GETTING STARTED WITH THE DRC

Part One: The Registration Process

1. Determine who your institutional liaison will be. This person should have hands-on
experience in digital collection creation.

2. Contact DRC Staff at drcteam@ohiolink.edu.

3. Provide the name of your institutional liaison and share a bit about your plans for
digitization. DRC staff will discuss your project with you and will determine how to best
suit your needs.

Once you've contacted OhioLINK DRC staff, your liaison will be asked to register as a site
administrator. The steps are as follows:

1. Visit http://drcdev.ohiolink.edu/ and click on “Register” under “My Account”:
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2. Provide an e-mail address and click “Register”:
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3. An e-mail will be sent to the address that you provide, including a link with which you’ll
verify that the address is correct. Click on this link and you will arrive at the DRC
Development site. Provide the requested information and click “Complete Registration”:

Create Profile

Create Profile

Identity
Email Address: shannonkupfer@gmail.com
First Name: |Shannon
Last Name: II(upfer
Contact [514-123-4567
Telephone:
Security

Please enter a password in the box below, and confirm it by
typing it again into the second box. It should be at least six
characters long

Password: Inpnnnnnnpnni
Retype to Ilrllllilrlli
confirm:

Complete Registration I




4. You're registered!
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You're now registered to use the DRC system. You can subscribe to collections to
receive email updates about new items
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Part Two: Creating a Community

1. Determine the name of your community.

Q You may choose to use your institution name, your library name, or any name you
like. Bear in mind that your next step will be to create a collection and that the
relationship between community, sub-community, and collection is hierarchical; this
may help you to choose the best naming structure.
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2. From the DRC Development page, click on “Communities and Collections”:
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3. Under “Context,” choose “Create Community”:
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4. Provide requested metadata for your new community and click “Create”:
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Part Three: Editing Your Established Community

1. Loginto the DRC Development site
2. Click on “Edit Community” under the “Context” menu:
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3. Edit metadata as desired and click “Update”:

Edit Metadata for Community
123456789/763

Edit authorization paolicies

MName:

Short
Description:

Introductory
text (HTML):

Copyright text
{plain text):

MNews (HTML):

Upload new
logo:

Current logo:

[state Library of Ohio

<p>Established in 1817, the State o
Library of Ohio has three

priorities:</p>

To lead and partner in the development

of library services throughout Chio;

[ |

=

I Browse... |

State
' Library

of OhiO Remove logo

Update Delete community | Return |




Part 4: Creating a Sub-community

1. The process for creating a sub-community is nearly identical to that for creating
community, the only difference being, in the “Context” menu, you will choose
“Create Sub-Community” to complete the process:
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2. Enter desired metadata and click “Create”:
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3. You will be returned to the “Edit Metadata” page, which will appear as above. Review your
metadata and click “Return.” Your new sub-community is now visible in the Community menu.



