
1. Insert	  flash	  drive	  and	  open	  the	  explorer	  window	  
Data	  Accessioner	  

Donated	  Collec0on	  Folder	  
Digital	  Collec0ons	  Inventory	  file	  

Other	  stuff….. 

2.	  Navigate	  to	  DataAccessioner.jar	  and	  open	  it	  	  

DataAccessioner	  Step-‐by-‐step	  guide	  
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3.)	  Create	  your	  accession	  directory:	  
Where	  you	  want	  the	  collec0on	  to	  go	  live	  
	  Preferably	  a	  stable	  media	  like	  your	  network	  drive	  

In your POWRR drive, open the 
NewAccessions folder and 

select the Master Copies  folder 
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4.)	  Select	  the	  collecEon	  	  
you	  are	  accessioning	  
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5.)	  Populate	  descripEve	  metadata	  and	  migrate	  your	  collecEon	  

Hit	  the	  “Migrate”	  buGon	  to	  begin	  
	  the	  migra0on	  process.	  

You	  will	  be	  able	  
to	  see	  the	  
progress	  bar	  
move	  at	  the	  
boGom.	  

Select	  which	  element	  you	  want	  to	  
add	  metadata	  to	  

Add	  the	  Dublin	  Core	  Metadata	  
goes	  here	  
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6.)	  What	  did	  you	  create?	  
New	  copy	  of	  your	  
migrated	  collec0on. 

XML	  Metadata	  file	  

Located	  in	  the	  	  
Directory	  that	  	  
you	  specified	  

You.	  Are.	  AWESOME.	  
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Make	  a	  copy	  of	  the	  Master,	  place	  in	  the	  	  
Access	  Copies	  folder,	  and	  don’t	  touch	  the	  
Master	  Copy	  again	  unless	  a	  new	  deriva0ve	  

is	  needed	  or	  un0l	  you	  move	  it	  into	  a	  
preserva0on	  system!!	  

7.)	  Make	  copy	  of	  Master.	  
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8.)	  And	  finally…update	  your	  Inventory	  to	  reflect	  the	  locaEon	  of	  the	  Access	  
Copy.	  Note	  addiEon	  of	  XML	  file	  aXer	  processing.	  
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