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ABSTRACT

A TASK ANALYSISOF THE CONTENT CREATORS
OF A EUROPEAN DIGITAL LIBRARY
By Kanokporn Nasomtrug

This study explores the tasks of the digital ligréDL) content creators of a European DL, namely

European NAvigator (ENA), developed by the Centigtél de la Connaissance sur I'Europe

(Virtual Resource Centre for Knowledge about Eujp@®/CE, which is located in Luxembourg.

The CVCE is in the process of enhancing the DL t@aiing a new DL management system, partly

in response to the European Union’s i2010 polisywall as to newly emerging DL technologies

and applications.

The following research questions were answereHdigstudy:

What are the current tasks of the DL content creaboth directly and indirectly involving
ECMD?

According to the DL content creators, what are dhecomes achieved in performing their
tasks?

What recommendations are put forward by the DL edintreators in regard to their tasks
and activities?

What functionalities or features should be incogped into the future DL content

management system for the content creators’ tasks?

The study was supported by a literature reviewrtwipge background and foundation. The research

methodology used was hierarchical task analysisA)HThe data was collected through interviews,

observation and screen recordings of tasks capuedy participants.

Master Thesis
International Master in Digital Library Learning

2009
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CHAPTER 1
INTRODUCTION

1.1 BACKGROUND TO THE STUDY

The purpose of this study is to investigate th&gad content creators for a European digital lippra
(DL), namely the online European NAvigator (ENA)kredge database of the Centre Virtuel de la
Connaissance sur I'Europe (Virtual Resource Ceotr&nowledge about Europe), further referred
to as CVCE.

The CVCE was established in 2002 in Luxembourg oty on a wide range of disciplines to
promote the history of a united Europe. Gyorgy $4ho(2008), a member of the European
Parliament, explains the reason for promoting sy of a united Europe in the following words:
“And how is Europe to deal with its two differenistories, that of the West with its maturing
democratic institutions and that of Central andtBdtastern Europe which had to undergo 45 years
of communist dictatorship? If these two experienaesnot brought into a single, broad European
history, the European present becomes more diffiouinderstand, as Europeans will remain partial

strangers to one another, making communicatiorcangeration significantly harder.”

The objective of the CVCE covers three main aspeetsely:

* “the research, gathering, selection, processing disdemination of information on the
European integration process;

» the promotion of cutting-edge technology and thadshment of a point of reference in the
field of digital libraries;

» the exchange of information, experiences and ressuior the benefit of European citizens

and the world of education” (Centre Virtuel de lan@aissance sur 'Europe, 2009).

The main project of the CVCE is the developmenthef ENA knowledge base. ENA is the first
digital library of its kind and contains carefulbglected online resources documenting European
history from 1945 to the present day (further désed under 1.2). The CVCE is also working
towards creating the digital infrastructure for tmmow’s information society. The latter is closely

connected to the European Commission’s i2010 tiiga



1.2 THE EUROPEAN COMMISSION’S i2010 INITIATIVE AND TH E CVCE

The European Commission is one of several instmsti of the European Union (EU), an
international organisation composed of 27 Europeauantries known as Member States and
governing “common economic, social, and securitijcps” (Encyclopaedia Britannica, 2009). In
March 2000, the European Council agreed that by Zirope should be “the most competitive and
dynamic knowledge-based economy in the world, dapab sustainable economic growth with
more and better jobs and greater social cohesiBafopean Parliament, 2000). This agreement is

known as the Lisbon Strategy, also called the lnshgenda or Lisbon Process.

Building on the Lisbon Strategy and specificallyaasesult of fundamental changes in technology,
the European Council proposed a new strategic franrlecalled “i2010 — A European Information
Society for growth and employment”, an initiativétwthree focus areas, namely to provide policy
guidelines to create a single European informasipace; to support ICT research investment as a
major economic driver; and to extend the Europealnes of inclusion and quality of life to the
entire information society (European Commissiofodmation Society and Media DG, 2008). The
i2010 strategy combines all EU policies, initiasvand actions aimed at boosting the development
and use of digital technologies, also called infation and communication technologies (ICT), in
everyday life, including the working environmentdaprivate lives of individuals in the European

Union.

Included among the i2010 policy guidelines for Evgopean information society in the years up to
2010 is the digital libraries initiative. This peajt aims to provide easy public access to European
information assets, including European multicultarad multilingual heritage, by applying modern
technologies and business models. The digital igsainitiative has three main criteria, namely
online accessibility, digitisation of analogue eclions, and preservation and storage (Commission
of the European Communities, 2005). The librameaseums and other information institutions in

Europe, including the CVCE, have been eagerly medipg to this initiative.

To understand the CVCE'’s efforts to align itseltiwihe i2010 strategy, it is necessary to describe
ENA in more detail. ENA can be described as “a thierdigital library on the history of European
integration” (Brangier, Dinet, & Eilrich, 2008) wdti aims to provide comprehensive, easily
accessible online information concerning Europe&stage for European citizens. According to the

2



CVCE (2009), ENA is a “guardian of Europe’s hergagand is “aimed at students, teachers,

researchers and all those interested in Europsagass’

ENA is a unique digital library in terms of its cptax integrated approaches to gathering its
multilingual information resources (currently o000 items) through the cooperation of several
European partners and the CVCE’s own research awlapment efforts. The information

resources include items such as photos, treatiesrdcordings and press articles. The first online
version of ENA was launched in 2002 via the inteafeer prototypes in CD format. The main steps
in the development of ENA’s content are the gatigedf information in regard to European history,
the processing and integration of these resourtesENA, and the exploitation of the information.

In addition to the steps mentioned above, Back@®Gp also adds quality control and network

cooperation as important aspects of ENA’s developme

Since ENA has been launched on the internet, itde@®me recognised as a leader on European
historical information by many organisations in lemxbourg and nearby countries. To at least keep
this position and to work towards a more prominehe in the European Union and globally, the
future development of ENA needs to encompass ngiatiechnologies. This will not be possible
without the CVCE aligning itself to the i2010 s&gy, as well as embracing the Delos Digital
Library Management System (DelosDLMS). DELOS isework of excellence on digital libraries
and DelosDLMS’ main goal is to provide a prototypé a next-generation digital library
management system (Schek & Schuldt, 2006). DelosBuMI be further discussed in chapter 2.

The CVCE team continuously tries to find the bestysvto improve ENA by inter alia seeking

feedback from its users. Feedback has been sethredgh several surveys which have been
conducted over the past few years. The online suofe2005 was carried out by the CVCE’s

Department of Communication and focused on usageMNA in general (Centre Virtuel de la

Connaissance sur I'Europe (CVCE), 2005).

One survey in particular took place in 2008 asmalmoed study between the CVCE and researchers
from the University of Metz in France. It was ardepth study determining users’ attitudes toward
using ENA via a focus group interview approach. Tisers were selected from the major user
groups of ENA, which include researchers, infororatscientists, journalists, historians, teachers,

students, efficiency experts, politicians, compuwegineers, etc. The study findings were analysed

3



according to seven functions, known as the sevenfuActions of digital libraries: Archive
resources, Accredit the information, Actualise kiemlge, Analyse the data, Affirm an identity,
Associate, and Animate (Brangier et al., 2008).sEh&even functions provide a basic understanding
of the future development criteria in terms of baklie ENA content required and its users’

participation.

The above-mentioned studies focused on the end-wdea digital library. In other words, they
researched the digital library’s users who intexaith the digital library’s information interfacét

is necessary to define the different types of eperaito provide the context for the present study.

1.3 END-USERS OF A DIGITAL LIBRARY

A digital library (DL) provides DL services in reame and cannot exist without users, because it is
built in order to serve its community. Over time tthefinition of a library user has expanded so that
today it does not only include the physical commupif users, but the virtual community as well.
The term end-user may refer to an individual useweral users, a community or even a global
community in this digital age. This study focusesdigital library users accessing digital library

services via the internet rather than visiting ggotal library in person.

According to the DelosDLMS (Candela, Castelli, Bedoannidis, Koutrika, Meghini, et al., 2007)
there are various types of users, referred to tmwsamamely digital library (DL) end-users, DL
designers, DL system administrators, and DL apiiinadevelopers. The DL end-users are divided
into content creators, content consumers and idrar These latter three are simply known as

content producers and consumers, with the samdepefipn playing both roles.

Figure 1.1 on page 6, entitled “Intelligent multiiee ecosystem for the digital information age”,
was created by Le Brun and Sillaume (2007) andaxplin visual form the role of content
producers and consumers in a DL. This figure prssére close interaction between DL end-users
and the content producers and creators in todagitatdinformation age. The previous passive role
library users played in the creation and develogneéribrary services is nhow something of the
past. Current DL end-users play a vital role inufatdevelopments of DLs and their input and

feedback in regard to DL requirements are not toigmored. Sidestepping the opinions and



perceptions of DL end-users might end a DL’s pesitrating as a user-friendly and current

institution serving the needs of its users.

The viewpoints of DELOS and the models of Le Brud &illaume can be linked to the nature of
the CVCE'’s users, who consist of two main user gspnamely users who consume the DL’s
information, known as front-end users, and those ereate the content of the DL, known as back-

end users. The latter are also the experts ofitfezeht DL fields of this particular library.

The CVCE's digital content creators have speciallifjoations which are quite different from other
digital libraries’ content creators, who mostly deto provide existing information through their
digital libraries. The CVCE content creators, oa tther hand, consist of:
» researchers with extensive knowledge about E@mopéstory and events;
« translators responsible for translating documemtis European languages such as French,
English, German, Dutch and Italian;
* legal advisers, who collaborate with the reseanshegarding intellectual rights to publish
the documents;
» the graphic designer, who designs animated dostane
« the audio-visual engineers, who process the matlia documents before they can be
embedded into the digital library; and
» other supportive partners such as the IT spstsalind the study group, whose work is to

find the best methods to improve the digital lilgrar the long term.



FIGURE 1.1
INTELLIGENT MULTIMEDIA ECOSYSTEM FOR THE DIGITAL INFORMATION AGE
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1.4 PROBLEM STATEMENT

The surveys conducted by the CVCE since 2005 amdy described in 1.2 of this study were
aimed at the front-end users of ENA. In order igraRENA to the European Commission’s i2010
strategy, as well as for the development of the méggrated content creation system envisioned by
the CVCE (further discussed in chapter 2), it Wil crucial to also investigate the opinions and/or
perceptions of the DL content creators as back+esets in regard to their tasks relating to the

development of the DL.



Whereas the aforementioned studies focus on th@srefethe front-end users, the literature reveals
that there has only been one study completed biclki{2008) focusing on the needs of the back-
end users. In his study, Eilrich investigates 22CEVstaff members’ use of the ENA Content
Management Database (ECMD). These include the HeflaDgpartment as well as the Director of
the CVCE. Eilrich’s study provides some understagdof these members’ responsibilities in
general. For instance, an example of his studyrfgslis that the Director leads the CVCE; oversees
the organisation’s strategies, management, teamvamdk strategic guidelines; and maintains
relations amongst the CVCE departments and with gtekeholders. One of the research
participants, who is responsible for the Rechereh®éveloppement Technologique department
(Research and Technological Development, refeweastRTD), called for better development of
ECMD’s services and features to reduce the techpicgblem areas and serve the users better.
Although the study brought up interesting point&ré is still insufficient information on how these
CVCE members are performing their tasks in ordexctieve their goals.

This study will conduct further investigation intbe tasks of ENA’s content creators to enhance
understanding of their needs vis-a-vis the ECMDI,taghich is currently used for creating
information on ENA.

Against this background the main problem of thiglgtcan be stated as follows: to analyse the tasks
of the DL content creators in regard to a Europg2an

The relevant sub-problems can be defined as th@fimlg research questions:

* What are the current tasks of the DL content credioth directly and indirectly involving
ECMD?

» According to the DL content creators, what are dbtcomes achieved in performing their
tasks?

* What recommendations are put forward by the DL eaintreators in regard to their tasks
and activities?

* What functionalities or features should be incogped into the future DL content

management system for the content creators’ tasks?



1.5 RESEARCH METHOD

For this study, a task analysis (TA) approach heenbselected as the research method. The TA
method supports a number of specific research igebs to help the researcher collect and organise
data. This data format facilitates the making eeaech judgments and/or design decisions (Kirwan
& Ainsworth, 1992, p. 1).

There are several TA techniques; hierarchical tas&lysis (HTA) was selected for this study
because the end-product of this hierarchical deositipn of a task shows clearly the subtasks as

well as the link(s) between various subtasks.

The following steps were taken to conduct the Tée(gble 1.1):

TABLE 1.1

THE STEPS IN THE HTA

Steps in research Activities

Step 1 Background information was studied in regard to:
Literature study » Task analysis studies in libraries with specific

focus on DL content creators
» Task analysis in general and HTA specifically
since its introduction in 1967
* The history, current organisation and objectives

of the CVCE, including any evaluative studies of

ENA
Step 2 The target group:
Selection of target group e Comprises eight CVCE members including five

researchers, two translators and one legal adviser
* Was selected based on advice from CVCE

members




Step 3 * Develop a questionnaire to use as a guideline for
Data collection interviews
» Install software called Camtasia Studio to record

the interview participants’ computer screens| as

well as their voices

Step 4 * Review the screen recordings and take notes of
Data analysis the steps of tasks
» Draw up a diagram for each task using software

called Inspiration

* Analyse and interpret the findings in the form af a

table
Step 5 * Write up research findings
Document research study * Make conclusions and recommendations

1.6 TERMINOLOGY

Digital library (DL)

There is no universally accepted definition for teem ‘digital library’ at this stage. Some authors
define digital libraries as focused collectionglifital objects such as video clips, photos, grapbs
well as the methods for the selection, organisatinaintenance, accessing and retrieval of these
digital objects (Witten & Bainbridge, 2003, p. xXvi

For this study a DL can also be described as systkat are composed of diverse parts and yield a
highly diversified functionality. These systems lude digital objects, “metadata repositories,
reference-linking systems, archives, and contemhigidtration systems (mainly developed by
industry) [and] complex systems that integrate advancedallibjfirary services (mainly developed
in research environments)” (Candela, Castelli, d;elmannidis, Koutrika, Meghini, et al., 2007, p.
13).

Digital Library Management System (DLMS)
To define a DLMS the definition of Candela, Castdterro, loannidis, Koutrika, Meghini, et al.,

(2007, p. 17) will be used: “A generic software teys that provides the appropriate software
9



infrastructure both (i) to produce and administ®igital Library System incorporating the suite of
functionality considered fundamental for Digitalbkaries and (ii) to integrate additional software

offering more refined, specialised or advanced tionality.”

Virtual community

The term “virtual community” is also referred to asline community or e-community. This
consists of a group of individuals who interacotigh a variety of electronic communication media,
such as email and e-newsletters, as well as instassages. People in the virtual community might
have met face-to-face or not at all. “Many means ased in social software separately or in
combination, including text-based chatrooms andirfar that use voice, video text or avatars.
Significant socio-technical change may have reduitem the proliferation of such Internet-based
social networks” (Wikipedia, 2009).

1.7 CHAPTER DIVISION
In this study the chapters are presented as follows

Chapter 1 - Introduction

Chapter 2 - The DL content creators in context
Chapter 3 - Research methodology

Chapter 4 - Research data

Chapter 5 - Conclusions and recommendations

1.8 SUMMARY
Focusing on the ENA project of the CVCE, this stedyleavours to investigate the tasks of the DL
content creators. The investigation is exploratand descriptive in nature, although various

research techniques, such as interviews and ayswareemployed.

This study tries to increase the available knowdedy regard to the creation and continuous

development of a European DL in general, and mpeeiBcally the tasks of DL content creators.

To understand the context of the DL content credtae next chapter offers an overview of the

current DL environment.
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CHAPTER 2
THE DL CONTENT CREATORS IN CONTEXT

2.1 INTRODUCTION

Over the past 10 years (3 years as a workgrougaBsyas a Thematic Network and 4 years as a
Network of Excellence), an organisation known asLDE Network of Excellence on Digital
Libraries (further referred to as DELOS) and paftigded by the European Commission has played
a major role in establishing a research communitydigital libraries in Europe. The CVCE is a
partner of DELOS (DELOS, 2009), and due to thigrmaship, the CVCE’s digital library (ENA) is
aligned to the DELOS Digital Library Manifesto. Shmanifesto constituted a springboard for
further research into a DLMS reference model theduited in The DELOS Digital Library
Reference Model (version 0.98) (Candela, CastElirro, Loannidis, Koutrika, Meghini, et al.
(2007, p. 16). Therefore, to understand the contéxthe DL content creator, the CVCE, it is
necessary to briefly explain the DELOS Digital laby Manifesto, and specifically the views on

content, users and functionality contained therein.

The term“context” can be understood at many levels, butr@htbe DL content creators of the
CVCE are concerned, it will also refer to the positof a DL content creator in the CVCE’s
structure and his or her tasks as content creatated to ENA. Although the DL content creators’
responsibilities focus on the creation of the conef ENA, they are simultaneously active users
(back-end users) of their own DL, namely ENA. Taspect of their work environment will also be

covered in this chapter.

2.2 DELOS DIGITAL LIBRARY MODEL
It has been said that the DL discipline is fairbupg compared to other disciplines. Over the past 1
years, stakeholders have sought by means of senem@arch projects to develop an appropriate

definition of a DL and describe the functions ddla.

As one of the above-mentioned stakeholders, DELO®lucts a joint programme of activities,
subsumed under its Information Society Technologtesgramme (IST), mainly with a view to
integrating and coordinating the current reseaffdrte of European research teams working in DL-

related environments. The main goal of DELOS (2089)o develop the next generation of Digital
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Library technologies, based on sound comprehernber@ries and frameworks for the life-cycle of
Digital Library information.”

DELOS published The Digital Library Manifesto in @) encapsulating all potentially viable
research perspectives on digital libraries in Earapd further afield, thus establishing a platform
from which to facilitate the integration of DL reseh and promote the development of appropriate
DL systems (Candela, Castelli, Ferro, Loannidisyti&a, Meghini, et al., 2007, p. 16).

This manifesto introduces the digital librariesuanse, a three-tier framework consisting of the DL
itself, the digital library system (DLS) and thegidial library management system (DLMS). A DL
and a DLMS are described under 1.6 in chapter &.r€maining term in the three-tier framework, a
DLS, DELOS defined as a software system which iasddl on a (potentially distributed)
architecture and provides all functionality thateguired by a particular Digital Library” (Candela
Castelli, Loannidis, Koutrika, Pagano, Ross, et406, p. 8).

To develop DL systems in the past, specialised ougtlogies and techniques borrowed from a wide
variety of disciplines were used. This pragmatiprapch resulted in “a plethora of heterogeneous
entities and systems”, commonly referred to asitaidgibrary systems” (Candela, Castelli, &
Pagano, 2006). This phenomenon, as well as thetHattDLs change constantly as ICT evolves,
causes extreme difficulties for future DLS devel@mts in the light of current DLS applications not
usable in the future.

The six main concepts of the digital libraries w@mse represented in figure 2.1 below are content,

user, functionality, quality, policy and architeeuCandela, Castelli, Ferro, loannidis, Koutrika,
Meghini, et al., 2007, p. 19).
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FIGURE 2.1
THE DL UNIVERSE: MAIN CONCEPTS

| nsianiiaingl

Ewiunaw

Source: Candela, Castelli, Ferro, loannidis, KéatrMeghini, et al., 2007, p. 19

Of these six core concepts, only content, userfandtionality are of immediate concern to this

study. These will be briefly outlined below.

2.2.1 Content
The DL content creators are responsible for thatwe of the content of a DL. As mentioned
earlier, the content includes all data and inforamaheld by the DL, ranging from electronic text to

video clips. The content is selected and gatherdéddused collections made available to users.

2.2.2 User

The user concept refers to the actors (any ettitgnan or not) allowed to access and interact with
the DL. The relationship between the DL and ther iséhat the former acts as the information
medium and supports the latter when they need mswuoe information from and/or create new
information for the digital library (Candela, Cd8teFerro, loannidis, Koutrika, Meghini, et al.,
2007, p. 19-20).

The user domain “represents all the entities tmatexternal to a Digital Library ‘system’ and
interact with it, that is: humans, and inanimateitis such as software programs or physical

instruments” (Candela, Castelli, Ferro, loanni#isutrika, Meghini, et al., 2007, p. 39). Therefore,
13



in order to represent the concept of “user” inwider context, the term has been replaced by the
word “actor” in the DELOS Digital Library Referendeglodel. According to the explanation
provided, a user (or an actor) can have differenie’s” depending on circumstances. The actor roles
have been divided into the following categories:ndiuser, DL Designer, DL System
Administrator, and DL Application Developer” (Camae Castelli, Ferro, loannidis, Koutrika,
Meghini, et al., 2007, p. 40).

The end-user, who is particularly relevant to thetext of this study, subsumes the content creator,
the content consumer and the librarian (Candelste@ia Ferro, loannidis, Koutrika, Meghini, et,al.
2007, p. 40). The term “content consumer” descritfes Role of the Actors that access the Digital
Library for the purpose of consuming its Resouraesjally Information Objects, through the
available Functions” (Candela, Castelli, Ferronludis, Koutrika, Meghini, et al., 2007, p. 88). In
other words, an individual who searches (usesehech function of a DL) to access DL content or

an external subscription service receiving DL cohtee examples of content consumers.

The DL content creator, the actor providing new/andpdated DL information to be stored in the
DL, may also be human or non-human. For examplke,0bh content creator may be a person
creating new documents for a DL collection or atemal program that automatically converts
artefacts to digital format and uploads them tolhe(Candela, Castelli, Ferro, loannidis, Koutrika,
Meghini, et al., 2007, p. 88-89).

According to The DELOS Reference Model for Digithibraries (Candela, Castelli, Ferro,
loannidis, Koutrika, Meghini, et al., 2007, p. 8®)¢ librarian, the actor managing the DL resources

(including information objects and end-users)his ¢urator of the DL content.

2.2.3 Functionality
The notion of functionality in the DL universe refego the services of a DL offered to individual
users or groups. The minimum range of servicesagddrom a European DL should include new

object registration and search and browse functions

Candela, Castelli, Loannidis, Koutrika, Pagano, fRat al. (2006, p. 11) also mention that,
“depending on the particular needs of its commuaftysers and/or the information it is aimed to

manage”, the specific DL may offer a variety of giddhal functionalities to serve its users.
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There is a strong link between the users (indiMglugroups and other actors interacting with the

DL) and the services or functionality a DL providése content consumed by the users). Figure 2.2

below clearly shows the relationship between theseparties within the DL ecology. Each of the

four aspects shown in this figure, namely commuyrabntent, services and technology, need to be

included when the impact of a DL is evaluated.

The DL content creator as seen in the CVCE wiltliseussed in 2.3 against this context established

Identifies
need for...

by DELOS.
FIGURE 2.2
THE RELATIONSHIP BETWEEN COMMUNITY, CONTENT, SERVIES AND
TECHNOLOGY
Community
e.g. suitability of and how dl is used in the work environment and attitudes
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Used by... Methods used: OnlinC:gngl;r;I}KAaking questionnaire
Sense-Makina interviews
Created
by...

 Digital Library
! Impact

e.g. knowledge/attitude changes,
behavioural changes, dissemination of
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Evaluation

Methods used:
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questionnaires

Influence Enhances...

development
of...
Provides
access to...

Technology

e.g. usage analysis, search keyword
analysis, pathway analysis, usability
Methods used:

Web logs
Online questionnaires

Source: Madle, Kostkova, & Roudsari (2008)
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2.3 THE CVCE EMPLOYEES AS DL CONTENT CREATORS

The employees of the CVCE, a Luxembourg-based @uiistitution, are specialists from
multidisciplinary fields. Each staff member prowdskills in order to achieve the same aim — to
promote and distribute information about Europeotigh various activities such as research,
information gathering, selecting, organising, dregtdigitising, formatting, translating, subtittjn
copyright managing, metadata integrating, and meitia managing (CVCE, 2009). The end-
product of their work-related activities providegtrquality, user-orientated DL services and

functionalities.

At the time of this study (March to June 2009)sttRsix permanent staff members, as well as a
varying number of temporary and freelance employe&se deployed in the eleven units of the
CVCE. The units are:

» Direction (Management)

e Comité de Coordination (Coordinating Committee)

» Unité Recherche et Coopération Scientifique (Acaddédesearch and Cooperation Unit)

» Service Traduction (Translation Department)

» Service Documentation (Documentation Department)

» Service Développement et Production IT (IT Develeptrand Production Department)

» Service Informatique (IT Department)

» Service Administration (Administration Department)

» Service Affaires Juridiques (Legal Affairs Departit)e

» Service Communication (Communication Department)

e Groupe d’études (Study Group) (CVCE intranet, 2009)

The DL content creators are mainly deployed in“theité Recherche et Coopération Scientifique”,
part of the Research and Content Development Sedlus section comprises a range of specialists
from various disciplines such as history, law, jmlism, political sciences, librarianship and
translation. According to the CVCE annual repor2604 (CVCE, 2004, p. 25), those involved in
producing the ENA DL represent a total of 15 difer professions, including researchers, IT

specialists, a graphic designer, intellectual prigpexperts, etc.

The Research and Technological Development Seciioeiuding the IT Development and

Production Department and the IT Department, péysnportant role in supporting the DL content
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management and distribution, especially the mulfimecontent in terms of the development of
software solutions. The activities of this secteme especially crucial for developing a technical
platform for ENA (CVCE, 2009).

The DL content creators mainly have to create Dhteot, but the mandate includes active use of
their own DL as back-end users.

2.4 THE CVCE USER CONCEPT
The CVCE's user concept is in line with the DELO®jial Library Reference Model (version
0.98). According to the CVCE there are two mainrsisd¢ ENA:

* Internal users are the DL content creators, playing significasles in creating, updating

and maintaining digital information on ENA. Theyncalso be calleback-end users

» External usersare the content consumers or fhent-end users the target of ENA. They

include teachers, students, researchers, histoaadsso on.

To deliver a more effective service, the CVCE gates feedback from its external users, the DL
content consumers, through surveys. As noted iptehd, this feedback, as well as communication
opened up through Web 2.0, helps the DL conterdtars to receive input from external users in

regard to the current functionality of ENA. Thisakso a way external users can make known their

DL needs and requirements to the DL content creator

2.5 THE CVCE THEMATIC DIGITAL LIBRARY

ENA is the CVCE’s thematic digital library and isthe heart of the organisation’s activities. ENA

was the first digital library on the history of tl®ropean integration process. According to the
information presented on the CVCE websitev(v.cvce.l), ENA was first developed as a project in

1996. In 1998, it became a prototype on CD-ROM teefeeing established on a website two years
later and gradually developing its first online sien since then. The project phase in 2003 offered
ENA'’s users two versions, respectively known as BbBdemic and ENAfree. The former version

was given to various institutions and universitiesbe installed for their internal users, or was
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installed as an interactive terminal. The lattessvaacessible online, although it was incapable of
providing full features and applications (CVCE, 20®. 17). The following year, 2004, another
milestone was reached in the development of ENAwdreofficial new online version of ENA was
launched publicly. This year was also marked byvik# of His Royal Highness (HRH) the Grand
Duke of Luxembourg to the CVCE.

Since 2004, ENA has undergone continuous developthento research supporting the creation of
appropriate DL policies and technological change&NA. For example, in 2005, more features
such as the Album module, the quality control ictre print function, a new format for film
recordings, and the presentation of tables, patsjpod facsimiles were added to ENA to satisfy
front-end user needs. At the same time, DL contienelopment was increased (CVCE, 2005, p.
27). The exceptional hard work of the CVCE teanulted in the release of ENA2 in 2006. This
new version of ENA was more dynamic, containing iaoreased volume of documents and
interactive content. For example, the new modulie@¢&NA & Education presented opportunities
to front-end users in education to share theirsdead suggestions with colleagues (CVCE, 2006, p.
5). See alsbittp://www.cvce.lu/obj/download/fr/Fevrier%202006260%2018. pdf

Development of ENA continued and in 2008 the CV(@&Eladred that a new version of ENA would
be launched in 2010 in line with the i2010 digiidkary initiative of the European Commission.
The new version of ENA would incorporate technodsgsuch as Web 2.0 (CVCE, 2006, p. 3).

2.5.1 Content of ENA

ENA includes information about European history nfromultiple sources and presents the

information in several formats (text, video climusd clip, synopsis, press article, treaty, letter,

expert contribution, interactive map, interactivagilam, photo, cartoon, facsimile, passport, table
of text, table of figures, etc.) and in multiplen¢gmages (French, English, Spanish, German, Dutch,

Portuguese, Italian, etc). All the digital docunseate protected by copyright.

As noted in chapter 1, ENA focuses on Europeartyisespecially from 1945 to the present day.
The DL content also includes sectoral, ideologigalgraphical and linguistic aspects of European
history and current events (CVCE, 2009). The infation available on ENA is presented under six
main headings (see figure 2.3):

* Home (provides an introduction to ENA, new mateaiadl press material);
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» Historical events (comprises material on landmaukoBean events dating from 1945 to the
present);

* European organisations (provides information alsewtral organisations in Europe);

Special files (created jointly with the CVCE's peats for specific research areas);

Interviews (highlights people involved in histodieaents within the European context); and

ENA & Education (provides useful material for temghand learning on selected European

themes).

Other useful applications on ENA:
» Album (displays the albums produced by the ENA teamd allows ENA users to produce,

manage and share their own albums);

Media library (presents the material according tedia format as mentioned in the first
paragraph under 2.5.1)
» Thesaurus (presents documents used in ENA accomweyious subject headings);

* Glossary; and

Further reading (provides a list of themes, eachtaining a bibliography of relevant

documents).
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FIGURE 2.3
THE EUROPEAN NAvigator (ENA) HOMEPAGE
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All categories and applications are constantly vgoieg further development. The material is
carefully selected from historical and current sesr The editorial process ensures that the miteria
and information objects reflect the true naturehef historical European issue or event. Many new
documents added to ENA were previously difficulattress, unusual in nature, and/or unpublished.
Material is selected for its relevance or if it chnng particular added value to a subject. For
example, the European Organisation’s section cosmtai wide range of information about the

European institutions from a historical and legelwpoint.

The creation of synopses and interactive documsoth as maps, diagrams and tables was

incorporated into ENA to support its intended ediocel function. Documents are either presented
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in their original format and/or as excerpts fronrmdodocuments. Relevant documents have been

translated by the CVCE’s Translation Department.

2.5.2 ENA CONTENT MANAGEMENT DATABASE (ECMD)

The ENA Content Management Database (ECMD) was lopsd by the Research and
Technological Development Department (RTD) on amtaintent management platform known as
Multimedia Content Explorer (MCE) for the full oné version of ENA which was established in
2004.

ECMD provides effective ways to achieve varied sndractive content dissemination for academic
purposes on the internet. Its online applicatiodd &alue to the multimedia and multilingual
materials in particular. ENA was claimed to be ohg@ust a few web-based applications that feature
a Rich Interface Application (RIA). The basic ptath chosen for MCE is Flash MX, which is a
useful tool to support the dissemination of inték@ccontent such as text, photos, maps, diagrams,
cartoons and audio and video streams. Since 20@E Mas undergone constant development.
Many features have been added to satisfy the refeldsIA users. The ENA search engine is based

on Eurovoc thesaurus, a new version of which waedniced in 2004 (CVCE, 2004).

The following information about ECMD was obtainewrh discussions with a key developer
charged with the development of ECMD from beforeAEWNas first launched on the internet (D.

Jacquet, personal communication, June 26, 2009).

Two databases with different interfaces are conbimgthe system structure of ECMD (see figure
2.4). Database 1 contains all the information ipoocated into ECMD via the ECMD interface.
Database 2 receives publishable information for ENifxce not all created documents are uploaded
into ENA because of the copyright process or a rtingrworkload that cannot be completed within
the timeframe, the created documents are stor&hiabase 1 and only the documents with status
“Disponible” (meaning available) are transferredD@tabase 2. This transfer process takes place on
a weekly basis, which means that information on E&lApdated every week as well.
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FIGURE 2.4
CURRENT ECMD SYSTEM MODEL
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The CVCE is redeveloping ECMD to bring it in lingtkvthe latest trends in DL technology. The

figure below represents mooted ideas for the ptefenew ECMD.
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FIGURE 2.5
FUTURE ECMD MODEL FOR THE CVCE
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The new ECMD will have only one main database, whadl users of this DL can contribute their
information into the system. However, besides thering system installed on the internal users’
side to allow only appropriate information to bébfpshed on the DL, there will also be mechanisms

to prevent the chaos that could ensue from thersityeof sources of information.
The current ECMD functionality is divided into wiogs. This system of windows is shown in

figures 2.6 and 2.7. Both diagrams are the samd]ifferent in perspective. A short description of
each of the windows follows:
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FIGURE 2.6

THE ECMD WINDOWS: A LOGIC DIAGRAM
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FIGURE 2.7
THE ECMD WINDOWS: A THUMBNAIL DIAGRAM
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Connection

After a user connects to ECMD from his or her cotapygwhich must be located at the
CVCE), a connecting window appears requiring a nsene and password to enable access
to the system. Rules governing access vary depgrafinthe responsibilities of the person
concerned, meaning they are only allowed to modiffaiin the confines of their specific job
descriptions.

Documentary resources
This window shows the tree structure of the DL, ahallows the content creators to browse
through the topics, search for specific documeatg] manage the resources during the

management processes.

The left-hand side of this window shows the treacitire (see above) while details about a

specific document selected from the left-hand megopear on the right-hand side.

iii. Objects

A list of the different object types is presentedthis window. An object type can be
selected to access further processes such as isggaraieating and updating documents for
that particular object type.

Object worksheet
This window appears after an object has been seleGhe content creators carry out their
work on a document in this worksheet.

. Copyright worksheet

The copyright worksheet is where the legal advisesert information about a specific
copyright holder.

Default copyright settings

This worksheet is operated by the senior legal smivio set the default value for various
object types.

26



Vi.

Vil.

viii.

Technical-legal worksheet
This worksheet is used for setting specific infotioraabout a document, which will depend
on the publishing terms agreed between the copyhiglder and the CVCE.

Bibliographical references
This worksheet is completed by a researcher whatesea document. It contains the

bibliographical details for that document.

Further reading
This section is where the content creators givéhéurbibliographical information to the

ENA end-users based on relevant subjects providdeNA.

Advanced lists

When the content creators want to seek specifiernmtion based on their own areas of
interest they will use this functionality and sel¢ke information that they wish to be
displayed.

Search
The search function helps the content creatorsntb ihformation based on their needs by

using free keyword search.

Quick search
The quick search function is provided in the bigtaphical worksheet in order to access

immediate information for a specific type of objdateeded.

. Glossary

The glossary provides definitions of vocabularyduse content creation.
Translation of terms

This is a list of terms used in ENA and their ttatiens into various languages, which can
be selected from a drop-down menu.
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Xi. Quality control
This window is used by the content creators to sEmdils from a specific document. The
email received by the recipient will show the doemt’s number so that the recipient can
retrieve the document from ECMD.

The above basic information about ECMD is considesafficient to explain the main concepts of
the ECMD. However, there are many more functioealitvithin ECMD which can be used for

various purposes depending on the content creagsponsibilities.

It is necessary to mention that the wovdadow andworksheet refer to the same concept and are
used interchangeably in this stufyindow tends to be the preferred term where an operatioars
infrequently (e.g. the default worksheet for coghitimanagement), whereasrksheet is often used
where information is input frequently (e.g. a texbrksheet for translation processes). This

distinction will become readily apparent in chaptarhere the research data is presented.

2.6 SUMMARY

This chapter has provided background on the CVGHdgtal library, ENA, and its content
management system, ECMD, together with its relattonthe DELOS model and specific
information on the users, services and functiopafitorder to emphasise the importance of those
elements to a digital library. The users who foh@ subjects of this study are the content creatiors
ENA. This idea of user as content creator diffexarf the usual DL concept of user as mere
consumer. It is one of the notions of users, asracbutlined in the DELOS model.

The research methodology employed in conductingsthey under review will be discussed in the

next chapter.
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CHAPTER 3
RESEARCH METHODOLOGY

3.1 INTRODUCTION
To explain the research methodology followed is 8tudy, it is necessary to describe task analysis
(TA).

Historically, TA emerged from the field of sciemtiilmanagement (Taylor, 1911, as cited in Crystal
& Ellington, 2004). Taylor, who formulated the tmgpclaimed that managers should pay attention
to empirical evidence in order to found strong wagstems in an organisation. Crystal and
Ellington continued to investigate the use of TAother disciplines. The focus shifted to the fiefd
psychology, and especially industrial psychologyhia later period. TA by this time was used more
to support systems design. “As applied psycholegistd system designers dealt with ever-more
complex tasks and supporting systems to incredsmeaty and productivity, they began to search
for more rigorous, systematic, and cost-effectinalyical techniques” (Crystal & Ellington, 2004).

The practice of Human-Computer Interaction (HCI3 kanerged as a result.

The areas in the system where TA can be applietuidacallocation of functions, person
specification, staffing and job organisation, taamkd interface design, skills and knowledge

acquisition, and performance assurance (Kirwan 8sijorth, 1992).

3.2 WHAT IS TASK ANALYSIS?
There are various definitions for the term tasklysia. One of the more well-known definitions
originated from Kirwan and Ainsworth (1992, p. JAccording to these two authors, TA is
supported by
“...a number of specific techniques to help the astatpllect information, organize it, and
then use it to make various judgements or desigisidas. The application of task analysis
methods provides the user with a ‘blueprint’ of laiminvolvements in a system, building a

detailed picture of that system from the humangeatve”.

In the definition of TA provided by the Nationalskitute for Occupational Safety and Health

(NIOSH) Mining Division (2008), the use of TA isedrly described as
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“...any process of assessing what a user does and sty by step, and using this

information to design a new system or analyze astiag system. The term task analysis

refers to a methodology that can be carried outniany specific techniques. These

techniques are used to describe or evaluate tleeastions between the humans and the

equipment or machines. They can be used to makeembg-step comparison of the

capabilities and limitations of the operator witle requirements of the system. The resulting

information is useful for designing not only equigmh, but also procedures and training.”

Hugo’s (2000) description summarises the infornmaiiéd generates under three points, namely:

* The step-by-step tasks employees perform
» The resources needed to perform this task

» The knowledge deemed necessary prior to the task

According to Kirwan & Ainsworth (1992), TA technigs fall into five areas, namely:

1) Task data collection techniques

2)

3)

Activity sampling (observation based)
Critical incident technique (subject based)
Questionnaires (subject based)
Structured interviews (subject based)

Verbal protocols (subject based)

Task description techniques

Charting and network techniques
Decomposition methods
Hierarchical task analysis

Link analysis

Operational sequence diagrams

Timeline analysis

Task simulation methods

Computer modelling and simulation
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» Simulators/mock-ups
» Table-top analysis

» Walk-throughs and talk-throughs

4) Task behaviour assessment methods
» Barrier and work safety analysis
* Eventtrees
» Failure modes and effects analysis
* Fault trees
* Hazard and operability analysis
* Influence diagrams

» Management oversight risk tree technique

5) Task requirement evaluation methods
» Ergonomics checklists

* Interface surveys

In-depth details regarding these techniques aré evgllained in ‘A guide to task analysis’ by
Kirwan & Ainsworth (1992), which gives details altothe advantages and disadvantages of

choosing these data collection techniques togettiercomparisons of all the techniques.

3.3 HIERARCHICAL TASK ANALYSIS (HTA)

Annette and Duncan state that HTA, one of the wayapproach TA, originated in 1967 and was
first used in the evaluation of the needs of orgational training (as cited in Crystal & Ellington,
2004).

HTA can be defined as “...a process of developing@scdption of a task in terms of operations —

things which people do to attain goals — and plassatements of conditions when each of a set of

operations has to be carried out to attain an tipgrgoal” (Kirwan & Ainsworth, 1992, p. 105).
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HTA shows the relationship between tasks and skibtas well as the order in which tasks must

take place and system requirements (NIOSH Miningdinn, 2008).

Stanton (2006) mentions in his study that HTA “isoae ergonomics approach” and he declares that
it has proven itself by being used continuously deer thirty years in a variety of applications
including “interface design and evaluation, allematof function, job aid design, error prediction,
and workload assessment.” He also states that HAsAbleen constantly developed and improved

during the last 37 years, but that the originadéhguiding principles remained unchanged.

In HTA, tasks are described in terms of three n@incepts, namely tasks, task hierarchy, and
plans. Methods used to identify and categorisetdlsks include interviews, user observation, and
analysis of existing documents (e.g. manuals, decwation). The tasks are further divided

(decomposed) into subtasks, to the point wherebtask is allocated either to the user or the user

interface, thus becoming observable (Limbourg & 8edonckt, 2003).

3.4 ADVANTAGES OF HTA
The main advantages of HTA are:

» Itis a quick technique to gain insight into thegesses and procedures of an institution.

It helps identify crucial aspects of a processrocpdure.

» It provides a good overview of relationships betwte main tasks and subtasks.

» It makes the workflow of a task clear.

* It can be used to train a new employee in a task.

» It also helps to identify problem areas.

» It provides a context for further data gatherind amdelling design possibilities. (Kirwan &
Ainsworth, 1992, p. 117)

HTA is used in this study because firstly it hetpsdentify the tasks that the content creators are
doing and how they are doing them. Secondly it alsmws aspects that should be considered by the
system designer and the technological developneant bf the CVCE when the next version of the

content management system is developed.
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3.5 THE RESEARCH PROCESS
This section will describe the research methodidicg the research sampling, data collection, and

data analysis method.

3.5.1 TARGET GROUP AND SAMPLING

The target group of this study is the content ansatf the CVCE. It was decided to use purposive
sampling in order to obtain as much useful infoforatas possible. The purposive sample of this
study comprises five researchers (three histogearchers, one iconographic researcher and one
audio-visual researcher), two translators and @uall adviser. To orientate the researcher, the

organisational structure of the CVCE was providedvall as an overview of the tasks of the target

group.

3.5.2 DATA COLLECTION

To study the tasks of the content creators of EMferviews were used as the main data collection
technique, with observation as the secondary mednsollecting data. The data collection
techniques were guided by questionnaires develbygdtie researcher with input from the CVCE.
The questionnaire for the interview is semi-struetlin nature to keep the conversation between the
researcher and the interviewee consistent. Thetignaaire was therefore open-ended and very
broad. The intention of the researcher was to hsequestionnaire to collect basic background

information of each participant before drawing Hev/into the main discussion about their tasks.

A pilot interview was conducted with one participém test the questionnaire as a guideline, as well
as to estimate the total time needed to complétatalviews. The questionnaire can be viewed at
Appendix 1.

At the beginning of an interview, participants wasked to sign a form giving permission to the
researcher to interview the person, as well asbseiwve them while performing their tasks. This

form can be viewed at Appendix 2.
The CVCE's organisational structure, as well ad-fexcling visits to the departments where the

participants of this study are working, helpedrissearcher:

» to understand the work environment of the participa
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» to get an overview of the tasks performed at theCEVincluding the tasks handled by the
participants
* to be familiar with the basic interactions amongaléments, including the interactions

participants are involved in.

During interviews the DL content creators partitipg in the research did not only talk about their

tasks, but also demonstrated them when necesselarify a specific task.

The observation questionnaire is a guideline useanaaid in observing interviewees as they carry
out their tasks while commenting on them. This ole#on guideline form can be seen in Appendix

1 together with the interview guideline.

Observations were made of the tasks performed éydémticipants. It was important to record the
interview as well as the movements on the partidggacomputer screens while they were
performing the tasks. This helped the researcheevu®w the collected data for the data analysis

which formed the next step of the study.

Camtasia Studio recording software was used tordett® observation sessions. This software is
well suited for the purpose as it allows the userrécord simultaneously all aspects of the
observation such as voice and movements on a cemgerteen. Further information regarding this
software can be obtained from the TechSmith  Cotmsra website at
http://www.techsmith.com/camtasia.agme version used during the data collection waeea trial

30-day version. Camtasia Studio was installed ofaop and this was connected to each
participant’'s computer by remote assistance teclasiqto facilitate the recordings. The
technological equipment such as the laptop usethgiuhe interviews, cable lines, etc., was
provided by the technological team of the CVCE. Té®hnological expert who advocated the use

of the software assisted the researcher in comgetite laptop to the participants’ computers.

Each recording lasts approximately 1 to 2 hours fitme limit was set at no more than 1 hour 30
minutes due to the limit of memory space of thedppApproximately 30 minutes at the beginning
of each session was allocated for the installabbrthe equipment. The time set aside for the

interviews was used by the DL content creatorsetbopm their regular tasks of the day.
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3.5.3 DATA ANALYSIS
The results, which focus on the tasks of each Dhtextt creator, stem from the interviews and

observations described in 3.5.2.

HTA, a core ergonomics approach based on humarvioeinais ideal to analyse the results and to
present them in terms of the participants’ maikgasnd sub-tasks, also referred to as goals and sub

goals. The presentation is usually in text andan@rical format.

The steps followed by the researcher to analyseeputt the research data are as follows:

» After receiving the interview recordings, which weall saved in the same folder, the
researcher started to review and analyse them pramé. She made notes about the tasks
done by each participant and identified main tasks sub-tasks to be decomposed. A table
with five columns was used to orientate, capturd amanage the data emerging from
interviews and observations. The headings of the dolumns were: main tasks and sub-
tasks, DL content creator(s) involved, results fromerviews and observations,
interpretation and recommendations, and finallyaeks.

* The researcher then started the descriptive writinthe task decomposition as set out in
chapter 4. The hierarchical number scheme for HT Ahis study required every main task
and sub-task to be uniquely identified in decinmahfat, e.g. 1.0 for the first main task and
1.1, 1.2, etc., for the following sub-tasks.

» A software package namedspiration was found to be the best solution to easily regres
the decomposed task diagrams for each participdwetdiagrams are displayed in chapter 4.
Inspiration allows the user to transfer the diagrams to MS dMwcuments. The version of
Inspiration used for this study was a free 30-day trial verskurther information about this

software can be found dittp://www.inspiration.com/inspiration intlThis enabled the

researcher to complete the HTA.
» Before the final general observations and recommgms of chapter 5 were made, a CVCE

subject-matter expert was asked to verify the HE&amposition in chapter 4.

It should be kept in mind that HTA was never intethdo be the end-point in any analysis, just the
start. For this study, the HTA decomposition ingtiea 4 is not a complete in-depth presentation of

the DL content creators’ tasks, but it providedadfprm for further research.
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3.6 SUMMARY
The research methodology for this research, HTA,been described in this chapter. The research
processes, which include the research target,adéitection and data analysis, were also discussed.

In the next chapter, the results of the HTA decositmm will be presented in text and diagram
format.
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CHAPTER 4
RESEARCH DATA

4.1 INTRODUCTION

In the previous chapter an overview of the researctess (HTA) for this study was given. The
specific data-gathering procedures and analysibniquaes were also described. The results,
incorporating the recorded files from each pardois computer, the interviews and the

researcher’s personal observations, will now berilgesd in chapter 4.

The results are divided into three parts represgritie three categories of participants in thislygtu
namely researchers, translators and legal adviseesmain tasks of each participant in each of the
three groups will be decomposed and presented i ¢Hdgrams using Inspiration 8 IE software, as

well as in written format.

4.2 TASK DECOMPOSITION FOR THE RESEARCHERS

RESEARCHER: R1

R1 has been working for the CVCE for approximatBlyears. She has been responsible for
iconographic research since she first started dbeip 2002. She uses ECMD several times each
day.

TASK 1: ICONOGRAPHIC MANAGEMENT

1.0 Iconographic management
1.1 Images
1.2 Cartoons
1.3 Facsimiles
1.4 Receive a request from a researcher
The request can be sent by email or given to hperson.
1.5 Carry out research to look for the requested niarial
1.5.1 Search for the material from online sources

Some material such as images can be found at gotio®
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agencies.
1.5.1.1 Contact a source to obtain the material regred
Contact can be made by email or telephone.
1.5.2 Visit an archive or library to get the materal
1.5.3 Negotiate for the cost and conditions of theaterial
1.6 Receive the material
The material can be received in electronic forniatewnail or
physical format such as a paper image.
1.6.1 Save the file if it is sent via email
The file is saved in a received folder, which soashared with the
audio-visual engineers.
1.6.2 Check the primary information of the receivedmaterial
For example, if it is an image, it will be openadi program called
iView, which is image management software, in otdetheck the
details of the image when researching the metattatmsert into
ECMD.
1.7 Launch ECMD
1.8 Create a new worksheet
1.9 Fill in the primary metadata as known at the tme
1.10 Send a quality control email to the legal affes team for the copyright
1.10.1 Receive a permission email from the legalfairs team
1.10.2 Receive an email informing that the materiatannot be published in the
digital library
1.10.2.1 Keep a record of this special case in arpeular folder awaiting
further action to be taken by the legal team
1.11 Create a task for the audio-visual engineersxglaining the requirements for
processing the material
Task-sharing is done through the SharePoint platfeithin the CVCE's network.
1.12 Receive an email from an audio-visual engineafter the processing finished
This email is sent automatically from SharePoinerathe task is completed and
closed.
1.13 Open ECMD

1.14 Recall the worksheet number of the material
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1.15 Do further research for missing information réating to that material
The first metadata inserted about the materidhesprimary information such as the
title. At this stage the iconographer will do fuethresearch about the details of the
material such as names of people if it is an imadk people in. The subject and
bibliographic information will also be filled in.

1.16 Save the worksheet by attaching the object ib
There are two saving options - regular save and géth attachment.

1.17 Close the worksheet

1.18 Open the worksheet of the caption and title &m the table content of the digital

library structure

1.19 Insert a caption for that object

1.20 Save the caption worksheet

1.21 Send a quality control email to the historiamn charge of the object

1.22 Open the Excel file shared with the translatar

1.23 Complete information for the translation requet of the captions and titles

1.24 Print out the completed worksheet and keep ih a folder
The file folders are labelled according to the w@ilgiibrary tree structure.

1.25 Keep any original documents or material in falers as well
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1.0 Iconographic managexment

11 Inuages _ 12 Cartoons

1.3 Fassirniles _

1.5.1 Search fox the material
fiom onlite souses

1.4 Recefve a regquest fromn a researcher

1.5 Camy omt seseanch to look for
the recquested waterial

1,52 Visit an archive or
Iorary to got the material

16.1 Save the file ifit is sent via
email

162 Chec the privary
inforuation of the toceived material

1.5.1.1 Contact a soree to
cltain the Tuaterial equired

153 Negotiate for the cost and
conditions of the raterial

1.6 Receive the material

|
AJ

1.7 Launch ECMD

1.8 Create a rew workeheet

1.9 Fillin the prirary
Tetartsts as known at the tire

1.10 Send a quality sontrol
il t0 the logal afins teem
forthe copyright

110 Reseive @ permission excail
from the lgal afiis teara

Y

1.1 Create a task for the audio-

visual engineers explaining the

requirezuents for processing the
naterial

Y

112 Receive an ercai from an
andio-visual engineer after the
processing firishsd

1.13 Open BCMD

1.14 Recall the worksheet nuber
of the material

A4

1.10.2 Receive an eneail

inforeing that the waterisl

cannotbe published in the
digitl Horary

Y

11021 Keep azecord of this
special case in & particular foldey
aeiting frther action o e
teken by the legal tearn

1.15 Do farther research
uissing infomeation relating
waterial

Y

1,16 Seve the work!
attaching the cbjec

117 Close the worksheet

1.18 Open the worksheet of the
caption and title fiom the table
content of the digital lsrary
structure

1.19 Inserta caption i that object

1.20 Save the caption worksheet

121 Send & quality control exeel to
the Historian in charge of the object

1.22 Open the Excel file shared with
the trmshatars

123 Complete information for the.
translation equest of the captions

124 Paint out the completedd
worksheet and keep it in o folder

LJ

125 Keep any original documents or
atenial i folders as well
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TASK 2: QUALITY CONTROL

2.0 Quality control

v

2.1 Recere an ernail from a
historian responsible for a
particular theme in the digital
libraryr for a quality control check

Y

2.2 Check the docarent in the
intermal digital brarsy before the
docurnent is published on the public
wehsite

Y

2.3 Send an eroail to inform the
historian in charge after the
corapletion of the guality check

2.0 Quality control
2.1 Receive an email from a historian responsibleof a particular theme in the digital
library for a quality control check
2.2 Check the document in the internal digital libary before the document is published
on the public website
The checking criteria is title, caption, sourcepyrght, details embedded in some
images, etc.
2.3 Send an email to inform the historian in chargeafter the completion of the quality

check
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RESEARCHER: R2

R2 is a historian and member of the CVCE’s rese&eamn. He is responsible for research into
historical events. R2 has been working for the C@Eapproximately 10 years, so he has more
experience with the system used at the CVCE. He @syed a part in the team which developed
ECMD when the system was first created. One ofrh@n tasks, as demonstrated during the
interview session, is the organisation of the stnecof documents in ENA. He uses ECMD every

day.

TASK 1: ORGANISING THE DIGITAL LIBRARY’S STRUCTURE

1.0 Organising the digital library’s structure

L L
‘ 1.1 Corabine the main section and sub-sections ‘ 1.2 Insert an existing docurert into another section I
1.1 Laneh BOMD
‘ 1.1.2 Browse through the sections that need to be re-organsed I ‘ 1.2.2 Brevwse through the sections that need to be re-organised I
L
‘ 1.1.3 Select the section that needs to be worked on I 1.2.3 Identify the docu.ment(s)vt.hat will be inserted in the newr
* section

L]

| 1.2.4 Select {or create) the section that needs to be worked on I

‘ 1.2.5Click on the "Nowr. Doe. " button

‘ 1.1.4 Click on the button "Déplarer Doc” !

Y

‘ 1.1.5 Select a sub-topic in a sub-section that needs to change place

‘ 1.1.6 Select the destination for the sub-title to be moved to I *
* ‘ 126 Click on the "Chjet” button I
1.1.7 Repeat the same processes fror 1.1.5 - 1.1.6 with other sub-titles *

Sl s“b's;“m Doty ‘ 127 Click on the "Texte" button
1.1.8 Change status of the sub-gection, which now has no docureents in it i
and is no longer useful ‘

128 Search for the docurment

L heckeannrakealpgastahe i batenit i reerinjch s ‘ 129 Serve the docuraent into the section selected before

wiorkshest

‘ 1.1.10 Mavigate back to the tree 1.2.10 Return to the section where the docurent was
structure previously located

1.1.11 Select the sub-gecti
‘ e sun-secton I ‘ 1.2.11 Copry the caption text from the worksheet
‘ 1.1.12 Select the tab "Faits” 1.2.12 Retwrn to the new section where the document
* has now been placed
‘ 1.1.13 Delste the synopsis for the sub- L]
section ‘ 1.2.13 Paste the caption in the caption field I

‘ 1.1.14 Delete the sub-title of that section I | e e I
1.1.15 Delete the sub-section frorm the *
structure ‘ 1215 Click on the "EN" button to view the text worksheet in English

L

‘ 1.2.16 Repeat the same processes from 1. 2.11 to 1.2.14 with the English text




1.0 Organising the digital library's structure
1.1 Combine the main section and sub-sections

- This is an example of organising the structurthefCVCE's digital library.

- The original structure consisted of the main wamt two sub-topics. The researcher

needs to merge the sub-sections with the mainagecti

1.1.1 Launch ECMD
The checking criteria is title, caption, sourcepyrght, details embedded in some
images, etc.

1.1.2 Browse through the sections that need to be-prganised
The digital library's tree structure is located the left-hand side next to the
worksheet in ECMD.

1.1.3 Select the section that needs to be worked on

1.1.4 Click on the button "Déplacer Doc"
This command button is for changing the order efgtructure.

1.1.5 Select a sub-topic in a sub-section that neetb change place
- After clicking the "Déplacer Doc" button, there a pop-up window ready for the
operation.
- In this window, there are three tabs for makihgroyes to the order as required.
They are the document, sub-topic, and unit tabeh Ezb consists of two commands
where the selection of the original and targetisastis performed.

1.1.6 Select the destination for the sub-title todomoved to
In this case, the sub-title is amongst several tglg@s- in the sub-section, and the
destination is the main section of the sub-sectieach sub-title contains different
types of document.

1.1.7 Repeat the same processes from 1.1.5 - 1\ih other sub-titles until the sub-

section is empty

1.1.8 Change status of the sub-section, which novasino documents in it and is no

longer useful
Status will be changed from Disponible to Inutibkg and an additional note is
added explaining that this worksheet is no longaful because it is integrated with
the main subject.

1.1.9 Check and make changes to the metadata in th&in subject's worksheet
Most of the time the changes will be done in thbjestt field since the integration

43



affects the subject.
1.1.10 Navigate back to the tree structure
1.1.11 Select the sub-section
1.1.12 Select the tab "Faits"
This tab shows the title of the section and thetgléof that section, which refers to
the synopsis for the section.
1.1.13 Delete the synopsis for the sub-section
1.1.14 Delete the sub-title of that section
1.1.15 Delete the sub-section from the structure
1.2 Insert an existing document into another sectio
1.2.1 Launch ECMD
1.2.2 Browse through the sections that need to be-prganised
1.2.3 Identify the document(s) that will be insertd in the new section
This can be by remembering or writing down the nemdf the document.
1.2.4 Select (or create) the section that needslie worked on
1.2.5 Click on the "Nouv. Doc." button
1.2.6 Click on the "Objet" button
1.2.7 Click on the "Texte" button
1.2.8 Search for the document
1.2.9 Save the document into the section selectesfdre
1.2.10 Return to the section where the document waseviously located
1.2.11 Copy the caption text from the worksheet
1.2.12 Return to the new section where the documehas now been placed
1.2.13 Paste the caption in the caption field
1.2.14 Save the worksheet
1.2.15 Click on the "EN" button to view the text waksheet in English
1.2.16 Repeat the same processes from 1.2.11 taI42vith the English text
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TASK 2: QUALITY CONTROL

2.0 Quality Control

L]

2.1 Launch ECMD

Y

2.2 Look up the section that needs tobe
checked for guality control in the digital
library's tree struchure

v

2.3 Analyse the exdsting docurnents within that
section to see whether they are sufficient for the
section

[
Y A/

231 Check extemal documents 2.3.2 Check the d.o@ments within ECIVID
itself
2.3.1.1 Check paper documents or 2321 Search in ECWD to see if there are
onling sources relevant docurments in other sections of the
digital library
I .
sufficient nion-sufticient
Y Y
233 Check other fields in the worksheet 234 Create a new document to
to corplete the quality control process supplement the section

Y

2331 Check every worksheet in
different languages

Y

2.3.3.2 Check the comectness of the
captions and titles

Y

‘ 2.3.3.3 Check the source of the document

Y

‘ 23734 Check the copymight field

Y

‘ 2335 Check the metadata in general

ho

v o

2.3.3.5.1 Make changes |
v

2.3.3.6 Save the worksheet

2.3.3.7 Inforrn the head of the department
of the processes carried out

2.0 Quality Control
2.1 Launch ECMD

2.2 Look up the section that needs to be checkedrfquality control in the digital
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library's tree structure
2.3 Analyse the existing documents within that seéon to see whether they are sufficient
for the section
2.3.1 Check external documents
2.3.1.1 Check paper documents or online sources
2.3.2 Check the documents within ECMD itself
2.3.2.1 Search in ECMD to see if there are relevamtocuments in other
sections of the digital library
2.3.3 Check other fields in the worksheet to compte the quality control
process
2.3.3.1 Check every worksheet in different language
2.3.3.2 Check the correctness of the captions antlés
2.3.3.3 Check the source of the document
2.3.3.4 Check the copyright field
2.3.3.5 Check the metadata in general
2.3.3.5.1 Make changes
2.3.3.6 Save the worksheet
2.3.3.7 Inform the head of the department of the mcesses carried out

2.3.4 Create a new document to supplement the sexti
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TASK 3: CREATION OF MAPS

3.0 Creation of maps

Y

3.1 Decide which existing topic it is
usefil to add a map to

Y

3.2 Do regearch from documents and
orling for the content of the map

Y

3.3 Fill in a specific form for creating
4 Tap

Y

3.4 Send the forra to the graphic
designer once cormpleted

L]

3.5 Ilake an appointroent with the graphic
designer to discuss the recuest

L]

3.6 Recerve ernail notice from the graphic
designer after the map is created and is
posted on ECLD

L]

3.7 Check the details of the map from the
ECWID worksheet

¥es no
Y Y
3.2 Send an approval exnail 3.9 Send a request to the graphic desigrer
to the graphic desigrer for modification of the map

v Y ' v

3.10 Change the status of the _ _
worksheet to "Dispondle” 3.9.1 Send an ernail if only 3.9.2 Iake an appointment if
' stoall changes lots of changes

3.11 Save the worksheet

3.0 Creation of maps
3.1 Decide which existing topic it is useful to add map to

3.2 Do research from documents and online for theoatent of the map
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3.3 Fill in a specific form for creating a map
The form contains the necessary information anccrgg#®n that the researcher
wants to be shown on the map.

3.4 Send the form to the graphic designer once coneped

3.5 Make an appointment with the graphic designerd discuss the request
Normally after the form is sent to the graphic dasr, she will contact the researcher
and they will make an appointment to discuss tlq@irements in order to make sure
they both understand and to clarify any technicahts that may not be very clear
from the form.

3.6 Receive email notice from the graphic designafter the map is created and is

posted on ECMD

3.7 Check the details of the map from the ECMD workheet

3.8 Send an approval email to the graphic designer

3.9 Send a request to the graphic designer for mddiation of the map
3.9.1 Send an email if only small changes
3.9.2 Make an appointment if lots of changes

3.10 Change the status of the worksheet to "Dispdble”

3.11 Save the worksheet
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TASK 4: VALIDATION OF MAPS

4.0 Validation of maps

Y

4.1 Becerve an email requesting validation of a map created
by other researcher colleagmes

Y

4.2 Launch ECTWID

Y

475 Recall the muvber to wiew the map

Y

4.4 Check the content of the map

Y

4.5 Change status of the worksheet to "Disponible”

Y

4 6 Save the worksheet

4.0 Validation of maps

4.1 Receive an email requesting validation of a mapreated by other researcher

colleagues

4.2 Launch ECMD

4.3 Recall the number to view the map

4.4 Check the content of the map
- The researcher will navigate through the mapew® whether the names and other
content are correct and relevant for the histotticaéline of that particular topic, for
example.
- The researcher also has to ensure that the nmaplies with the in-house rules.

4.5 Change status of the worksheet to "Disponible”

4.6 Save the worksheet
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RESEARCHER: R3

R3 is also a historian researcher, like R2. Howeaéhough he has some similar tasks to his
colleagues, his main responsibility is differeranfr the other researchers because he specialises in
audio-visual files. He started working in this gmsi around 4 years ago. Since the tasks involving
the audio and video files also concern the intevsiearried out to create audio and video content,
he also plays a significant role in organisingititerviews. He uses ECMD every day.

TASK 1: CREATION OF AN AUDIO / VIDEO FILE

1.0 Creation of an audio / video file
1.1 Launch ECMD
1.2 Create a worksheet for an audio / video file
1.2.1 Insert the title of the file
1.2.2 Open the SharePoint platform
1.2.3 Fill in the requirement for audio / video praessing to be shared with the
audio-visual engineer
1.2.4 Receive an email from the audio-visual engieethat the file is completed
1.2.5 Launch ECMD
1.2.6 Recall the number of the document file
1.2.7 View the file from the audio field
1.2.8 Fill in the metadata
1.2.9 Get together with the audio-visual engineentfix the file
1.2.9.1 Receive an email regarding the modified v&pon of the file
1.2.9.2 Check the file
1.2.10 Save with the attachment to the digital litary's structure
1.2.11 Send a quality control email to a transcribe to make the audio
transcription
1.2.12 Send a message through SharePoint to the augtisual engineer asking to
send a finalised audio file to a transcriber
1.2.13 Receive the transcription by email
1.2.14 Save the transcription in the specific folde
1.2.15 Send the transcription file by email to théranslator who will proofread

the transcription
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1.2.16 Receive the modified transcription via email
1.2.17 Save the file in the specific folder
1.2.18 Launch ECMD
1.2.19 Create a new text worksheet
1.2.20 Copy the transcription into the text workshet
1.2.21 Fill in the metadata
1.2.22 Save the worksheet
1.2.23 Open up the audio worksheet
1.2.24 Insert the number of the text sheet withinhte audio worksheet
1.2.25 Save the worksheet
1.2.26 Select from the tree structure "Textes" undethe "Hyper Espace" section
1.2.27 Select "Nouveau Document”
1.2.28 Select the tab "Texte" after another windowopened
1.2.29 Recall number of the text worksheet that ialready embedded with the
audio file
1.2.30 Save this worksheet by attaching it to theudio file
- There are two saving options, "Enregistrer daasbhse de données" and
"Enregistrer et rattacher a un objet"; the latteselected in this case.
- This step is to link the audio transcription witie audio file in order to make it
available together on the digital library's pubtiterface.
1.2.31 Attach a photo into the audio file, if theras one
1.2.31.1 Launch ECMD
1.2.31.2 Create a new photo worksheet
1.2.31.3 Save the photo by attaching it to the aualfile worksheet
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1.0 Creation of an audio / video file
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completed

125 Launeh ECMD

126 Recall the mumberof the
ocunent G

127 Vi the flsfromthe
audo field

129 Get togetherwith the -
visuslengineerto fix th Kl

1292 Check the i

1210 Seve withthe
atachuent tothe gl
Horary's strtue

1211 Send s qualit conteslemsl
104 transerer o make the andio
trsseripton

1212 Send ¢ osasgs thaough
ShasPoint o theaudo-visusl
enginee sking 0 s  ialssd
o e o' ronsere:

1213 Reseive the
[ ——

1214Sve the raseriptcn in
thespecific older

1215 Send the trssciption e by
emall o the trnsltor who vl
‘oofiad the truscription

1.2.16 Reseive the modified
transeription via el

1207 Save the e inthe
specic folder

1218 Lamck ECMD
1219 Create s new text workshest

1220 Copy the trarssription
it te text woskshest

1222 Save the worksheet

1223 Openvp the
o workshoet

1224 hsert the mumberof
the txt shoet within the
o workshest

1225 Save the workehost.

1226 Seect fom th e
strwtue "Testes” mer the
"Hyper Eapace” section

1227 Seest "Nomvean Document”

1228 Seleet the teh Texte”
aferavother window apened

1229 Recall muber of the text
workslet thatis elesly
enbeied with the anio e

1230 Sive this workehat by
attachingit 1o the o

1231 bttschaphoto o the
i i, if there & one

12311 Launeh ECMD.

12312 Creat s e
‘phato worksheet

12313 Sxe the photoby
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TASK 2: ORGANISING AN INTERVIEW TO BE USED IN ENA

2.0 Organising an interview to be used in ENA
2.1 Consult the interview projects from the annuaplan of the department
2.2 Cooperate with the researcher in charge of amterview project about the period of
time to conduct the interview
2.3 Together with the researcher in charge, make otact with the person to be
interviewed for the project
2.3.1 Write a first draft of an interview invitatio n letter
2.3.2 Send the draft letter to the researcher in @drge by email
2.3.3 Send the letter to the interviewees by maifftar the latter is approved by
the Director of the CVCE
2.4 Oversee the questionnaire devised by the reseher in charge
2.5 Together with the researcher in charge, draw upn interview contract
2.5.1 Send the contract to the legal adviser to gapproval
2.5.2 Send the contract to the interviewees by maar bring it on the interview
day
2.6 Together with the researcher in charge, make decision about where the interview
should take place
2.6.1 Contact an organisation to use as an interwielocation if it is not to take
place at the CVCE
2.7 Oversee the interview preparation on the interew day to ensure the smooth
running of the interview process
2.8 The interview file is inserted in ECMD by the adio-visual engineer
2.9 The audio-visual engineer notifies that the & has been inserted in ECMD
2.10 Launch ECMD
2.11 Recall the document number
2.12 View the interview file in order to make a cuto the file
2.12.1 Listen to the file and fill in a specific fan for cutting requirements
The details of which sessions should be processelgarly stated in the form
including the titles of sessions and the time mkifrom second to second
which should remain or be omitted.

2.12.2 Send this cutting requirement form to the adio-visual engineer via email
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2.12.3 Get together with the audio-visual engineeto oversee the process in
order to ensure that the file is processed correg!
2.12.4 Save the file in ECMD
2.13 Make excerpts of the interview
2.13.1 Send a requirement form to the audio-visuangineer to process the files
for the sessions to be extracted
2.14 Informed by the audio-visual engineer that theextracted files have been inserted
in ECMD
2.15 Create a new title in the digital library's stucture where the interview file is
located
2.16 Create a new document worksheet for the extraéile underneath the title that has
been created
2.17 Save by attaching this extract worksheet witthe main interview file
2.18 Repeat steps 2.16 and 2.17 for the next extrédites until completed
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2.0 Organising an interview to

be used in FNA

2.1 Consult the intexviews projects fiom
the annual plan of the department

[

2.2 Cooperate with the researcher in charge
of an interview project sbout the period of
tirme to condust the mterview

with the person tobe
interviewed for the project

231 Write a first draft of an interview
invitation letter

232 Send the draft Ietter fo the researcherin
chasge by email

3.3 Send the leter to the interviewees by
mail after the atter is approved by the
Directoraf the CVCE

2.4 Oversee the questionnaire devised by the
sesearcher in charge

2.5 Together with the researcher in charge,
draw up an inferviser contrast

2.5.1 Send the contrart to the legal adviser to
et approval

2.52 Send the contract to the interviewrees
by ruail oy bring it om the interview day

2.6 Together with the researcher i charge,
muake o decision shout whers the inferview
should take place

26,1 Contast en oxgavisation to use a5 an
interview location 1f it is not to take  place at
the CUCE

2.7 Oversee the interview preparation on the
intervierr day to enswrs the sracoth ruing
of the iterview process

2.8 The interview fle i inserted in ECIMD

oy the audio-visua engineer

29 The audio-visual engineer notifies that the
file has been inserted in ECMD.

210 Launch ECMD

211 Repeall the docureent nurboer

2.12 View the intervievr file in order 1o
Hake & out to the file

2121 Listen to the file and fillina specific
forma for cutting requirenents

21122 Send this putting requierent form to
the audio-visual enginger via email

v

2.12.3 et tagether with the audio-visual
enginzer to overse the process inorder to
exsure that the file is processed conectly

2124 Save the file in ECMD _

213 Make excerpts of the inferview

[]

213.1 Send a rquirernent form fo the andio-
visusl enginser to process the files for the
sessions tobe extracted

[]

2.14 Infomedd by the andip-visual engineer that
the extracted files have been inserted in ECMD

215 Chreate & new title i the digital Hhrery's
strusture whee the interview fil & looated

2.16 Create a nevr document worksheet for the
e tht has been

2.1 Save by attaching this extract worksheet
with the main interview file

218 Repest steps 2.16 and 2,17 for the next
extrect files until corpleted
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TASK 3: QUALITY CONTROL

3.0 Quality Control |

Y

3.1 Check the document after it
bias been uploaded to the internal
interface

|
no
yes y
¢ 3.1.1 Make changes to the file

3.2 Check the docurnent again '
the day after it has heen -f— 3512 FRecheck the files the next day I
exported to the public interface

Y

3.3 bLoecess the digital lbrary's
public interface

3.4 Brovrse the audio f+iden
docurment that needs to be

rhpﬁﬂﬂ

3.5 Check through the docarment
in general

3.0 Quality Control

3.1 Check the document after it has been uploaded the internal interface
Normally the created files will be automaticallypexted to the internal interface
every evening.
3.1.1 Make changes to the file
3.1.2 Recheck the files the next day

3.2 Check the document again the day after it hasglen exported to the public interface
The external export will take place once a weekictvhs the continuing process
from the internal export.

3.3 Access the digital library's public interface

3.4 Browse the audio / video document that needs e checked
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3.5 Check through the document in general

RESEARCHER: R4

R4 only joined the CVCE research team a year agm.iHalso a historian researcher, who

specialises in European monetary affairs. His esdla for his team and for the CVCE is that he

works collaboratively with the other CVCE teamstsws the study group (Groupe d’études) on
future directions in the field of digital historgp that ENA can be developed to correspond to the

needs of users in terms of European historicalezdnthe main subject area of ENA.

TASK 1: DAILY NEWS UPDATES IN THE HUMANITIES FIELD

1.0 Daily news updates in the humanities field

Y

1.1 Open Outlook to check emails

Y

1.2 Open Twitter

Y

1.3 Check personal ernail account

Y

1.4 Open the intranet of the CVCE
to check whether there is any
interesting news dbont hrnanities.

Y

1.5 Update irforrnation about
hrnarities on the intranet

1.0 Daily news updates in the humanities field
1.1 Open Outlook to check emails
1.2 Open Twitter
Twitter compiles his network in the field of humbes.
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1.3 Check personal email account
This email account collects news and updated irdtion from many sources he
subscribes to regarding the field of humanities.
1.4 Open the intranet of the CVCE to check whethethere is any interesting news
about humanities.

1.5 Update information about humanities on the intanet

TASK 2: CREATE A WEBSITE FOR A DIGITAL HISTORY SYMBSIUM

2.0 Create a website for a digital
history symposinm

Y

2.1 Use SharePoint platform as a space
to create a website
2.2 Leamn how to use the platform frora
the docurnents ermbedded in the his
SharePoint space for this specific
project
2.3 Get assistance from the CVCE's
techrician regarding techrical matters
2.3.1 Corromicate with the technician
wia SharePoint
2.4 Do regearch on the content to post on
the webpage
2.5 Wlanage his hibliographic inforrmation
using the Fotero tool
2.6 &dd the information he has managed
to the webpage
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2.0 Create a website for a digital history symposm

2.1 Use SharePoint platform as a space to createvebsite
SharePoint is used inside of the CVCE's networkiaimlset to work with the web
browser Internet Explorer, so he uses this web beow particular for this reason.

2.2 Learn how to use the platform from the documerst embedded in his SharePoint

space for this specific project

2.3 Get assistance from the CVCE's technician regding technical matters
2.3.1 Communicate with the technician via SharePoin

2.4 Do research on the content to post on the welypa
- To carry out this research, he uses a bibliogeaphug-in tool, Zotero, which is
suitable for the web browser Mozilla. Therefore, es this web browser for
information management rather than other web brmswsene other preference of
using Mozilla rather than other web browsers i thiaas various extensions that add
more value to the users' information managemertgss

2.5 Manage his bibliographic information using theZotero tool

2.6 Add the information he has managed to the webpa

59



TASK 3: CREATE A STRUCTURE FOR A NEW TOPIC IN THEIGITAL LIBRARY

3.0 Create a structure for a new topic in the digital library

v

3.1 The topic to be explored and created for the digital library is chosen by
the head of the departrent

Y

3.2 Bnalyse the existing content in the digital library to find out whether there is
relevant information dbout this topic that has already been created and whether it is
sufficient

Y

| 3.3 Write a proposal for the project

Y

‘ 3.4 Do research on the topic from various sources

Y Y

| 3.4.1 Search on the internet ‘ 3.4.2 Search in archives I

L

‘ 3.4.2.1 Contact an archive by ernail or phone to obtain a docurment

v

‘ 3.4.2.2 Becere the document by post or etnail in electronde format

Y

‘ 3423 Visit an archive to get a copy of the docurment if required I

Y

‘ 3.5 Include plans for interviews in the proposal

L]

‘ 3.6 Discuss the plan with the head of the department frorm tive to time

L

‘ 3.7 Edit the plan during the work flovws I

3.2 Launch ECMWD

‘ 3.9 Create a tree structure for the topic in the digital lbrary's structare

Y

‘ 391 Launch ECHMD I

Y

3.9.2 Click on the main subject in the structure in
order to create a new topic related to that subject

y

3.9.3 Click on the folder icon to create a new title

y

30 4Fillin the title's name in the window that
appears to the right of the structure

Li

3.0.5 Create a sub-title by clicking on the button
"Norv. Titre" appearing below the strocture

L]

‘ 306 Repeat step 394
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3.0 Create a structure for a new topic in the digdl library
3.1 The topic to be explored and created for the dital library is chosen by the head of
the department
3.2 Analyse the existing content in the digital likary to find out whether there is
relevant information about this topic that has already been created and whether it is
sufficient
3.3 Write a proposal for the project
This process can happen at the same time as sggfohidocuments.
3.4 Do research on the topic from various sources
3.4.1 Search on the internet
Search engines such as Google are often usedisgouhpose. Other sources
include the websites of European organisationsrstdutions.
3.4.2 Search in archives
3.4.2.1 Contact an archive by email or phone to oain a document
3.4.2.2 Receive the document by post or email ireetronic format
3.4.2.3 Visit an archive to get a copy of the docuent if required
3.5 Include plans for interviews in the proposal
3.6 Discuss the plan with the head of the departmefrom time to time
3.7 Edit the plan during the work flows
3.8 Launch ECMD
This step happens throughout the process of coetiteproject.
3.9 Create a tree structure for the topic in the diital library's structure
3.9.1 Launch ECMD
3.9.2 Click on the main subject in the structure inorder to create a new topic
related to that subject
3.9.3 Click on the folder icon to create a new tid
3.9.4 Fill in the title's name in the window that g@pears to the right of the
structure
There are several fields to fill in titles in difést languages.
3.9.5 Create a sub-title by clicking on the buttorfiNouv. Titre" appearing below
the structure
3.9.6 Repeat step 3.9.4
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TASK 4: INSERT A NEW DOCUMENT INTO THE DIGITAL LIBRARY’S STRUCTURE

4.0 Insert a new document into the digital library’s structure

L.

‘ 4.1 Click on the title in the structure where the document needs to be placed I

L

‘ 4.1.1 Click on the button "Howr. Doc." to create a new document I

Y

‘ 4.1.2 Create a new text docurment by selecting the button “Texte" I

L.

| 4.1.3 Fill in the necessary information and metadata in the fields of the worksheet I

4.1.4 Save the worksheet

4.2 Prepare a docurment before
inserting into ECVID

L]

4.2.1 Send the docuraent for processing depending on nature of the
docurnent

1]

4.2 2a Send the docurment for scanning if' it is a paper docurment I ‘

¥
423 Fecere an eraail informing that the processed file is attached to
the docurment worksheet in EChiD

| 424 Check the processed file I
‘ 4.2.5 Recall the nureber of the document frore ECIWD I

‘ 226 Compare the processed file with the original I
docunent

4.2.2h Send the document to the audio-visnal engineer i it s in soumd
or video recording format
T

| 4.2.7 Change status of the docureent to "Dispondhls” I

428 Savve the workshest

L]

| 4.29 Print bibliography metadata I

Y

43 Zend a quality control ernail to the legal advisers to ask for copyright permission for
the document to be published

L

‘ 44 Reguest translation I

A J Y
4.4.1 Reguest translation of titles 442 Bearusst translation of text
and captions : T
4.4.1.1 Open the Excel file shared with the translators to ask 4.4.21 Send a quality control exaail frorm the worksheet in
for the translation of the title and caption of this docurent ECMD to a translator requesting translation
‘ LA necess?ry i.n].:.rmation Eeqtiedionthy I ‘ 4.4.3 Recetve an email from the translator after the translation is corapleted
ranslation

| 4.4.1 3 Save the Excel file I
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4.0 Insert a new document into the digital librarys structure
4.1 Click on the title in the structure where the @dcument needs to be placed
4.1.1 Click on the button "Nouv. Doc." to create anew document
4.1.2 Create a new text document by selecting thetton "Texte"
4.1.3 Fill in the necessary information and metadat in the fields of the
worksheet
4.1.4 Save the worksheet
4.2 Prepare a document before inserting into ECMD
4.2.1 Send the document for processing depending aature of the document
4.2.2a Send the document for scanning if it is a par document
4.2.2b Send the document to the audio-visual engierif it is in sound or video
recording format
4.2.3 Receive an email informing that the processefile is attached to the
document worksheet in ECMD
4.2.4 Check the processed file
4.2.5 Recall the number of the document from ECMD
4.2.6 Compare the processed file with the originalocument
4.2.7 Change status of the document to "Disponible”
4.2.8 Save the worksheet
4.2.9 Print bibliography metadata
4.3 Send a quality control email to the legal adws's to ask for copyright permission for
the document to be published
4.4 Request translation
4.4.1 Request translation of titles and captions
4.4.1.1 Open the Excel file shared with the translars to ask for the
translation of the title and caption of this documat
4.4.1.2 Fill in necessary information required forthe translation
4.4.1.3 Save the Excel file
4.4.2 Request translation of text
4.4.2.1 Send a quality control email from the workseet in ECMD to a
translator requesting translation

4.4.3 Receive an email from the translator after th translation is completed
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TASK 5: COLLABORATE WITH OTHER CVCE TEAMS

5.0 Collaborate with other CVCE teams

Y

5.1 Exchange irdorroation with the Study
Grroup (Groupe d'études)

Y

5.2 Work together with the techrician who is in charge
of the SharePoint operation in order to use it as a place
for inforrnation managernent and sharing

5.0 Collaborate with other CVCE teams
5.1 Exchange information with the Study Group (Groype d'études)
5.2 Work together with the technician who is in chege of the SharePoint operation in

order to use it as a place for information managem# and sharing
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TASK 6: INTERVIEW PREPARATION

6.0 Interview preparation

]

6.1 Do research on the people to be
interviewed

(]

6.2 Select the people tobe
interviewed

(]

6.3 Propose the interviewees' names to
the head of the department

(]

6.4 Diraft an interview ireitation letter

(]

6.5 Show the letter to another
regearcher who is in charge of the
andio-visual organisation

L]

6.6 Edit the letter

L]

6.7 Subrait the letter to get approval
frora the CVCE's Director

Y

6.2 Send the letter to an interviewee by
post or emmail

(]

6.9 Together with the audio-wisual
researcher decide shout the place for
the interview to take place

(]

6.10 Work together with the audio-
visual researcher to make contact with
the organisation to obtain permrission
to use the location if the interview is to
take place outside of the CVCE

L

6.11 Write a questionraire to be used
for the interview

]

.12 Send the drafted gquestionnaire to

the head of the department and other

researchers within the departroent for
comrnents

]

6.13 Becelve comments

6.14 Edit the draft

6.15 Complete the
guestionnaire

(]

.16 Interviewr
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6.0 Interview preparation
6.1 Do research on the people to be interviewed
- The information can be found in both online aapgr-based sources.
- This task continues until step 6.14.
6.2 Select the people to be interviewed
6.3 Propose the interviewees' names to the headtbé department
6.4 Draft an interview invitation letter
6.5 Show the letter to another researcher who is ircharge of the audio-visual
organisation
6.6 Edit the letter
6.7 Submit the letter to get approval from the CVCEs Director
6.8 Send the letter to an interviewee by post or eani
6.9 Together with the audio-visual researcher decalabout the place for the interview
to take place
6.10 Work together with the audio-visual researcherto make contact with the
organisation to obtain permission to use the locain if the interview is to take place
outside of the CVCE
6.11 Write a questionnaire to be used for the intaiiew
6.12 Send the drafted questionnaire to the head othe department and other
researchers within the department for comments
6.13 Receive comments
6.14 Edit the draft
6.15 Complete the questionnaire

6.16 Interview
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RESEARCHER: R5
R5 has been working at the CVCE as a researchgudbover 3 years. He always uses ECMD for

his daily tasks and has been using it since herbégs position.

TASK 1: CREATE A STRUCTURE FOR A NEW TOPIC IN THEIGITAL LIBRARY

1.0 Create a structure for a new topic in the digital library

Y

1.1 The topic to be explored and created for the digital lbrary is chosen by
the head of the departraent

v

1.2 Binalyse the existing content in the digital lhrary to find out whether there is
relevvant information ahonut this topic that has alreads been created and whether it is
sufficient

v

‘ 1.3 Write a propogal for the project

v

‘ 1.4 Do research on the topic fror various sources I
T
v v L
1.4.1 Search in scientific literature I ‘ 1.4.2 Search on the internst I ‘ 1.43 Search in archives I

‘ 1431 Contact an archive by ernail or phone to obtain specific docurments I

Y

‘ 1.4.3.2 Becefve the documents by post or erail in electronie format I

L]

‘ 1,433 Visit an archive to get a copy of the document if recpuired I

Y

‘ 1.5 Include plans for interviews in the proposal I

Y

‘ 1.6 Discuse the plan with the head of the departrent from time to time I

Y

| 1.7 Edit the plan during the work flows I

1.8 Launch ECMD

‘ 19 Create a tree strocture for the topic in the digital lorary's strocture I

1.9.1 Launch ECWD

192 Click on the main subject in the structure in
order to create a newr topic related to that subject

Y

‘ 103 Click on the folder icon to create a new title

Y

1.9 4 Fillin the title's naree m the windowr that
appears to the right of the structure

Y

1.9.5 Create a sub-title by clicking on the button
"Nonrr. Titre" appearing below the structure

194 Repeat step 1.9.4 I
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1.0 Create a structure for a new topic in the digal library
1.1 The topic to be explored and created for the dital library is chosen by the head of
the department
1.2 Analyse the existing content in the digital likary to find out whether there is
relevant information about this topic that has already been created and whether it is
sufficient
1.3 Write a proposal for the project
This process can happen at the same time as sggfohidocuments.
1.4 Do research on the topic from various sources
1.4.1 Search in scientific literature
1.4.2 Search on the internet
Search engines such as Google are often usedidgpulpose. Other sources
include the websites of European organisationsrstdutions.
1.4.3 Search in archives
1.4.3.1 Contact an archive by email or phone to ohin specific
documents
1.4.3.2 Receive the documents by post or email ireetronic format
1.4.3.3 Visit an archive to get a copy of the docuent if required
1.5 Include plans for interviews in the proposal
1.6 Discuss the plan with the head of the departméfrom time to time
1.7 Edit the plan during the work flows
1.8 Launch ECMD
This step happens throughout the process of coetiteproject.
1.9 Create a tree structure for the topic in the diital library's structure
1.9.1 Launch ECMD
1.9.2 Click on the main subject in the structure inorder to create a new topic
related to that subject
In this example, the researcher is creating a o@ic ton "Western European
Union", which belongs to the main topic "Europeaigdhisations".
1.9.3 Click on the folder icon to create a new ti
1.9.4 Fill in the title's name in the window that @pears to the right of the
structure
There are several fields to fill in titles in difést languages.
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1.9.5 Create a sub-title by clicking on the buttoriNouv. Titre" appearing below
the structure

1.9.6 Repeat step 1.9.4

TASK 2: INSERT A NEW DOCUMENT INTO THE DIGITAL LIBRARY’S STRUCTURE

2.0 Insert a new document into the digital library's structure

L]

| 2.1 Click on the title in the structure where the document needs to be placed I

L

| 2.1.1 Chek on the button "Mowy. Doc." to create & new document I

L

| 2.1 2 Create a new text document by selecting the button "Texte" I

L

| 2.1 3 Fill in the necessary information and metadata in the fields of the worksheet I

2.1.4 Save the worksheet

2.2 Prepare a document before
inserting into ECMVD

L

‘ 2.2.1 Send the document for processing depending on nature of the I

docwment
|
2.2.2a Send the docurnent for scanming if it is & paper document | ‘ ABZ3 Eemelifte docun::\‘tn;;h;::&c-wsuuri;tn@mer Silaibond
L ]
L
223 Recefve an email informing that the processed file is attached to
the docuraent worksheet in ECMD
2.2.4 Check the processed file

‘ 225 Reeall the nraber of the document from ECWD I

| 2.26 Compare the processed file with the original I
document

| 2.2.7 Change status of the docureent to "Disponible” I

2.2.8 Save the worksheet

229 Print biblingraphy metadata

L]

2.3 Send a quality control email to the legal advisers to ask for copyright penunission for

the docurment to be published
‘ 2.4 Request translation I
1
L ¥
2.4.1 Request translation of titles 247 Recquest hranslation of e
and captions
2.4.1.1 Open the Excel file shared with the translators to ask 2421 Send a euality control email fromm the worksheet i
for the translation of the title and caption of this document ECMD to a translator requesting translation

Y Y

| 2.4.1.2 Fill in necessary information required for the
translation

2.4.1.3 Save the Excel file

I ‘ 2.4.3 Recefve an email from the translator after the translation is corapleted I
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2.0 Insert a new document into the digital librarys structure
2.1 Click on the title in the structure where the @dcument needs to be placed
2.1.1 Click on the button "Nouv. Doc." to create anew document
2.1.2 Create a new text document by selecting thetbon "Texte"
2.1.3 Fill in the necessary information and metadat in the fields of the
worksheet
2.1.4 Save the worksheet
2.2 Prepare a document before inserting into ECMD
2.2.1 Send the document for processing depending aature of the document
2.2.2a Send the document for scanning if it is a par document
2.2.2b Send the document to the audio-visual engereif it is in sound or video
recording format
2.2.3 Receive an email informing that the processefile is attached to the
document worksheet in ECMD
2.2.4 Check the processed file
2.2.5 Recall the number of the document from ECMD
2.2.6 Compare the processed file with the originalocument
2.2.7 Change status of the document to "Disponible”
2.2.8 Save the worksheet
2.2.9 Print bibliography metadata
2.3 Send a quality control email to the legal advess to ask for copyright permission for
the document to be published
2.4 Request translation
2.4.1 Request translation of titles and captions
2.4.1.1 Open the Excel file shared with the translars to ask for the
translation of the title and caption of this documat
2.4.1.2 Fill in necessary information required forthe translation
2.4.1.3 Save the Excel file
2.4.2 Request translation of text
2.4.2.1 Send a quality control email from the workiseet in ECMD to a
translator requesting translation

2.4.3 Receive an email from the translator after th translation is completed
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TASK 3: CREATION AND VALIDATION OF THE DIAGRAMS

‘ 3.0 Creation and validation of the diagrams |

3.1 Decide which existing topic it is
usefinl t0 add a disgrare to

3.2 Do research from docurnents and
onling for the content of the diagram

Y

3.3 Fill in a specific form for creating
a diagrarn

Y

3.4 Send the form to the graphic
desizmer oncs completed

Y

3.5 Wisks an appointment with the graphic
designer to discuss the request

Y

3.6 Rerelve ernail notice from the graphic
desizner after the disgratn is created and is

posted on BCWD
3.7 Check the detals of the disgiam frot
the BCMD worksheet
yos no
v i
3.8 Send an approval eraail

3.9 Make an appointment with the graphic
to the graphic designer designer to discuss changing the diagram

381 Launch ECMD I ‘ 3.10 Receive a quality control ernail

inforraing that the diagram has been revised

311 Lannch ECMD

‘ 3.12 Recall the murber of the document I

Y

| 313 Double check the evised disgram I

| 3.14Save the disgram worksheet by
T attaching it to the relevant text docurent

Y

3.15 Send a quality control email to th researcher in
charge of canrying out final validstion for the disgrams

‘ 3.16 Frint out the diagram and the metadata I

Y

3.17 Inform the head of the departraent to get
prblishing approval
T
yes

312 Lannch ECMD

‘ 3.19 Recall the rureber of the docwnent I

Y

| 320 Change the status of the document to "Dispondale” |

3.21 Save the worksheet

3.0 Creation and validation of the diagrams

3.1 Decide which existing topic it is useful to add diagram to

3.2 Do research from documents and online for theontent of the diagram
3.3 Fill in a specific form for creating a diagram
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The form contains the necessary information anccrgg®n that the researcher
wants to be shown on the diagram.

3.4 Send the form to the graphic designer once coieped

3.5 Make an appointment with the graphic designerd discuss the request
Normally after the form is sent to the graphic dasr, she will contact the researcher
and they will make an appointment to discuss tlqeirements in order to make sure
they both understand and to clarify any technicahts that may be not very clear
from the form.

3.6 Receive email notice from the graphic designefter the diagram is created and is

posted on ECMD

3.7 Check the details of the diagram from the ECMDOwvorksheet
The researcher can modify the text of the diagnamfECMD but not the format of
the diagram because that can only be done by Hphgrdesigner.

3.8 Send an approval email to the graphic designer
3.8.1 Launch ECMD

3.9 Make an appointment with the graphic designerd discuss changing the diagram

3.10 Receive a quality control email informing thathe diagram has been revised

3.11 Launch ECMD

3.12 Recall the number of the document

3.13 Double check the revised diagram

3.14 Save the diagram worksheet by attaching it tthe relevant text document

3.15 Send a quality control email to the researchein charge of carrying out final

validation for the diagrams

3.16 Print out the diagram and the metadata
These printed papers will be enclosed with theiaigcopy of the document and are
kept in a specific folder.

3.17 Inform the head of the department to get puldihing approval

3.18 Launch ECMD

3.19 Recall the number of the document

3.20 Change the status of the document to "Disporigd’

3.21 Save the worksheet
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TASK 4: UPDATE INFORMATION IN AN EXISTING DOCUMENTIN ECMD

4.0 Update informnation in an existing
document in ECMD

Y

4.1 Read daily "Bulletin Cnotidien Europe"
EVETT 0TI

Y

4.2 Select the articles that are relesant to the
area of interest of the orgardsation

Y

43 Sean the articles and send them to his
emmail account in PDF format

Y

4.4 &dd new information to ECTWID

4.0 Update information in an existing document in EMD
Information for updating might include current picts of politicians, new policies, etc.
4.1 Read daily "Bulletin Quotidien Europe" every marning
4.2 Select the articles that are relevant to the aa of interest of the organisation
4.3 Scan the articles and send them to his emaila@mint in PDF format
4.4 Add new information to ECMD
The updating process is similar to creating a demtmdepending on the type of

document.
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4.3 TASK DECOMPOSITION FOR THE TRANSLATORS

TRANSLATOR: T1

T1 is a translator who has been working for the EM@r 10 years. Similarly to R2, she was also a
part of the ECMD developing team when the tool Wuas$ created. She also has a significant role in
overseeing the translation unit, including admmaitte tasks. Her main responsibility is still
translation. She translates material from EnglShrman, Luxembourgish and Italian into French
for ENA. She uses ECMD every day.

TASK 1: TRANSLATION

1.0 Translation
1.1 Translate text in ECMD

1.1.1 Check emails in Outlook

1.1.2 Check Excel file shared between the researcheand translators for

translation requests

1.1.3 Launch ECMD

1.1.4 Recall the numbers of documents that need be translated in ECMD

1.1.5 Copy text from the text field of ECMD

1.1.6 Open a page in Microsoft Word

1.1.7 Paste the text into the Microsoft Word page

1.1.8 Save the text in the translation work folderswhere she keeps all her

translation records

1.1.9 Start the translation of the Word document
- She will read through the text and if she thithat there are some mistakes
in the text, she will refer back to the originalrsien of the text before it is
inserted into ECMD. The original could be paper wents or electronic
files. She may also ask the researcher who is nsdge for that document
directly.
- She always uses the Wordfast plug-in while dehggtranslation.
- She also uses paper dictionaries, online dictiesa search engines,
reference websites about European terminology, el as consulting the

CVCE's researchers if she has doubts about somemafion.
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1.1.10 Clean up the text and check spelling and aa#l correctness after the
translation is done
1.1.11 Save the file
1.1.12 Copy the translated text
1.1.13 Paste the translated text into ECMD workshéee
1.1.14 Fill in necessary metadata fields
1.1.15 Change status of the document to "Pré-dispde” to state that this
document is pre-available for publishing
1.1.16 Save the worksheet
1.1.17 Send a quality control email to the requestg researcher
1.1.18 Mark in the Excel file where she keeps recds of her translation work to
show that this document is completed

1.2 Translate miscellaneous documents
Sometimes she will be asked to translate some dectarsuch as letters, emails,
notes, etc.
1.2.1 Translate CVCE documentation
1.2.2 Translate letters or documents requested byMCE colleagues
1.2.3 Receive a request for the translation by emair in person
1.2.4 Translate the document in Microsoft Word usig the Wordfast tool during
the translation
1.2.5 Clean up the text and check spelling and owdl correctness after the
translation is done
1.2.6 Save the document file in the translation wérfolders where she keeps
records of her translation work

1.2.7 Send an email to the person who requested ttranslation
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v

1.1 Translate text i ECMD

Y

1.1.1 Cheek emails in
Orutlook

L]

1.1.2 Check Exrel file shared
hetween the researchers and
translators for translation
tequests

1.2 Translate miscellanzous
dneraents

| A

1.2.1 Translate CVCE
documentation

1.2 2 Translate letters or
documents recuested by
CWCE colleagues

1.1.3 Launch ECHWD

{

1.2.3 Receive a reqquest for the
translation by ernail ox in
person

Y

1.1 4 Recall the nurebers of
docwrents that need to be
translated in ECVID

1.2 4 Tramslate the docuraent in
Microsoft Word using the Wordfast
tool during the translation

(]

(]

1.1.5 Copy text from the
text field of ECTYD

[

1.1.6 Open a page in
Microsoft Word

1.2.5 Clean up the text and check
spelling and overall correctness after
the translation is dons

(]

117 Paste the text into the
Microsoft Word page

(]

1.1.% Save the text in the
translation work folders where she
keeps all her translation records

y

1.1.9 Start the translation of the
Word docurnent

y

1.1.10 Clean up the text and check
spelling and overall comectness after
the translation is done

v

7 1.1.11 Serre the file

Y

1112 Copy the translated text

(]

1.1.13 Paste the translated text
into ECHID worksheet

L]

1.1.14 Fill in necessary
metadata fields

Y

1.1.15 Change status of the
docurment to "Pr?-dispondle" to
state that this document is pre-

availahle for publishing

]
1.1 16 Save the worksheet
Y

1.1.17 Send a guality control erail
to the requesting researcher

L]

1.1 18 Mark in the Excel file where she
keeps records of her franslation work
to showr that this docurent is
completed

(]

1.2.6 Save the document file in
the translation work folders
where she keeps records of her
translation work

(]

1.2.7 Send an emnail to the person
who requested the translation
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TASK 2: JOB DISTRIBUTION

2.0 Job distribution

!

2.1 Consider which job should be done
by herself or by external translators

!

2.2 Contact a translator who specialises in
that languagze and subject by exmail or
telephione, if’ the job should be done by an
external translator

v

2.3 Send the job to the external
translator by ernail

Y

2.4 Fecord the job distribution
information in an Excel file

2.0 Job distribution
2.1 Consider which job should be done by herself doy external translators
She will particularly consider the amount of watikye, and budget.
2.2 Contact a translator who specialises in that fguage and subject by email or
telephone, if the job should be done by an externédanslator
2.3 Send the job to the external translator by emaéi

2.4. Record the job distribution information in an Excel file
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TASK 3: REVISION

3.0 Revision
|
3.1 Bevise translated text dome by 3.2 Bevise and proofread 3.3 Revise an audinfiideg
external translators miscellaneous works transcription
Li I
4 Y |
3.1.1 Recefve an email with a translated S R e 331 RBCB?V_B an el from the audiohideo
document attached (in Word forrmat) frorn an ey 322 Reoeive a mouest by researcher giving the nurber of the document,
external translator docurments such s the antmel ernail o in person which has been created in BCWD, together
reports and newsletters

with the attachment of the transenption of an

audio 01 video docurment
| v I
312 Save the translated text v
o 3.3.2 Download the transcription from
5.2.3 Revise or proofread the docureents ‘ the ervail I
3.1.3 Validate the text ' | 337 Latneh ECMD I
v 3.2.4 Save the file in the folder where she '
keeps a record of this type of work
5.3.4 Recall the rureber of the
314 Re-save.the.ten ' e teant
after the validation
' 5.2.5 Send an email to notify the person

s et | 3.3.5 Play the audiofrideo file I

3.1.5 Launch ECMID

L/

3.3 Check the transeription while

playing the audiofideo file
3.1.6 Recall the docuraent
rueher 3.3.7 Bemove the track changes
' after the final check

3.1.7 Copy the text from the "
Word document 3.3.8 Save the file in the folder

where the transeriptions are kept

: v

Aike e (o o RS 339 Copy the text fiom the Word
ECMD worksheet asia
3.1.9 Change the workshest 3.3.10 Paste the text into the text space for
s‘ta‘tus to "Pré-dispondale” the transeription in the text worksheet,
{pre-available) which is attached to the sudiofadeo file

L

3.3.11 Fillin retadata in the author
3.1.10 Save the worksheet field

Y

| 3.3.12 Bave the worksheet I

3.1.11 Send a quality contral
erail to the researcher '

responsible for this docurnent

5.5.13 Send & cpuality control exmail
' to the audiofiden researcher

3.1.12 Open an Excel file, where
she keeps a record of the revised
document, to note the
conpletion of this document

3.0 Revision
3.1 Revise translated text done by external translars
3.1.1 Receive an email with a translated documenttached (in Word format)
from an external translator

3.1.2 Save the translated text
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3.1.3 Validate the text
The quick validation based on the in-house traimslatules will be made
before inserting the text in ECMD.
3.1.4 Re-save the text after the validation
3.1.5 Launch ECMD
3.1.6 Recall the document number
3.1.7 Copy the text from the Word document
3.1.8 Paste the text into the ECMD worksheet
3.1.9 Change the worksheet status to "Pré-disponié! (pre-available)
3.1.10 Save the worksheet
3.1.11 Send a quality control email to the researem responsible for this
document
3.1.12 Open an Excel file, where she keeps a recartithe revised document, to
note the completion of this document
3.2 Revise and proofread miscellaneous works
3.2.1 Proofread CVCE documents such as the annuatports and newsletters
3.2.2 Receive a request by email or in person
3.2.3 Revise or proofread the documents
3.2.4 Save the file in the folder where she keepsecord of this type of work
3.2.5 Send an email to notify the person who madbd request
3.3 Revise an audio/video transcription
3.3.1 Receive an email from the audio/video resedwer giving the number of the
document, which has been created in ECMD, togethewith the attachment of
the transcription of an audio or video document
3.3.2 Download the transcription from the email
3.3.3 Launch ECMD
3.3.4 Recall the number of the document
3.3.5 Play the audio/video file
In the worksheet where the audio or video filensedded, there are buttons
to click to replay the file, with two choices toastge the quality of the file.
3.3.6 Check the transcription while playing the autb/video file
The transcription is done in a Word document. Séesuhe "track changes”

function to make corrections to the text.
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3.3.7 Remove the track changes after the final chiec

3.3.8 Save the file in the folder where the transiations are kept

3.3.9 Copy the text from the Word document

3.3.10 Paste the text into the text space for theanscription in the text
worksheet, which is attached to the audio/video &

3.3.11 Fill in metadata in the author field

3.3.12 Save the worksheet

3.3.13 Send a quality control email to the audio/deo researcher
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TASK 4: ADMINISTRATIVE TASKS

4.0 Administrative tasks
v v v v v
4.3 Write a report of the .
41 Ct)hv:rtsr::;eﬁ\.ov:iihr;w of 42 Manage buget translation section far the 4:.4 Ulgd..ate the in-house 4.5 Create a glo_ssary u;ed
CVCE's armual report ranslation rules marmal fior the translation section
Y Y Y Y Y
4.2.1 Check the budget 431 Collect information . . 4.5.1 Notice the need for
4.1.1 Feep track of the hefore deciding to hire from the translator team to 441 Hotlce that certain sore CVCE colleagues to
translators for any ivportant external translators prepare for writing the tmnslathn rules need to be have access to the glossary
documents to ensure they report Innproeed used by the translation
meet the deadlines + section
432 Write the report 442 ﬁsif;faiedma to 452 Start creating the
4.1.2 Send a message to the glossary
researcher in charge of the +
document after the translation + +
is firdished 435 Save the file ina 449 5 o make
specific folder for the ¥k @ .
e M chinges in the roaual 453 Save the file in
specific folder. It is
+ + planred to make this
document available for the
444 S translation tearn and the
4.3.4 3end the file to the CVCE's merdbers
person in charge of writing
the CVCE's anrmal report
4.45 Inform the team

dhot the improverment

4.0 Administrative tasks

4.1 Oversee the workflow of the translation team
4.1.1 Keep track of the translators for any importaat documents to ensure they
meet the deadlines
4.1.2 Send a message to the researcher in chargetloé document after the
translation is finished

4.2 Manage budget
4.2.1 Check the budget before deciding to hire exteal translators
She creates an Excel file to record documents wmeaumide sent out for external
translation each year and calculates the costdorerthe budget will last to cover the
entire year before proceeding with the translatipexternal translators.

4.3 Write a report of the translation section for he CVCE's annual report
4.3.1 Collect information from the translator teamto prepare for writing the
report
4.3.2 Write the report

4.3.3 Save the file in a specific folder for the anual reports
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4.3.4 Send the file to the person in charge of whitg the CVCE's annual report
4.4 Update the in-house translation rules manual

She does this updating a few times a year.

4.4.1 Notice that certain translation rules need tde improved

4.4.2 Research the area to be improved

4.4.3 Add or make changes in the manual

4.4.4 Save

4.4.5 Inform the team about the improvement
4.5 Create a glossary used for the translation sech

4.5.1 Notice the need for some CVCE colleagues tave access to the glossary

used by the translation section

4.5.2 Start creating the glossary

4.5.3 Save the file in specific folder. It is plared to make this document

available for the translation team and the CVCE's nembers

The document is in progress.
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TRANSLATOR: T2
T2 has been working for the CVCE for approximatlyears. However, she is not completely new
to the organisation as she formerly completed &rnship at the CVCE in the translation section.

She uses ECMD every day. Her main responsibilitg isanslate material from French into English

for ENA.

TASK 1: TRANSLATION OF A TEXT IN ECMD

1.0 Translation of a text in ECMD

Y

‘ 1.1 Open Outlook to check emails I

1.2 Launch ECHWD

1.3 Becetve translation requests

|

Y

A 4

1.4 Go back to ECID and recall a recuested
document ruraber for a docwment recpuiving
translation in ECMWD

1.5 Translation done by the participant's
colleagne translator

1.6 Translation done by external translators

L

v

1.4.1 Copy French version of the
text (Ctrl+HC)

1.4.2 Open a document page in
Microsoft Word

Y

1.4.3 Paste the original French text
in the hicrosoft Word page

Y

1.4.4 Translate the text into English
using Wordfast plug-in tool

1.4.5 Finish the translation and check
spelling and gravamatical conectness

Y

1.4.6 Goback to ECHWD and create
a tab fior the English worksheet, ift
there is not one already

y

1.4.7 Copr the text from the
Word docurment and paste it
into the worksheet in ECMD

L

1.4 Change status of the docwment to "Pré-
disponible”, which means “pre-available”

L

1.4.9 Save the worksheet

L

1.410 Inform the researcher
that the text is ready

1.5.1 &gk her colleagne by exail or
in person to translate the docurnent

L

1.5.2 Her colleague translator will
translate the regquested docureent
and insert it into ECWD, change the
status of the docurnent and save the

L

1.6.1 Send the docurment needed to
be translated to an external translator
by email in Microsoft Word format

L

1.6.2 The translated docuraent is
sent back to her in Microsoft Word

completed; she can proceed to the
revision process for this docurnent
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. 1.6.3 Download the
1..5.3 Her colleagne translator W]ll dotisasit o the arail
inforrm her that the document is

Y

1.6.4 Sawve the document in the folder
where the translations and revisions
are kept

Y

1.6.5 Begin the revision process for
this docuraent




1.0 Translation of a text in ECMD
1.1 Open Outlook to check emails
The translation requests do not always come vialemmaOutlook; she is sometimes
given a list of texts, etc.
1.2 Launch ECMD
1.3 Receive translation requests
1.4 Go back to ECMD and recall a requested documenmumber for a document
requiring translation in ECMD
1.4.1 Copy French version of the text (Ctrl+C)
1.4.2 Open a document page in Microsoft Word
1.4.3 Paste the original French text in the Microdb Word page
She will save the document twice in the translatink folders, once as a
French "source text" and once for the English weran which the translation
will be done.
1.4.4 Translate the text into English using Wordfatsplug-in tool
She also uses some marking functions like dothtevsspaces between two
words, and paragraph symbols on her document tabslated.
1.4.5 Finish the translation and check spelling angrammatical correctness
1.4.6 Go back to ECMD and create a tab for the Englh worksheet, if there is
not one already
1.4.7 Copy the text from the Word document and pastit into the worksheet in
ECMD
1.4.8 Change status of the document to "Pré-dispdole”, which means "pre-
available"
1.4.9 Save the worksheet
1.4.10 Inform the researcher that the text is ready
1.5 Translation done by the participant's colleaguéranslator
1.5.1 Ask her colleague by email or in person todnslate the document
1.5.2 Her colleague translator will translate the equested document and insert it
into ECMD, change the status of the document and sa the worksheet
1.5.3 Her colleague translator will inform her thatthe document is completed:;
she can proceed to the revision process for this deament

1.6 Translation done by external translators
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1.6.1 Send the document needed to be translated am external translator by
email in Microsoft Word format
1.6.2 The translated document is sent back to hen iMicrosoft Word format by
email
1.6.3 Download the document from the email
1.6.4 Save the document in the folder where the tnalations and revisions are
kept
She also uses some marking functions like dothtevsspaces between two
words, and paragraph symbols on her document tabslated.

1.6.5 Begin the revision process for this document
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TASK 2: TRANSLATION OF CAPTIONS AND TITLES

2.0 Translation of captions and titles

L]

2.1 Open the Excel file for title and caption
translation recuests

L]

2.2 Check through every Excel sheet to see if
there are any new translation requests

|
Ves
Y

‘ 2.3 Decide the priority of the docurents to be translated |

L

‘ 2.4 Copy the documents' rurebers and sections I

(CHHC)

2.5 Open a Microsoft Word page

26 Paste the numbers and sections in the Word
page

2.7 Launch ECMD

‘ 2.8 Recall a docuraent reber whose

caption and title need to be translated

L]

29 Copy the title and caption for that
docmnent

L]

2.10 Paste the title and caption into the
Ilierosoft Word document, belowr the
docurent wureber and section of that

docurent

Y

211 Translate the title and caption
frora French into English

2.13 Go back to ECMD and create the
English tah, if thers is not one already, to
insert the translated titls

L

214 Copy the translated title and
paste it into the title fisld

2.15 Sawe the worksheet

2.16 Change the status of the title
worksheet to "Pr?-disponhle, " which
means "pre-available”

Y

2.17 Click to activate the caption and
get the space o insart the caption

L]

218 Copy the translated caption from the
Misrosaft Word docnment and paste it
inton the caption field

219 Save the worksheet

2.20 Send an email to the researcher who made the request when
all the titles and captions which are requested for translation in
that perind are translated and inserted to notify them that the
doctments are ready

L]

2.21 Go back to the Exvel sheet and enter crosses to show that
the titles and captions have been translated and inserted
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2.0 Translation of captions and titles

2.1 Open the Excel file for title and caption trankation requests
This Excel file is shared between the researchedstlae translators for translation
requests.

2.2 Check through every Excel sheet to see if theage any new translation requests

2.3 Decide the priority of the documents to be traslated

2.4 Copy the documents' numbers and sections (Cti3)

2.5 Open a Microsoft Word page

2.6 Paste the numbers and sections in the Word page
Normally she will do many translations for thed#land captions at the same time
because they are short texts.

2.7 Launch ECMD

2.8 Recall a document number whose caption and tlneed to be translated

2.9 Copy the title and caption for that document

2.10 Paste the title and caption into the Microsof?Word document, below the document

number and section of that document

2.11 Translate the title and caption from French ito English
She also uses some marking functions like dothitevsspaces between two words,
and paragraph symbols on her document to be ttadsla

2.12 Check the spelling

2.13 Go back to ECMD and create the English tab, there is not one already, to insert

the translated title

2.14 Copy the translated title and paste it into th title field

2.15 Save the worksheet

2.16 Change the status of the title worksheet to 'fi@-disponible,” which means "pre-

available"
She needs to change the status of the audio-vikx@lments — photos, cartoons,
facsimiles, videos and sounds — to "Pré-disponjlded notify the researcher once
they are done. For the other types of documentdesives them as they are (default
status) and does not need to notify the researcher.

2.17 Click to activate the caption and get the spado insert the caption

2.18 Copy the translated caption from the MicrosoftWord document and paste it into

the caption field
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2.19 Save the worksheet

2.20 Send an email to the researcher who made thequest when all the titles and
captions which are requested for translation in thaperiod are translated and inserted
to notify them that the documents are ready

2.21 Go back to the Excel sheet and enter crossesshow that the titles and captions
have been translated and inserted
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TASK 3: UPDATE AN EXISTING TEXT IN ECMD

3.0 Update an existing text in ECMD

L

3.1 Recetve an email recpuest containing
the docurnent that has been modified
by the researcher to be revised for the
English version

L

3.2 Open and save the attached file
which now will be used for the
revision of the document

L

3.3 Open the folder where the former
English translation file of that document
is stored

L

3.4 Check the content of the text in
French in paralle] with the previous
Englich translated text

L

3.5 Use the track changes tool
during the modification of the text

L

‘ 3.6 Finish the modification

3.7 Go to ECMD

3.3 Recall the number of that document

Y

3.9 Select "Détail" to get a bigger view
of the text

v

3.10 Copy the text fror the
Word docurnent

L

3.11 Replace the modified text in
the text field

3.12 Save the worksheet

3.13 Send an eraail using the quality contral
ermail to the researcher who recuested the
randification of the text

3.0 Update an existing text in ECMD
3.1 Receive an email request containing the docuntethat has been modified by the
researcher to be revised for the English version

3.2 Open and save the attached file which now wibe used for the revision of the
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document

3.3 Open the folder where the former English trangdtion file of that document is stored
3.4 Check the content of the text in French in padéel with the previous English
translated text

3.5 Use the track changes tool during the modificain of the text

3.6 Finish the modification

3.7 Go to ECMD

3.8 Recall the number of that document

3.9 Select "Détail" to get a bigger view of the tetx

3.10 Copy the text from the Word document

3.11 Replace the modified text in the text field

3.12 Save the worksheet

3.13 Send an email using the quality control emaib the researcher who requested the

modification of the text
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TASK 4: JOB DISTRIBUTION

4.0 Job distribution

!

4.1 Consider whether a job shonld be
done by herself or by another
translator

¢

4.2 If the job should be done by another
translator, send that job to another
translator by erail

4.0 Job distribution
4.1 Consider whether a job should be done by hersar by another translator
4.2 If the job should be done by another translatgrsend that job to another translator

by email
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TASK 5: REVISION AND VALIDATION

5.0 Revision and validation

- <L -
¥ v v
5.1 Revision dome by the 5.2 Revision done by the 5.3 Revision dona by external
participant herself participant's collsagus franslator translatons

5.1.1 Cheek from the Excel file she
creted for her own records to idsntifyy
an exsting dosument in the digital
Uorary which needs to'be revised

5.2.1 Ask her colleague by email oz in
person 1o check the translation

5.3.1 Send the document needed
tobe revised to an extemal
translator by email in Microsoft
Word forraat

Y

Y

L

5.1.2 Go to the translated file of that 522 Her callssgne translator will yevise 532 The revised dosument s sent back
document and open it up; it will the recuasted dncents and insert thera Togtnin Mucrment] Wi oy
nomnally be Microsoft Word format inta ECMD ermall
5.1.3 Work om the revision of the text 3.3.3 Download the document from the
using the track changes tool email
5.1.4 Finish the revision and 5.3.4 Save the docwent in the folder
reraove the track changes whers the translations and revisions are
kept
5.1.5 Open ECMD L4
5.3.5 Canry ont a final check of the
. — dosurent
5.1.6 Recall the document nurdber
536 Copy the text to ECMD
Y following the same steps as in

aforementionsd translation prosess

5.1.7 Copy and paste the revised
text 1o replace the existing one

Y

5.1.8 Change the text worksheet's statns
to "Achewée,” which means "finished "

Y

5.1.9 Type by nams in the
"Révision" field

Y

5.1.10 Check the text nsing the
document views which are available
inECHD

Y

5.1.11 Zave the worksheet

Y

5112 Change the entive docurent's
status to "Pré-disponihle," which
means "pre-availsble”

5.1.13 Save the worksheet

5114 Send a epuality control eraail to that
particular reseacher to get approval. The
researcher will change the document's status
to "Dispondls”, which msans "svailible"

5.0 Revision and validation
5.1 Revision done by the participant herself

5.1.1 Check from the Excel file she created for heswn records to identify an

existing document in the digital library which need to be revised
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5.1.2 Go to the translated file of that document ahopen it up; it will normally
be Microsoft Word format
5.1.3 Work on the revision of the text using the aack changes tool
5.1.4 Finish the revision and remove the track chayes
5.1.5 Open ECMD
5.1.6 Recall the document number
5.1.7 Copy and paste the revised text to replacedtexisting one
5.1.8 Change the text worksheet's status to "Achegg which means "finished"
5.1.9 Type her name in the "Révision" field
5.1.10 Check the text using the document views whi@re available in ECMD
5.1.11 Save the worksheet
5.1.12 Change the entire document's status to "Préisponible,” which means
"pre-available"
5.1.13 Save the worksheet
5.1.14 Send a quality control email to that particlar researcher to get
approval. The researcher will change the document'status to "Disponible”,
which means "available"

5.2 Revision done by the participant's colleague @anslator
5.2.1 Ask her colleague by email or in person to elek the translation
5.2.2 Her colleague translator will revise the reqgested documents and insert
them into ECMD

5.3 Revision done by external translators
5.3.1 Send the document needed to be revised to external translator by email
in Microsoft Word format
5.3.2 The revised document is sent back to her in istosoft Word format by
email
5.3.3 Download the document from the email
5.3.4 Save the document in the folder where the tnslations and revisions are
kept
5.3.5 Carry out a final check of the document
5.3.6 Copy the text to ECMD following the same stepas in aforementioned

translation process
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4.4 TASK DECOMPOSITION FOR THE LEGAL ADVISER

LEGAL ADVISER: L1

L1 works as a legal adviser for issues relatedhtellectual property. She has been working for the
CVCE for approximately 5 and a half years. Whenfsisetook up the post, she worked on her own
until another legal adviser joined her in Septenf@38. Therefore, she no longer uses ECMD for
her daily tasks as much as the new adviser, bechesdas delegated various tasks. She is more

responsible for administrative tasks at presertsba regularly supervises her colleague.

TASK 1: CREATE A NEW COPYRIGHT CARD

1.0 Create a new copyright card

Y

1.1 Click on "Noweean" within the copyright
wiorksheet after a search reveals that a card
has not alveadsy heen created for this copyrizht
hiolder

Y

1.2 Do regearch on the copyright holder

Y

1.3 Coraplete the metadata as rauch as
possible except the negotiation field, which
willbe cormpleted aftenrards

Y

1.4 Save

1.0 Create a new copyright card

1.1 Click on "Nouveau" within the copyright worksheet after a search reveals that a

card has not already been created for this copyrighholder

1.2 Do research on the copyright holder
- Sometimes information about the copyright holckan be obtained on the internet.
- She will use Google or navigate through the wteksdf several institutions, which
produce certain types of documents such as carttimatsshe knows of.

1.3 Complete the metadata as much as possible excépe negotiation field, which will
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be completed afterwards
1.4 Save

TASK 2: GIVE PERMISSION TO THE RESEARCHERS TO PUBIH A DOCUMENT IN THE
DIGITAL LIBRARY

2.0 Give permission to the researchers to
publish a docmnent in the digital library

Y

2.1 Becerve a quality control ermail asking for the
right to publish the docurient

L]

2.2 Launch ECMD

L

2.3 Recall the nuraber of the
docurment

\]

2.4 Open up the bibliographyr field where the
source of the docurment is indicated

v

2.5 Check the narne of the copyright holder
or sorce of the docwment and rerermber it

L

2.6 Close the bibliography worksheet

L

2.7 Open up the copymight workshest

L

2.8 Search for the name of the source from
the exgsting copyright holder list within

ECIHD
. | .
wes o
L] L]
281 Click on the copyright holder 282 Create a new copyright card
from the list which corresponds to the

source given in the docurment

\]

2.0 Zave by attaching the copyright
card to the document
. | .
es no
Y A
291 Send an email inforring 292 Send an ernail to the requesting
the requesting researcher that researcher informning that the copyright
the copyright is attached cannot be completed because it is
awaiting the copyright holder's
permission
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2.0 Give permission to the researchers to publish@ocument in the digital library
2.1 Receive a quality control email asking for theight to publish the document
2.2 Launch ECMD
2.3 Recall the number of the document
2.4 Open up the bibliography field where the sourcef the document is indicated
2.5 Check the name of the copyright holder or sougcof the document and remember it
2.6 Close the bibliography worksheet
2.7 Open up the copyright worksheet
2.8 Search for the name of the source from the exiisg copyright holder list within
ECMD
2.8.1 Click on the copyright holder from the list vhich corresponds to the source
given in the document
2.8.2 Create a new copyright card
2.9 Save by attaching the copyright card to the daenent
2.9.1 Send an email informing the requesting reseeher that the copyright is
attached
2.9.2 Send an email to the requesting researcherfamming that the copyright
cannot be completed because it is awaiting the capyht holder's permission
This document's status will be "Non vérifié" wheyea authorised document

will be "En cours"
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TASK 3: DRAW UP LEGAL CONTRACTS

3.0 Draw up legal contracts

3.1 Intellectual property contract 3.2 Partnership contract
3.1.1 Divaw up a contract ina 3.2.1 Drawr up & contract in a hlicrosoft
Mlicrosoft Word docurnent Word docurnent

Y L

3.1.2 Contact the intellectual

property holder 3.2.2 Seve the contract in the specific
' folder for partrership contracts
3.1 3 Negotiate on conditions with '
the holder
323 Contact the partnership for the
regotiation
Y ' v
3.5 Megotiate partnership 3.2.3.2 Contact through an
 onditioms - 3.2.3.1 Contact herself P—

Y

3.3.1 Change the conditions

L]

3.3.2 Mlake a second draft, third
draft, ete.

Y

‘ 3.4 Get the contract signed

v

3.5 Ilake a copy of the contract in
PDF format

3.6 Save the original and corapleted
contracts within the same folder

Y

3.7 Cornplete the Excel sheet and
SharePoint with the data
cohcerning the contract

Y

3.8 Inform the CVCE's person in
charge of the partnershipithe
reuesting researcher that the

contract is signed

3.0 Draw up legal contracts
3.1 Intellectual property contract

3.1.1 Draw up a contract in a Microsoft Word documat

3.1.2 Contact the intellectual property holder
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3.1.3 Negotiate on conditions with the holder
3.2 Partnership contract
3.2.1 Draw up a contract in a Microsoft Word documat
3.2.2 Save the contract in the specific folder fguartnership contracts
3.2.3 Contact the partnership for the negotiation
3.2.3.1 Contact herself
3.2.3.2 Contact through an intermediary
The intermediary mostly refers to the CVCE employd® has a
connection with the partnership person or orgaiusat
3.3 Negotiate partnership conditions
3.3.1 Change the conditions
3.3.2 Make a second draft, third draft, etc.
3.4 Get the contract signed
3.5 Make a copy of the contract in PDF format
3.6 Save the original and completed contracts withithe same folder
3.7 Complete the Excel sheet and SharePoint witheldata concerning the contract
3.8 Inform the CVCE's person in charge of the partership/the requesting researcher

that the contract is signed
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TASK 4: RENEWAL OF A CONTRACT

4.0 Renewal of a contract

L

4.1 Check in the folder or see the
rervinder from Catlook on which
contracts are expiring

Y

L

Y

4.2 Contact the contract partner herself

43 Comtact the contract partner

through the ntermediary

4.4 Terminate the contracting perind
after decision by the CVCE's
merbers and the legal tearn

Y

Y

4.2.1 Check the financial conditions in the
current contract

Y

4.3.1 Recetve the conditions of the

contract from the intermediary

Y

441 Consult the CYCE's merdhers
irevobed in the project to make the

4.2.2 Negotiate with the partner by

v

432 Draw up a contract

L]

sending an ernail or telephoning
¥ ' v
4.2.3 Drawr 1p a renewal 4.2.4 Complete the renewal
contract by casual practice

v

4.3.3 Recetve the signed contract
from the intermediarsy

decision together

4231 Send the contract to the
contract partrer by email or
post

\]

4232 Recetve the signed
contract from the contract
partner

Y

4,233 vlake a copy of the
sighed contract in PDF format

v

4234 Save the contract
together with the old contracts
inthe sare folder

¥

4235 Complete the Excel
sheet and SharePoint with the
data concerning the contract

Y

4.236 Inform the CVCE's
person in charge of the
partrershipfthe requesting
researcher that the contract 1=
signed

Y

4.5 Ilake rernark on the Excel file to
| show that this contract has beex
completed in the process

4.0 Renewal of a contract
4.1 Check in the folder or see the

expiring

reminder from

Otlbok on which contracts are

- Every year in January, she will create a talléedontaining the details of each contract

which has an expiry date of that year. These detaé obtained from ECMD by making a

search for the documents which have expiry datebaifyear and copying them into a
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Microsoft Excel document.
- Then she will save the dates in her Outlook cdemnd set a reminder when the expiry
dates are approaching.
4.2 Contact the contract partner herself
4.2.1 Check the financial conditions in the currentontract
4.2.2 Negotiate with the partner by sending an emiabr telephoning
4.2.3 Draw up a renewal contract
4.2.3.1 Send the contract to the contract partnerypemail or post
4.2.3.2 Receive the signed contract from the contapartner
4.2.3.3 Make a copy of the signed contract in PDIBifmat
4.2.3.4 Save the contract together with the old ctmacts in the same
folder
4.2.3.5 Complete the Excel sheet and SharePoint tvitthe data
concerning the contract
4.2.3.6 Inform the CVCE's person in charge of the artnership/the
requesting researcher that the contract is signed
4.2.4 Complete the renewal by casual practice
Sometimes there is no need for a written contracéwal for some partners,
so she can renew the process immediately.
4.3 Contact the contract partner through the intermediary
Translation agencies, for example, will be contdat@ the CVCE's translators.
4.3.1 Receive the conditions of the contract fronhe intermediary
4.3.2 Draw up a contract
4.3.3 Receive the signed contract from the intermeaty
4.4 Terminate the contracting period after decisionby the CVCE's members and the
legal team
For some projects which have contracts for a aerfsriod of time, when the
duration is completed the stakeholders will make tlecision to terminate the
contract together.
4.4.1 Consult the CVCE's members involved in the mject to make the decision
together
4.5 Make remark on the Excel file to show that thicontract has been completed in the

process
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4.5 SUMMARY

In this chapter the results of the decompositioralbfthe tasks of the participants in the three
categories were described using HTA techniquesidiicy diagrams and written explanations of the
steps in a task.

The final chapter of this study contains the cosiclns and recommendations of the researcher.
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CHAPTER 5
CONCLUSIONS AND RECOMMENDATIONS

5.1 INTRODUCTION
The main problem of this study was stated in chraptas the analysis of the tasks of DL content
creators relating to a European DL, namely the CERA. In the same chapter the relevant sub-
problems were defined as the following researclstmes:
* What are the current tasks of the DL content credioth directly and indirectly involving
ECMD?
» According to the DL content creators, what are ditcomes achieved in performing their
tasks?
* What recommendations are put forward by the DL @ain¢reators in regard to their tasks
and activities?
* What functionalities or features should be incogped into the future DL content

management system for the content creators’ tasks?

Chapter 2, describing the background for the aboeationed main research problem, was based on
a literature study done by the researcher. Theareler explained the research methodology for this
study, namely the use of HTA, in chapter 3. In tleat chapter, chapter 4 of this thesis, the HTA
decomposition of the current tasks of the DL conteaators of ENA, both directly and indirectly
involving ECMD, was presented. This included thetcomes of the specific tasks under
observation.

In chapter 5 the information contained in the poesi chapter will be combined with the

recommendations made by the DL content creatoredard to assisting the effectiveness of their
tasks and activities. The recommendations alsaidleciwhat functionality or features should be
introduced to assist DL content management witkiqudar reference to enhancing the performance

of DL content creators in the completion of thesks.
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5.2 THE DL CONTENT CREATORS: RESEARCHERS
Five researchers who are DL content creators t@okip this study. The researchers for ENA are

highly esteemed experts in their particular fieldshe European and global research context. These

researchers keep abreast in their field of exgentiszarious ways such as following current events

in the news, consulting relevant online resoureeg. (visiting the EU websites), keeping in touch

with other researchers in their field, and readiewly published hardcopy and/or electronic articles

and bulletins. In addition to the mentioned infotima resources, it was also noticed that

researchers often use Google as search enginatonformation on the internet.

General task-related observationade by the researcher are:

Regular meetings between the researchers andlitteeimanager take place to discuss tasks
and task sharing. Tasks shared between researigitsanslators are captured in an Excel
document. SharePoint is mostly used by the audioaViresearcher, iconographic researcher
and the audio-visual engineers.

The way the researchers manage information on EN@ feceiving and sending of data,
organising files, updating of documents, etc.)as umiform. Although the standard of their
work is high, it was not clear if the individualishown in information management plays
any role in the outcomes of a task.

ECMD is a powerful tool of ENA, but some functioase not always stable. For example,
when researcher number two (R2) tried to move filesn one folder to another it was not
possible to move them as a unit. In other wordsrefile needed to be moved individually
by the researcher. This is time-consuming andratiag for the researcher.

Some ECMD functions and buttons are no longer bye@searchers, for example the black
check mark at the top of the page when organigiegdL structure. The reason for this is
that these applications are outdated.

Most data-checking procedures need to be done rignliaeems that metadata could not
always be trusted when it was moved from one @lanother, because the researcher always
checked the metadata after it was moved againshétadata in the original folder.

Similarly to the metadata, the synopses from tlgiral folder also have to be transferred to

the new folder manually.

The last four points mentioned, in particular, some of the reasons why the CVCE is working to

develop a new ECMD.
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Recommendations made concerning each task arenprdsm table 5.1 and are related to the

specific tasks of the researchers. Where necessdeg are added to explain a recommendation.

Only tasks with recommendations are included.

TABLE 5.1

RECOMMENDATIONS IN REGARD TO RESEARCHERS

Task

Researcher(s)

Recommendations

Create a structure fo
a new topic in the

digital library

r Researcher four (R4)
and Researcher five
(R5)

Frequently used search engines and other onlin
sources need to be made easily accessible to

researchers.

A discussion channel/forum or similar

communication tool (e.g. Yahoo messenger) sh
be considered to be implemented within the ECI
system for quick and easy communication betwsé
researchers to complement face-to-face and oth
communication methods. It will save time when
researchers need to communicate when creatin

structures for new topics.

puld
MD
ben

er

Organising the digita

library’s structure

R2

Outdated functions and buttons need to be
eliminated in the current ECMD. There is no

purpose for them and they may cause errors when

used.

Automatic information transfer (e.g. the synopsis
migrate automatically when the metadata is mo
should be part of the new ECMD functionality.

5 €
ed)

Insert a new
document into the

DL’s structure

R4 & R5

Task-sharing communication among all
stakeholders needs to be improved. Although
SharePoint is well utilised between researchers
audio/video engineers, the training of all

researchers in the use of this tool needs to be

and
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Task

Researcher(s)

Recommendations

incorporated to ensure optimal application.

Create a text

worksheet

R4 & R5

Various module functions (e.g. metadata uhed
caption module and bibliographic module),
currently separate entities, should be consolidat
on the same worksheet. This will ensure that the

creation of a text worksheet is less complicated.

Create a diagram

worksheet

R5

Current procedure entails the completion of a
request form, which has to be attached to an
Outlook email by a researcher and sent to the
graphic designer. On completion of the task, the
graphic designer will inform the researcher via
Outlook email and request the final validation of
the content. The researcher will then check the
diagram using ECMD. To save time, an online
request form to be completed by a researcher ¢
be developed through the intranet or the ECMD
system itself. A discussion forum, already
mentioned under the first task, could also be a
time-saving tool and enhance communication

between stakeholders.

buld

Create a map
worksheet

R2

The recommendations made for the previous ta
are also applicable for the creation of map

worksheets.

Create an audio/vide

worksheet

oR3

Task-sharing happens through different platforn
namely SharePoint and Excel files. Task-sharing
through one platform such as SharePoint may

simplify and streamline this task so that it is mor|

convenient for all stakeholders. This implies agali

training of all stakeholders in SharePoint.

The consolidation of metadata space incorporat

NS

n

ng
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Task

Researcher(s)

Recommendations

the text worksheet and the object worksheet shq
be considered for greater efficiency and use of
time.

uld

Manage iconographi

documents

cR1

The recommendations made for the three previ
tasks are also applicable. This includes the
recommendation that all request forms be easily

accessible online through the intranet or ECMD.

DUS

Quality control and

validation

All researchers

A discussion channel/forum or samil
communication tool, as mentioned under the firs
task, will also benefit discussions on the final
validation of documents.

Although quality control and validation are
important aspects of the ECMD, quality control

and validation criteria need to be documented tad

ensure consistency. The in-house rule for scientifi

content selection, including maps and diagrams

e

developed by the researcher team should also &
implemented.
Prepare for an R4 Improve communication among stakeholders in
interview regard to questionnaire approval.
Organise an R3 Interview guidelines are in the process of being
interview developed. When completed, these guidelines

should be made accessible to all stakeholders

involved in interviews.

It emerged during the study that some researchiersnare technologically advanced than others.

For example, one researcher uses Zotero, a bibjpbgr management plug-in. Consideration should

be given to the possibility of personalisation fuoies in the new DLMS.
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5.3 THE DL CONTENT CREATORS: TRANSLATORS
Two translators (T1 and T2) who are DL content tmeawere involved in this research. The

translators are highly qualified and experiencdte TVCE also offers internships for translators.

General task-related observationgegard to the translators made by the reseasrie

Translation requests are received through varitasels, e.g. a task-sharing Excel file,
Outlook emails or personal requests. To check mewests the translators must access these
different request formats. This is a cumbersomie tas

Documents to be translated also come in a variefgromats such as hardcopy documents,
electronic articles or text in emails.

Text for translation is copied into Microsoft WofllS Word), and the Wordfast plug-in (an
industry-leading translation memory environmentjnisst frequently the chosen tool to aid
the translation process.

A variety of sources are used by the translatarsh ss dictionaries in book format, online
dictionaries, online thesauruses, as well as websitarifying terminology used in the
European context.

Interestingly, Google is also the preferred seabine used to access information on the
internet.

There are no guidelines for information managenagat it was found that translators save
the end-products differently. For example, T2 sahesoriginal document together with the
translated copy, a practice not followed by T1.

Comments in regard to translation, in the same agatyanslation requests, are made through
various channels, e.g. the different sheets ofable-sharing Excel file and emails.

In-house translation guidelines have already beewveldped and are extensively used,
specifically also by external translators.

Translators working at the CVCE deal with severadpartners, namely freelancers and
employees of translation agencies. Work sent torandived from co-partners is always in
MS Word format. CVCE translators must then indegttext into ECMD.

T1 gathers information on translation events areiowork-related translation aspects as a

reference tool when the annual report is compitddenend of each year.
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Recommendations made concerning each task arenprdsm table 5.2 and are related to the
specific tasks of translators. Where necessarysrate added to explain a recommendation. Only

tasks with recommendations are included.

TABLE 5.2
RECOMMENDATIONS IN REGARD TO TRANSLATORS

Task Translator(s) Recommendations

Translation, including| T1 & T2 Requests for translation should be accessede
translation of texts, place and not through several channels, e.g.
captions and titles in through SharePoint.

ECMD
Automatic transfer of texts selected for transkatio
in ECMD to MS Word will be preferable or the
possibility of Wordfast embedded in the new
DLMS. This will speed up the translation process,
as copy and paste actions will be eliminated. Statu
changes made after translated texts are inserted
into ECMD are not stable and automatic transfer of

translations will rectify this problem area.

All online sources used by translators should be
easily accessible in the new DLMS system.
Personalising the online resources will be

preferable, because translators have their favouyred

sources.

Update an existing | T2 It will be advantageous for translators if theayn

text in ECMD have access to two screens (not one split scree

=)

)

when performing translation. Workflow will be

enhanced and the translation easier to monitor.

Revision and T1&T2 The in-house rules for translation shoutddasily

validation accessible to all translators.

Automatic notification or an alert service when a
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Task

Translator(s)

Recommendations

document has been completed will save time fo

translators.

Stakeholders’ work will be streamlined if shared
documents are accessible at a specific point in
new DLMS. Currently shared files are sent back

and forth as needed.

If possible, incorporate a track changes function
into the new DLMS.

he

Job distribution T1&T2 An online tool to assisthwvrecord keeping and
the retrieval of data will be an advantage.
Administrative tasks | T1 An online budget managensgstem to help kee

track of budget expenditure for translation work

needed.

SharePoint is not only excellent for sharing task
among stakeholders, but also for helping to
retrieve information for the compilation of the
annual report. Training will need to be provided
the use of SharePoint.

O

is

n
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5.4 THE DL CONTENT CREATOR: LEGAL ADVISER
One legal adviser (L1) who is a DL content cregdarticipated in the study. The CVCE'’s legal
advisers are professionals involved in drawing opt@acts used in connection with ENA and

managing the intellectual property rights of thatemt published on the site.

General task-related observationgegard to the legal adviser made by the rebeamre:

» Drawing up appropriate and effective contractsyall as the accompanying negotiations, is
time-consuming.

» The legal adviser has to deal with financial manag# in order to decide whether contracts
should be entered into or renewed. She has creatdexcel file to keep a record of the
budget expenditure.

* Once a year the legal adviser creates a file contidetails of the contracts which will

expire in the course of that year.
Recommendations made concerning each task arenpedsm table 5.3 and are related to the

specific tasks of legal advisers. Where necessatgsrare added to explain a recommendation. Only

tasks with recommendations are included.
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TABLE 5.3

RECOMMENDATIONS IN REGARD TO LEGAL ADVISERS

a

Task Legal adviser Recommendations

Create a new L1 The legal adviser has to check through manyssitep

copyright card and order to establish the existence of a specific.dard

give permission to will save time if a more effective retrieval syst@m

the researchers to this regard is available in the new DLMS.

publish a document

in the DL Automatic notification or an alert service to the
researcher when permission is granted to publish
document will save time. This service can also
inform researchers when negotiations are intercup

Draw up legal L1 The legal adviser handles many files and cotgriac

contracts the internal and external partnerships of the CVCE
These documents are currently stored in various
places such as Excel and SharePoint. A new platform
and/or tools to assist the legal adviser in margagin
and retrieving these files and contracts are nacgss

Renewal of a contragtL1 Assistance with the expiry dates of contracts is

needed. An electronic alerting service in this rdga

will be welcomed.

Training is needed for enhanced skills in SharetPo

in

5.5 LIMITATIONS OF THIS STUDY
In this study, rather than an in-depth analysigndividual participants’ tasks, the HTA of the DL

content creators of ENA presents an overview, &edefore a platform for further study, of such
tasks. The HTA is focused on the tasks of ENA aointeeators and may not reflect the tasks of DL

content creators in other institutions, who maylvied similarities when considering their own

tasks in light of this study.
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5.6 CONCLUDING REMARKS
» Sustained evolution and investment are needed itatamaa DL (Barkstrom, Finch, Ferebee,
& Mackey, 2002). A DL management system must tleeefbe “comprehensive and
extensible” to support evolution (Zhang & Gourl2903).

* Note that no existing DL management system caneptyf and completely meet an
institute’s current and future DL requirements (Hu@ctober 2001).
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APPENDIX 1
INTERVIEW AND OBSERVATION GUIDELINES

QUESTIONNAIRE GUIDELINE:

1.

N o gk~ wbd

What is your position title?

How long have you been positioning in this job?

Can you tell me briefly about your job descoptplease?

How often do you use ECMD?

What are the main tasks you do every day?

What are the tasks you do relating to the ugeGivD?

Can you explain the steps of how you will ackigeur mentioned tasks together with

the demonstration on the screen please?

* Other questions may arise depending on the ir@ereircumstance *

OBSERVATION GUIDELINE:

1.

2.

The procedures while performing the task (hovelmiime does it take to complete
each task; how many steps have to be taken in todeach the sub-tasks; other
external tools/programs used besides ECMD in aadérlfil their tasks, etc. )
Their complaints, dissatisfaction, positive iiegé toward the ECMD features and

functions



APPENDIX 2
INTERVIEW AND OBSERVATION CONSENT FORM

Thesis title: A task analysis of the content creators of a digjitiarary: a case study of the
CVCE'’s digital library

Student’s name:Kanokporn NASOMTRUG

Supervisors:Pat DIXON and Monica VEZZOSI

University: University of Parma, Parma, Italy

l, , Urdersthat | am being asked to

participate in an interview that forms part of Kaporn Nasomtrug’s required Master thesis in
International Master in Digital Library Learning (o). It is my understanding that this

interview will cover topics related to my work tasknd activities, especially those relating to
using the in-house content management databaseMbBER order to make an analysis of those

tasks and activities to help improvement of the &&3igital library development processes.

| have been given some general information abastMiaster project and the types of questions
| can expect to answer. | understand that thevigerwill be conducted at my office and time

that is convenient to me, and that it will take mpimately one and a half hour of my time.

| understand that my participant in this projectc@nmpletely voluntary and that | am free to
decline to participate, without consequence, at @mg prior to or at any point during the
interview. | understand that, with my permissidms interview may be video recorded as well as

the tasks | performed on a computer screen witeloerded.

| understand that the results from this intervieWl be used by the below-named student and
may also be used for the CVCE’s benefits to imprigveligital library design. | also understand
that my name and identity will remain confideniialany publications or discussions; and will
not be used in any way that can identify me. Atemiew notes, or records will be kept in a
secured environment and all raw data such as tigtsmotes, and video files will be destroyed
or stored in a secured place after the completidheoresearch.

| have read the information above. By signing beowl returning this form, | am consenting to
participate in this project via a face-to-face mtew and observation as designed by the below-

named student.

Participant’s name (please print):




Signature:

Date:

Please keep a copy of this consent form for yooonds. If you have other questions concerning

your participation in this project, please contas via email akanok.nas@gmail.coror my

supervisors afixonap@aol.copmonica.vezzosi@unipr.it

Thank you for agreeing to participate in my Maskessis project.

Kanokporn Nasomtrug (Interviewer)
Interviewer’s signature:
Date:

\



