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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

• [When the hard drive is ready to go at BHL, need instructions for which hard drive and
what folder.. .1

• Should be saved to folder named using the Bentley Collection ID
• Within that digital folder, for each physical folder in the collection, create folders named

numerically using four digits.
• Within each folder (corresponding to physical folders), for each individual object, create

folders numerically using three digits.
• 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/OtherfPolar 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.

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

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

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



New collections

• 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-i-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)

• 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)
o Second column — number of images corresponding to a particular object
o Third column — description of the object
o Fourth column — creator name (use authoritative name)
o Fifth column — Bentley collection ID
o Sixth column — title of collection

**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=”l.O”?>
<!DOCTYPE ead PUBLIC “÷1/ISBN l-931666-00-8//DTD ead.dtd (Encoded Archival
Description (EAD) Version 2002)1/EN” “ead.dtd”>
<ead><eadheader audience=”internal” langencoding= “ iso639-2b”
repositoryencoding=” isol55ll dateencoding= “ iso860l” 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
Reynoldsc/author>< /titlestxnt>
<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>2 006-05</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>.ctitleproper>Finding Aid
for <lb/>Levi Bartels papers, <date>1917-l919 and
2005 .</date></titleproper><author>Finding aid prepared by: <lb/>Polly
Reynolds</author></titlepage></ frontmatter>
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Last name Folder Number Collection Title
Arkins 1 Edwin L. Arkins diary
Arkins 2 Edwin L Arkins diary
Arkins 3 Edwin L. Arkins diary
Arkins 4 Edwin L. Arkins diary
Abel 1 Henry J. Abel papers
Albers 1 George Albers papers
Albers 2 George Albers papers
Amos 1 Earl V. Amos papers
Anderson
Andrews
Bahr
Bandemer
Bandemer
Bartels
Bartels
Bartels

Folder Name
Diary(comma) July 14(comma) 1918-April 16(comma) 1919
Diary(comma) April 16(comma) 1919-July 19(comma) 1919
Diary(comma) transcription(comma) July l4th(comma) 1918(comma) July lgth(comma) 1919
Miscellaneous papers
Papers(comma) 1918-1919 and 1964
Diary of Fred Kooyers(comma) 1918-1919
Papers(comma) 1918-1919 and 1940-1945
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 Pages Item Level DescrIptIon Creator ID TItle
1 001 2 Medals Bartets(cammal Levi 650 Levi Bartels papers
1002 1 AntI-dimming composition for gas macb Bartels(comma) LevI 650 Levi Barrels papers
1003 2 Bartels(comma) Levi 650 Levi Barrels papers
1 004 4 Bortels(comma) Levi 650 Levi Barrels papers
1005 2 Helmet Barrels(comma) Levi 650 Levi Barrels papers
1006 2 Bartels(comma) Levi 650 Levi Bartels papers
1007 1 Bartels)comma) Levi 610 Levi Barteis papers
1.008 1 Bartels(comma) Levi 650 Levi Bartels papers
1.000 7 unIform Bartels(cov,ma) Levi 650 Levi Bartels papers

101 2 Bartels)comvsa) Levi 650 Levi Bartels papers
1.011 1 Bartels)comma) Levi gso Levi Bartels papers
3.012 1 Replacemevo victory medals Barteis(cosvma) Levi 610 Levi Bartels papers
1.013 1 Replica British Military Medal Barrels)comma) Levi 650 Levi Barrels papers
1.014 2 Desciiptloo of World War I victory medal Barteis(covsma) Levi 650 Levi Barrels papers

1.015 2 Letter to Bruce Bartels from Nasloval Persorseel Records Center Barrels(commaj Levi 650 Levi Bartels papers
1018 2 Barrels(comma) Levi 650 Levi Bartels papers
1.017 1 Barrelv)comma) Levi 650 Levi Barteis papers
1.010 1 The Nem Testament Bartels(comma) Levi sos Levi Bartels papers
1.019 1 SoldIers French Coorse (cover) Bartels)corvma) Levi 650 Levi Barrels papers

1,02 1 Bartels)cosvma) Levi 650 Levi Bartelo papers
Pie from eighth biennial polar bear reanioo May lO-SO-3lst(comma)

1.021 2 lB3Sjcomma) Grand Rapldsjcomma) Mich. Barrels)comma) Levi 650 Levi Barrels papers
Pin from tenth biennial polar bear reonion(comma) Grand

1022 1 Rapids(comma) Jovel4-lS-l6th)comma) 1940 Barteislcomma) Levi 650 Levi Barrels papers
1 023 5 Barteis(comma) Levi 650 Levi Barrels papers
2018 Correspondence)comma) Febroary 2)comma) 1919 Barteis(comma) Levi 650 Levi Barrels papers
2019 2 Correspondence(comma) March 7(comma) 1910 Barteis(comma) Levi 650 Levi Bastels papers
202 1 Correspondence)comma) May 13 (comma) 1919 Bartels(comma) Levi 650 Levi Barrels papers

2021 1 Correspovdence(comma) May 19)comma) 1919 Bartels(comma) Levi 650 Levi Bartels papers
2003 1 Correspovdence(comma) Jove 27)comma) 1918 Bartels)cornma) Levi 650 Levi Bartels papers
2004 1 CorresPoodence)commna)Joneal(com,,sa) 2919 Bartels(comma) Levi 650 Levi Bartels papers
2.005 2 Correspondence(comma) Joly 4)comma) 1918 Bartels)cosvma) Levi 650 Levi Barrels papers
2.006 1 Corresposdence(comma) Joly 7)comma) 1919 Bartels)comma) Levi gso Levi Barrels papers
2.007 2 Correspovdence)comma) Joly lS)comma) 1938 Barteis(comma) Levi soc Levi Barrels papers
2.008 2 Correspondence)cvmma)Jsly 1B)comma) 1918 Bartels(comma) Levi gso Levi Barrels papers
2.009 2 Correspovdence)commaj Joly 19(comma) 1919 Barteis(comma) Levi 650 Levi Barrels papers

2.01 2 Correspondeocefcomma) Joly 1018 Barteis)commaj Levi 650 Levi Bartels papers
2.011 2 Correspondence(comma) Joly 1918 Bartels)comma) Levi 650 Levi Bartels papers
2.012 2 Correspoodence)comma) Jolp 1918 Barrels(comma) Levi 650 Levi Bartels papers
2.013 3 Correspondence(comma) Aogosr B)comma) 1918 Barrels)comma) Levi 650 Levi Barteis papers
2.014 2 Correspondence(comma) Aogors 18(comma) 1918 Barvels)comma) Levi 650 Levi Barrels papers
2.015 1 Correspondevce)commaj Aogosr 32(comma) 1918 Rortels)comma) Levi 650 Levi Barrels papers
2.016 2 Corresposdence)comma) October 4(comma) 1918 Bastels)commaj Levi 650 Levi Barrels papers
2.017 3 Correspovdence)comma) December 13(comma) 1918 Bartels)comma) Levi 650 Levi Barrels papers
2.001 1 Correspondence (date onbvomn) Bartels(comma) Levi 650 Levi Bartels papers
2.002 2 Correspondevcefromma) 1918 Barteis(comma) Levi 650 Levi Bartels papers

Polar Bear oral history project transcript. Gleso Johnson lvterviemlvg
2.022 7 Levi Barteis)comma) Jove lJ)comma) 1978 Bartels)comma) Levi 650 Levi Bartels papers
2.023 1 Commendation Bartels(comma) Levi 650 LevI Bartels papers
2.024 1 Photograph of Barrels (from newspaper) Bartels)comma) Levi Levi Bartels papers
2 025 1 Commendasiov Bartels)commaj Levi sso Levi Bartels papers
2 026 1 Discharge Bartels)comma) Levi 650 Levi Barteis papers
2.027 1 tvtstmevc Bartels)comma) Levi 650 Levi Bartels papers
2028 1 Greetivgs Barrels)comma) Levi 650 Levi Bartels papers
2029 1 Goard rouser Bartels(comma) Levi 650 Levi Barrels papers

2 03 1 lvstrsctor Barteis(comrva) Levi Levi Barrels papers
2.031 1 MIlitary indaction Bartels)comma) Levi so Levi Barrels papers
2.032 1 Qaote In booh(comma) ‘CSsarrered lo Hell’ Bartels)comma) Levi sso Levi Barrels papers
2 033 5 Registratlov Bartelsjcommaj Levi 650 Levi Barrels papers

Photographs from booh ‘The History of the American tvpedlrlon
3.001 4 FightIng the Bohhevlhr Barrels)comma) Levi 650 Levi Bartels papers
3.002 1 Photographs of Camp Cotter )soorce vvhssomn) Bartels(comma) Levi 650 Levi Bartels papers
3.003 8 Groop portrait(comma) Company K)comma) 1910 Barrels)comuva) Levi 650 Levi Barteis papers
3004 1 Levi Barrels and Pdettie Worhman Bartels)comma) Levi 650 Levi Barteis papers
3.005 1 Levi Barrels wearing World War I snltorm Bartvis(comma) Levi 650 Levi Barters papers
3.006 1 Machive goo school(comma) Archaogel(comma) Rossla Barteis(comma) Levi g50 Levi Barteis papers
3007 2 Postcard Bartets(comma) Lem 850 Levi Barrels papers
3.008 5 Rassias postcard Bartvis)comma) Levi sso Levi Barrels papers
3.009 3 Rossian postcard Bartels)comma( Levi 650 Levi Barrels papers

3 01 3 itovsian postcard Bartels(comma) Levi sso Levi Bartels papers
3 011 3 Rsss,as postcard Bartels)comma) Levi 650 Levi Barrels papers
3012 1 Rossian postcard Bartels)comma) Levi 650 Levi Barrels papers
3013 1 Rossian plcrore Barrels)comma) Levi 650 Levi Barrels papers

Postcard)comma) ‘Os goard)comma)’ Camp Coster(comma) Battle
3.014 1 Creeh(comma) Mid, Bartels(comma) Levi 650 Levi Bartels papers
3.015 2 Sgs. Barrels sister)comma) 1919 Barrelsjcomma) Levi 650 Levi Barrels papers
3 016 1 Sgt. Levi Barrels Bartels)comma) Levi g5 Levi Barrels papers
3.017 i LIII President Grant Bartels)cvmma) Levi 650 Levi Barrels papers


