Quick Reference for Listing Spreadsheet
Spreadsheet
✅ Mandatory fields (pink = all entry levels, orange = collection level)
✅ Use dropdown list terms only
✅ Dates → use format in Help tab
❌ Do not add/delete columns
❌ Do not use Column R (extra subjects → Description)

Terms

✅ Originals → “folder” / “file folder”
✅ Digital content → “image” / “digital file"
❌ Do not use “file” when talking about TIFFs

Language
[bookmark: _GoBack]✅ Metadata in English (except: Col D, E, H)
✅ Place should be written in English (Col L = historical name [+ modern], Col M–O = present-day term)

Image Naming
✅ Folder names of images = match spreadsheet exactly
✅ Images = sequential numbering (EAPxxxx_xxx_001, 002…)
❌ No spaces, diacritics, or special characters
✅ Use only A–Z, 0–9, underscores (_)

Punctuation
✅ Separate multiple values with semi-colons (;)
❌ Do not write “N/A”  – leave blank

Submitting Metadata
✅ Send screenshots of folder structure
✅ Email EAP when sending via WeTransfer
✅ Include EAP ref. number in subject line
✅ Reply to same email thread when updating

⚠️ All material submitted must be open access – contact EAP before restricting anything.

