sys)| asmouq
Swe}l [ENPIAIDUI JJBUNOOG MOU UBD NOA
BIQEIIBAR. MBIAIBIU] MOUDIES WO OIpRY . 3un Awly Jo edeyd ‘uosied e ynoge swel 10} YIIESS Em& Jequewel ]

‘way >D yoseas , .CO_u__umnxw Jeag Jejod 3y Jo mLDum__._ J8ug e pead D :pJomssed

iMau s joym :sue29)10D _HU -
Jeaq ue|od 8yl ojul uonipadxe umo inoA uibeq o) sAem |eiBaes ete eiBy]

(aiow pess) 's|o0) aaleloqe(|oa Buisn suo(3a38)|0 BUUO YPM JDBIBIUI URD SIAYIIRasal
1By} 0s suoiouny pappe Buinuaws|dwl se ||am se Jualuod [ealydle BuiAe(dsip 10y seapl ualayp yum bunuawuadxa

ale apm 'qam ay) uo sadunos Asewud 03 ssadae uayyaq epiaoid 0} spie Buipuy [eAlyale jeuonRipes) Buiuiylad spalgns e

= 30 ajdwexs 154y ay) aie suonaa|od eIbig uonipadx3 Jeeq Jejog ay) ‘spie Buipul uonessuab yxau bunebrsaaur 1al0id sadi) eipaul e
_ yoJeasal e uebaq uoneuloul J0 [00YIS LEBIYSIY JO AYISIBAILN BYY WOL SIUBPMYS pue Aynde} ‘SO0z Ul ‘sieubuo ejibel mm_n__.wmwa_gr_mmw”_:oh *
8y3 aindas pue 1383104d S |8 SB SS3IJR S5PAUIUI ) JBpIO Ul S|euajew mco_umuoﬁuu_;nm‘_muorm "

Jeaq uejod 8yy jo || 8znibip 0y yoeloud e pesodoid Asjzusg 8yl +0oz ul Saweu [enplapul e

SU0IRDB|0T @

‘s|eLiaew paysiignd snosawnu se [jas se [eusjew a3ainos Asewud

40 SU01308||03 |[ENpIAIPUI AIXIS 18A0 Jo Bunsisuod ‘a1doy} Siy} UO S|el3}RW 4O Aq asmoug
sdnoub 31sabiej ayy Jo auo passewe sey Aajjuag ayl ‘SOG6T By} 9IUIS JUBAS
SIy} 0} pajejaJl s|eualew pa}ad||0d sey ‘Aloasly uebiyaw bunnuawnoop aalyale
ue ‘ueblyaiy Jo Alisianiun ay) 38 Aleig |BauoisiH Asjpuag ayy ‘uebiyaiw _ piess _
woy pajeulbuo siaIp|os 858Y) JO AUBW 8DUIS '] JBM POM JO pue ayy _

1B BISSNY WIBYMOU Ul uonusaI8ul Auel|iw 'S N B sem ,‘uciypadx] Jeeq Jejod,

yaueas pasuenpe

| 3y} paweuydiu ,‘6T6T-8T6T ‘BISSNY WIBYLION Ul UOIRUBAISIU] UBIUBWY, 3YL 7 ouEaS
B suo1123]|0D |eybig uonipadx3y ieaq aejod
| Ovd e
8115 Sy} INogy e
SN 10BJUDD e
|8 SUWOH e
R A AT zsabssu%u%zcv&é%:@ aooo_osu us_u Lo iutaou@
« yfinH o3 Mol G N3Pid - SURYS|' PIELIL nH. A JNNNSUT SPURSpIN q “ARPIY « JXONSIANDIY ﬁ,_ “UORRAIISAL - JPIOM nu *UORRAIISAU - JPIOM ﬁ_ .tg..__._ ‘_omtb‘_mo_.&t G _un{ﬂ_.zoom>ncouoxg mﬁ

saulpesH 358307 [ payels Sumen offy PoIsiA 150W (]

a 1

deH sjo0l syeunood snopjeq AP Mok ¥pI 9
%0Jail.j ej|izoyy - suoi}daf)o] |eitBiq uonIpadxy Jeag sejod i} 0] WOIIM




Adding New Polar Bear Collections

Scanning procedures
If the collection needs to be scanned, the following scanning resolution should be maintained:
Grayscale

Color

600 dpi? tiff

Saving to the Hard Drive

e [When the hard drive is ready to go at BHL, need instructions for which hard drive and
what folder...]

o Should be saved to folder named using the Bentley Collection ID

o Within that digital folder, for each physical folder in the collection, create folders named
numerically using four digits.

e Within each folder (corresponding to physical folders), for each individual object, create

folders numerically using three digits.
e Within each object folder, save the tiff images numerically, named p + seven digits.

Example, a collection with two folders, each containing 3 different objects (each with one image,
except for folder 1, object 2 which contains two images) will have the following structure:

0734
0001
001
p0000001..tif
002
p0000001.tif

p0000002.tif



003

p0000001.tif
0002

001
p0000001..tif

002
p0000001.tif

003

p0000001.tif

Saving to the Server

1. Log in to the fang server (fang.si.umich.edu) using an SFTP application

2. Navigate to /Volumes/Other/Polar Bears DLPS Scans

3. Folder structure will be the same as the conventions used for saving to the hard drive, so
just drag the newly created collection to the Polar Bears DLPS Scans folder (Note:
depending on the connection speed, the size of the scanned images, and the number of
images transferred, uploading images to the serve may take anywhere from a few minutes
for small collections to a few hours for large collections)

Metadata Creation

Updating the metadata requires updating three different csv files.

o pbhash+unique.csv — tracks each individual collection and its collection ID number
(stored in /Volumes/Other/Polar Bears DLPS Scans).

o gals_with_desc.csv — tracks each individual folder within a particular collection (stored in
Google Docs).

e inventory.csv — tracks each individual object within a particular collection (stored in
Google Docs).



New collections

e New collections need to be added to the pbhash+unique.csv file
o First column - Bentley collection ID (leading zeroes are ignored)
o Second column - short name of the collection (generally just a one word name for
the collection like a soldier's last name or a significant word in the collection title;
Note: you can also use more than one word, but do not use white space, use
hyphens for separations between words)
. New collections need a new EAD file
o [Need to specify a location to store EAD]

o [Do we have a special template or examples of our extra EAD tags?]

New folders (gals_with_desc.csv)

¢ New folders need to be added to the gals_with_desc.csv file
o First column — short name of the collection (same short name used in the
pbhash+unique.csv file)
o Second column — folder number
o Third column — name of the individual folder

Example: a collection with two folders

Smith ] 1 | Papers

Smith | 2 | Photographs

New images (inventory)

e New images need to be added to the inventory.csv file
o First column — a 4 digit number corresponding to the folder number and object
within that particular folder (so, folder 1, object 3 would be 1.003)
Second column — number of images corresponding to a particular object
Third column - description of the object
Fourth column - creator name (use authoritative name)
Fifth column — Bentley collection ID
Sixth column - title of collection

O 0 O 0O O

**Should we eliminate columns 4 - 6 and include one column that is the short name like
gals_with_desc?
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bartels.xml

<?xml version="1.0"?2>

<!DOCTYPE ead PUBLIC "+//ISBN 1-931666-00-8//DTD ead.dtd (Encoded Archival
Description (EAD) Version 2002)//EN" "ead.dtd">

<ead><eadheader audience="internal" langencoding="iso0639-2b"
repositoryencoding="is0l5511" dateencoding="iso8601" relatedencoding="Dublin
Core"><eadid countrycode="us" mainagencycode="MiU-H" publicid="-//us::MiU-H//TEXT
us::MiU-H::bartels.xml//EN" encodinganalog="identifier">umich-bhl-0650</eadid>

<filedesc><titlestmt>

<titleproper encodinganalog="title">Finding Aid for Levi Bartels papers,
<date>1917-1919 and 2005.</date></titleproper>

<author encodinganalog="creator">Finding aid prepared by Polly
Reynolds</author></titlestmt>

<publicationstmt>

<publisher encodinganalog="publisher">Bentley Historical Library, University of
Michigan</publisher><date
encodinganalog="date">2006-05</date></publicationstmt></filedesc>

<profiledesc>

<creation>Encoded finding aid created by Polly Reynolds,
<date>2006-05</date></creation>

<langusage>The finding aid is written in <language encodinganalog="language"
langcode="eng">English.</language></langusage></profiledesc>

</eadheader>

<frontmatter><titlepage><publisher>Michigan Historical Collections <lb/>Bentley
Historical Library<lb/>University of Michigan</publisher><titleproper>Finding Aid
for <lb/>Levi Bartels papers, <date>1917-1919 and
2005.</date></titleproper><author>Finding aid prepared by: <lb/>Polly
Reynolds</author></titlepage></frontmatter>

<archdesc audience="external" type="inventory" level="collection"
relatedencoding="marc2l"><did>

<origination><persname source="lcnaf" encodinganalog="100">Bartels,
Levi.</persname></origination>

<unittitle encodinganalog="245">Levi Bartels papers

<unitdate type="inclusive" encodinganalog="245$f">1917-1919 and
2005.</unitdate></unittitle>

<physdesc><extent encodinganalog="300">1 CD-ROM</extent></physdesc>
<abstract>Papers of a soldier in the Allied intervention in Russia, 1918-1920, the
"Polar Bear Expedition." </abstract>

<unitid countrycode="us" repositorycode="MiU-H" encodinganalog="099" type="call
number">0650;Aa;2</unitid>

<langmaterial>The materials are in <language encodinganalog="041"
langcode="eng">English.</language></langmaterial>

<repository><corpname encodinganalog="852"><subarea>Bentley Historical
Library</subarea> University of Michigan</corpname><extptr href="bhladd"
show="embed" actuate="onload"/></repository></did>

<descgrp type="admin">

<acginfo encodinganalog="541"><p>Donor no.: <num type="donor"
encodinganalog="541%e">4043</num></p></acqginfo>

<accessrestrict encodinganalog="506"><p>The collection is open for
research.</p></accessrestrict>

<prefercite encodinganalog="524"><p>item, folder title, Levi Bartels papers, Bentley
Historical Library, University of Michigan</p></prefercite></descgrp>

<bioghist encodinganalog="545"><p>Resident of <geogname normal="Bay City
(Mich.) ">Bay City, Mich.</geogname> </p></bioghist>

Page 1



bartels.xml

<scopecontent encodinganalog="520"><p>Papers include <genreform normal="Letters
(correspondence) ">letters</genreform> related to his service in Russia. Also,
<genreform normal="Photographs.">photographs</genreform> and <genreform

normal="Postcards. ">postcards</genreform> of Russian scenes and photos of Bartels in

uniform (1917-1919); photos of Bartels’ <subject normal="Military
uniforms--American.">uniform</subject>, medals, and accoutrements
(2005) </p></scopecontent>

<controlaccess><p><extptr href="accnote" show="embed" actuate="onload"/></p>

<controlaccess><head>Subjects</head><persname source="lcnaf"
encodinganalog="600">Bartels, Levi.</persname><geogname source="lcsh"
encodinganalog="651">Soviet Union--History--Allied Intervention,
1918-1920.</geogname><subject source="lcsh" encodinganalog="650">World War,
1914-1918.</subject><subject source="local" encodinganalog="690">Polar Bear
Expedition.</subject></controlaccess>

<controlaccess><head>Subjects - Visual Material:</head>

<subject source="lctgm" encodinganalog="650">Military uniforms--American.</subject>

<subject source="lcsh" encodinganalog="650">Soldiers--American--Soviet
Union.</subject>
</controlaccess>

<controlaccess><head>Genre/Form:</head><genreform source="aat"
encodinganalog="655">Photographs</genreform></controlaccess></controlaccess>

<dsc type="combined">

<c01 level="file"><did><container label="Folder"
type="folder">1l</container><unittitle>Papers, <unitdate
type="inclusive">1918-1919</unitdate></unittitle><physdesc><extent>3
items</extent></physdesc></did></c01>

<c01 level="file"><did><unittitle><genreform
normal="Photographs">Photographs</genreform></unittitle></did>

<c02 level="file"><did><container label="Folder"
type="folder">2</container><unittitle>Album</unittitle><physdesc><extent>1 vol.
104 images</extent></physdesc></did></c02>

<c02 level="file"><did><container label="Folder"
type="folder">3</container><unittitle>Group
photograph</unittitle><physdesc><extent>1
item</extent></physdesc><physdesc><extent>1
item</extent></physdesc></did></c02></c0l></dsc></archdesc></ead>

Page 2
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Last name Folder Number Collection Title Folder Name

Arkins
Arkins
Arkins
Arkins
Abel
Albers
Albers
Amos
Anderson
Andrews
Bahr
Bandemer
Bandemer
Bartels
Bartels
Bartels

1 Edwin L. Arkins diary Diary(comma) July 14(comma) 1918-April 16(comma) 1919

2 Edwin L. Arkins diary Diary(comma) April 16(comma) 1919-July 19(comma) 1919

3 Edwin L. Arkins diary Diary(comma) transcription(comma) July 14th{comma) 1918(comma) July 19th(comma) 1919
4 Edwin L. Arkins diary Miscellaneous papers

1 Henry J. Abel papers Papers{comma) 1918-1919 and 1964

1 George Albers papers  Diary of Fred Kooyers(comma) 1918-1919

2 George Albers papers  Papers(comma) 1918-1919 and 1940-1945

1 Earl V. Amos papers Papers(comma) 1918-1919 and Photographs

1 Godfrey J. Anderson Pape Reminiscence - The 337th field hospital in north Russia(comma) 1918-1919
1 Ernest Oliver Andrews pa Papers 1918-1950s(comma) bulk 1918-1919

1 Golden C. Bahr papers  Papers 1918-1919

1 Paul A. Bandemer papers Papers(comma) 1917-1919 and undated

2 Paul A. Bandemer papers Photographs

1 Levi Bartels papers Accoutrements

2 Levi Bartels papers Papers{comma) 1917-1978

3 Levi Bartels papers Visual materials
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Folder/item
1.001
1.002
1.003

1.015

1.017
1.018
1.019

102

1.021

1.022
1.023
2,018
2,019

2.02
2,021
2,003
2,004
2.005
2,006
2.007
2,008
2,009

201
2.011
2.012
2.013
2.014
2.015
2.016
2.017
2.001
2.002

2.022
2.023
2.024
2.025
2.026
2.027
2.028
2.029

2.031
2.032
2.033

3.001

3.003
3.004
3.005
3.006
3.007
3.008
3.009

3.01
3.011
3.012
3,013

3.014
3.015
3.016
3.017

Pages Item Level Description Creator
2 Medais Bartels(comma} Levi
1 Anti-dimming composition for gas masks Bartels(comma} Levi
2 Bartels(comma} Levi
4 Bartels(comma) Levi
2 Helmet Bartels(comma) Levi
2 Bartels(comma) Levi
1 Bartels{comma} Levi
1 Bartels{comma) Levi
7 Uniform Bartels(comma) Levi
2 Bartels(comma} Levi
1 Bartels(commal Levi
1 Replacement victory medals Bartels(comma} Levi
1 Replica British ‘Military Medal' Bartels(comma)} Levi
2 Description of World War [ victory medal Bartels(comma} Levi
2 Letter to Bruce Bartels from National Personnel Records Center Bartels(comma} Levi
2 Bartels(comma) Levi
1 Barte!s(comma) Levi
1 The New Testament Bartels(comma) Levi
1 Soldiers' French Course {cover} Bartels(comma) Levi
1 Bartels(comma) Levi
Pin from eighth biennial polar bear reunion May 29-30-31st{comma)
2 ( ) Grand ds( } Mich. Barteis(comma) Levi
Pin from tenth blennia! polar bear reunion(comma) Grand
1 Raplds(comma) June 14-15-16th({comma) 1940 Bartels(comma) Levi
5 Barteis(comma) Levi
Correspond: ( } February 2 } 1919 Barteis(comma) Levi
2 Corr d ( } March 7( } 1919 Bartels(comma) Levi
1 Corr d { ) May 13( } 1919 Bartels(comma) Levi
1 Corr d ( ) May 19( 1919 Bartels{comma) Levi
1 Corr d { ) June 27(t } 1918 Bartels(comma) Levi
1 Cor d ( ) June 31 } 1918 Bartels(comma) Levi
2C pond { ) July 4{; } 1918 Bartels(comma) Levi
1C di ( ) July 7{ } 1918 Bartels(comma) Levi
2 C di (1 ) July 15( } 1918 Barteis(comma) Levi
2 Corr d { ) July 16( } 1918 Barteis(comma) Levi
2 Corr d { ) July 19( } 1918 Barteis(comma) Levi
2 Correspondence{comma) July 1918 Barteis(comma} Levi
2 Correspondence{comma) July 1918 Bartels(comma) Levi
2 Correspondence(comma) July 1918 Bartels(comma} Levi
3 Cor d { ) August B{ } 1918 Bartels(comma} Levi
2 C d { } August 1B( } 1918 Bartels(comma) Levi
1C d { } August 31( } 1918 Bartels(comma) Levi
2¢C d { } October 4( } 1918 Bartels(comma} Levi
3¢ di { } D ber 13( } 1918 Bartels(comma} Levi
1 Correspondence (date unknown) Bartels(commal Levi
2 Correspondence{comma} 1918 Bartels(comma} Levi
Polar Bear oral history project transcript. Glenn Johnson interviewing
7 Levi Bartels( } June 12( ) 1978 Bartels(comma} Levi
1 Commendation Bartels(comma) Levi
1 Photograph of Bartels (from newspaper) Bartels(comma) Levi
1 Commendation Bartels(comma} Levi
1 Discharge Bartels(comma) Levi
1 Enlistment Bartels(comma) Levi
1 Greetings Bartels(comma} Levi
1 Guard roster Barte!s(comma} Levi
1 Instructor Bartels(comma} Levi
1 Military induction Barte!s(comma) Levi
1 Quote in book(comma} "Quartered in Heli" Bartels(comma} Levi
1 Reglstration Bartels(comma} Levi
Photographs from book "The History of the American Expedition
4 Fighting the Bolsheviki* Bartels(comma) Levi
1 Photographs of Camp Custer {source unknown) Bartels(comma) Levi
8 Group portrait(; } € (i ) 1919 Bartels(comma) Levi
1 Levi Bartels and Nettie Workman Bartels(comma) Levi
1 Levi Bartels wearing World War i uniform Bartels(comma} Levi
1 Machine gun school(; } Arch I{ ) Russia Barte!s(comma} Levi
2 Postcard Barte!s(comma} Levi
1 Russian postcard Bartels(comma} Levi
1 Russian postcard Bartels(comma} Levi
1 Russian postcard Bartels(comma} Levi
1 Russian postcard Bartels(comma) Levi
1 Russian postcard Bartels(comma) Levi
1 Russian picture Bartels{comma} Levi
Postcard(comma) "On guard{comma)" Camp Custer{comma) Battle
1 Creek{comma) Mich. Barteis{comma) Levi
2 Sgt. Bartels' sister(comma) 1919 Bartels(comma) Levi
1 Sgt. Levi Bartels Bartels(comma) Levi

1 USS President Grant Bartels{comma) Levi

Title
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers

650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers

650 Levi Bartels papers

650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Barte!s papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers
650 Levi Bartels papers

650 Levi Bartels papers
650 Levi Bartels papers
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