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START WITH JIRA TICKET

• Find image location 

• Review any notes and comments on the ticket 

• Create a process tracking table if the ticket doesn’t have one 





REVIEW IMAGES

1. Check images in both Masters and Access folders 
• Note if there is any differences between the two folders (total number 

of files, file naming convention, page sequence, dpi, image size…etc.)
• if so, figure out if anything needs to be fixed 

2. We will use images in Access folder for HT submission, and 
they should pass these quality check points:

 Every image should be a .tif file
 Every image should have 600 dpi 
 Pages in correct sequence
 No curvature and distortion 
 Foldouts in full view (not folded) 



PREP IMAGES FOR FALCON

1. Create a set of files for Falcon process
e.g., Copy access folder and paste it into a new folder “#ProcessingFiles-Falcon-
DeleteAfterHTsubmission”

2. Add and edit meta.yml file into the copied access folder
Change the capture/compression dates, and scanner used for the images 

3. Rename files. In this step, we will ignore the local file naming convention 
and best practices. 
Can keep prefix of the files, but numbering should start from 0001 and contains 
numbers only (no additional letters appended in the end). This is to prevent page 
sequence from changing in the next steps.





PREP IMAGES FOR FALCON CONTINUED

4. Code the files. Add a suffix letter according to the end results we desire 
for each page. There are 4 letters we use; their meanings are as following: 
• b = bitonal & OCR

• B = bitonal; No OCR

• z = color/grayscale & OCR

• Z = color/grayscale; No OCR

5. Check the image folder again before starting Falcon





FALCON PROCESS

Note: You will need a software for FTP transfer and a terminal to execute a 
command line. We currently use SecureFx (for FTP transfer) and Secure 
CRT for running command lines.

1. Open SecureFx software and connect to rocket.lib.missouri.edu

2. Upload the image folder to falcon/data or falcon/data/batch depends on 
how you want to process the images

3. For individual folder processing, when uploading is complete, open 
Secure CRT, connect to rocket.missouri.edu. Run a commend line 
“falcon foldername”. Batch processing will start at 5pm each day and run 
automatically. 



SecureFx: 

Upload images

Secure CRT: 

Run script

http://library.missouri.edu/digitalservicesinternal/wp-content/uploads/sites/30/2019/09/MoveFilesOver-1.png


CHECK RESULTS AND DELETE FILES 
FROM FALCON

• When Falcon process is finished, a .zip file will be created and shown in 
the Falcon/data folder. 

• Download the zip file and spot check a few files to ensure the process was 
done correctly and no file was corrupted. 

• After downloading the zip files, delete the original folder and the folders 
created by Falcon. This is very important for folders in the batch folder, as 
the script will re-process them at 5:00 pm each day.



SUBMIT IMAGES

Warning: you can ONLY submit 
images AFTER metadata file has 
been processed by HT Zephir 

Upload .zip files to Dropbox: 
https://www.dropbox.com/home/m
issouri-hathitrust-ingest
(ask for username and pw if you 
don’t know)

Email support@hathitrust.org 
using below template

Subject: HT submission from U of Missouri

We have added xx items to the ht-ingest 
Dropbox folder for University of Missouri, 
metadata has been loaded per Zephir. List of 
the items:

010511587312.zip 

010511649546.zip …

https://www.dropbox.com/home/missouri-hathitrust-ingest
https://www.dropbox.com/home/missouri-hathitrust-ingest
mailto:support@hathitrust.org


DON’T FORGET TO UPDATE JIRA TICKET
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