Summary Document

Digital File Management and Submission Works into CUIR Manual

(WI-LIM-05)

Topic 1 : Objective Page 3 from 111.

This manual aims to create a procedure for digital file management, metadata auditing,

and submission works into CUIR.
Topic 2 : Scope Page 3 from 111.

Covers process of digitizing paper-based documents, managing digital files, submitting

documents into CUIR, metadata auditing, and registering documents for DOls.
Topic 3 : Definition Page 3 from 111.

Defines terms of digital files, watermark, submission, metadata auditing, and DOI

registration.
Topic 5 : Procedure Page 4 from 111.

Details in the digital file management process include submission works into CUIR.



Procedure in Manual

1. Digitization Page 12 - 36
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Methods of digitization
1.1 Scanning (Page 15 - 25)

Describes scanning process from printed items to digital file and preparing PDF file process
for submitting works into CUIR. Includes manuals of Adobe Acrobat guides, file editing, making

Bookmark and producing the complete files.
1.2 Converting (Page 26 - 36)

Focuses on transforming information from other format type to standard PDF file best fit
to CUIR. Library staff must assess the files ensure its correctness then convert into a PDF file
format. Details in the process of managing files from different types, integrity check, creating,

editing, and adding a bookmark.

2. Digital file management Page 38 - 52

PDF file that meets a requirement will go through the process of establishing and
protecting ownership identity. Details in the process of adding watermarks and Chulalongkorn
University logo onto the file. Organizes usage policy, restricting or preventing users from

unauthorized editing.

3.Submission Page 53 - 93

Describes the process of submitting files and metadata into CUIR of the followed types of works:

3.1 Thesis and Independent Study (Page 53 - 71)
3.2 Senior Project (Page 72 -79)
3.3 Research Report and Other Book (Page 80 - 86)
3.4 Journal Article (Page 87 - 93)

Details how to log in and choose a collection to submit works into the CUIR system.
Highligshts how to input metadata fields, file uploading, verifying submission process, and

duplication check. Data records at this stage will be audited at stage 4 before released to public.



4. Take Task - metadata auditing Page 94 - 103

At this stage, librarians will perform check and release. Metadata will be reviewed,
corrected, added to ensure sufficient information and accuracy. Once the records are checked,
librarian will click “commit to archive” as to publish on CUIR platform for public view. CUIR system
will automatically issue Persistent ID URL. Librarians then match the persistent ID URL to the data

record in library automation system to facilitate the information search and data retrieval.

Create Submission

Check File Electronic

Upload File to CUIR

Test File Electronic
Check Metadata

Add / Check Subject

x
2
=
1T}
x
<{
=

Commit to Archive

Create Link with Tag 856

Picture 2 Flowchart of the Submission process (3) and Take Task - metadata auditing (4)



5. DO registration Page 104 - 111

Since 2019, CUIR has been applying for a DOl number from Digital Object Identifier
Management Section, Research Information and Data Center, National Research Council of
Thailand which is a partner organization of DataCite. CUIR still applies for DOI number with all
available works in the repository by API submission. The preparation process for DOI registration

is included.
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