	
	
	



EAP Digitisation Fact Sheet

This double-sided sheet provides a description of the most important standards for the names and technical aspects of digital images and folders. It does not cover the conventions for the appearance of photographs, which can be found in Remote Capture and other documents on the EAP website. 

Naming Images

All TIFFs in a file (i.e. folder) should have an identical fundamental name composed of alphanumeric characters and underscores. The only difference between image names should be the final sequential number, which is expressed in three or four digits. Our systems cannot process files that contain TIFFs with multiple fundamental names. 

	Best Practice
	Avoid

	
EAP3000_red_paper_1903_001.tif
EAP3000_red_paper_1903_002.tif
EAP3000_red_paper_1903_003.tif
✓
	
EAP3000_red_paper_1903_6_001.tif
EAP3000_red_paper_1903_6_002r.tif
EAP3000_red_paper_1903_7_003v.tif
              ❌




The first image in a file (i.e. folder) should be given the number 1 (e.g. 001 or 0001), not any other number. From there, the numbers should continue in an unbroken numerical sequence (e.g. 001, 002, 003, etc.) until the end without any gaps or added characters. This includes files that are composed of multiple item-level images.

Naming folders

All folders must have a unique name, regardless of their location on the hard drive. It must not contain diacritics. Our systems scan the entire hard drive in order to match the metadata to the files (i.e. folders). If two folders have the same name, it is possible they will be matched with the wrong catalogue entry, and that incorrect information will appear on the website.

For this reason, please also ensure that the names of the folders on the hard drive and in Column AS (‘Digital Folder Name’) in the spreadsheet match exactly (including spaces and capitalisation). Please ensure that these folders contain images, not additional subfolders.


Image Specifications

Two standards to keep in mind while creating TIFFs: 

1.  24-bit depth
2.  sRGB colour space, with an sRGB (IEC61966-2.1) colour profile

Although excellent greyscale images can be created in 16-bit depth, and excellent colour images in 32-bit depth, it is necessary that all TIFFs sent to the EAP have a 24-bit depth. Within the sRGB colour space, the specific colour profile sRGB (IEC61966-2.1) must be used. The reason for this is that only sRGB IEC61966-2.1, 24-bit TIFFs can successfully upload to the EAP website. Otherwise, it is necessary to convert images prior to resubmission, which is time-consuming and risks corrupting the data.
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