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Notes from NIMAC Conference Calls with Publishers

March 7 & 8, 2007

Hosted by: Nicole Gaines, NIMAC Manager, and Julia Myers, NIMAC Project Director
A. Current Status of Systems—report from NIMAC

· OverDrive is currently working on Mac functionality for the publisher and other NIMAC portals. We are hoping that the publisher portal will be finished within the next few weeks. We’ll be announcing this to publishers as soon as it’s available.

· OverDrive has also been working out the batch loading process—more on this later in the agenda.

· An updated Excel spreadsheet is available in the publisher portal on the Support tab. We recommend that all publisher users download the most recent version for use.
· An updated Metadata page has been posted at www.nimac.us and is also available for download. This includes some recent changes so we recommend downloading this updated version.
B. Communications

· Basic information: Just to clarify, NIMAC administrative offices are located in Louisville, Ky. Once files are submitted for certification, our staff reviews the files and metadata before certification. However, the OverDrive system (where batch files are processed and loaded and where all files are stored) is located in Cleveland.  To most effectively help when questions arise, we want to be clear that technical questions involving FTP access, problems with portal functionality, or problems with batch loads should go directly to OverDrive.

· Key email addresses for sending routine communications:

i. ftpnimac@privatereserve.com: Please use this address to request FTP access from OverDrive  OR to notify OverDrive any time a new batch has been submitted by FTP (note: please send the email after the data transmission is completed).

ii. nimacsupport@privatereserve.com: Please use this address to report technical problems involving batch loads or the publisher portal directly to OverDrive. The OverDrive technical support team should respond within 2 business days. 
iii. nimac@aph.org: This address goes to NIMAC administrative offices. Please use this email to ask questions about setting up a super user account, or to inquire about procedural or policy questions, such as those involving metadata requirements.

· Publisher email list: NIMAC has created an email list for publishers registered with the NIMAC. However, we only have access to super user email information. If you would like to include other subaccount holders on this email list—to receive news and information from NIMAC—please just send those addresses to us at NIMAC@aph.org. 
· Web site: In coming weeks, the NIMAC web site will be completely reorganized and revamped. We hope to make the site much easier to use and especially to make recent news and updates easy to find. Among the changes will be a link to a page specifically for publishers, highlighting resources and news relevant to you. Any downtime of the web site will not affect access to the NIMAC repository. (They are located on different servers.) However, we recommend that you bookmark http://nimac.privatereserve.com/ so that you can easily find the OverDrive portal if the NIMAC web site is down.

·  A new publisher webcast, “Publishers & the NIMAC: Metadata and Working in the Portal,” will be offered on Monday, March 19th  at 10 AM and again on Tuesday, March 20th at 2 PM. This will include some metadata highlights from earlier webcasts, but with additional updates and pointers for working within the publisher portal.
C. Batch File Uploading: Procedures and Issues

· Batch Processing Schedule:  OverDrive has been working on smoothing out its workflow and communications regarding batch processing. In order to make processing more predictable for publishers and for OverDrive, a weekly schedule for batch processing will be followed, effective March 5, 2007:

· Files submitted by FTP to OverDrive by noon on Fridays will be loaded to the system for review by NIMAC staff no later than the end of the business day the following Tuesday; files submitted by FTP to OverDrive by noon on Tuesday will be loaded to the system for review by NIMAC staff no later than the end of the business day on Thursday.

· There is some “cushion” time built into this schedule, so files may appear sooner than scheduled—but not later. 

· The schedule assumes that files validate and that all required metadata fields are present in the Excel sheet. Files which fail validation or have missing required metadata fields will not be loaded to the system, and the publisher will be notified of the problem(s) so that they can be fixed. 
· Once files have been loaded to the NIMAC system, NIMAC staff will be able to view and review the files, and publishers will see that these files are in their “Submitted to NIMAC” inventory. 

· Communications and procedures: Please take care when creating subaccounts for others in your company or vendors to provide all the necessary rights to the account. For example, if you create an account for a vendor, they need to be able to Add Content and also Edit Content. If you only provide Add Content rights, if there is a problem with metadata or a file needs to be resubmitted for some reason, the account will not have the ability to do this. Please contact us if you have questions about this. Current system design does not allow for NIMAC staff to view or change any publisher’s subaccounts; however, we are happy to answer questions about how you can make needed changes to your accounts.
· The system does not currently reflect which subaccount or vendor has uploaded a given file—or submitted a given batch—for upload to OverDrive for your account. We have asked OverDrive to add contact information to files so that NIMAC can identify and contact the specific vendor or subaccount that submitted a file, should there be problems. We will keep you updated on this functionality as it becomes available. 
· In the meantime, if you are submitting files for the first time or from a new vendor, we would appreciate having a “heads up” regarding the email and phone number of the vendor or subaccount holder who is loading your files. If you are using more than one vendor, an easy way to keep NIMAC informed is by including this contact information in the email you send to notify OverDrive of FTP transmissions (at FTPNIMAC@privatereserve.com) as we are automatically copied on email sent to that email address.
D. Files

· NIMAC has been in operation for three months and we are pleased to report that we now have well over 500 certified files in the inventory. As we prepare the budget for the second fiscal year for NIMAC, we are in great need of information from publishers on the number of files and types of materials they currently have in conversion to NIMAS or plan to have in conversion in the coming months. This information will greatly assist us in our planning and help us ensure that staffing is adequate so that we can process files as quickly and efficiently as possible. 
· Original staffing and budget for NIMAC were based on estimates of the number of core textbooks and ancillary materials published each year. However, it has become apparent only in the first weeks of operation that NIMAC will be receiving far more files—and various types of materials—than we had expected.

· If you can provide even quarterly information to NIMAC on the number of files, and any non-textbook materials types that you are preparing, NIMAC would greatly appreciate this information. Any such information will be treated with confidentiality and used only to assist in our planning and development of production benchmarks.

· File sizes: We would also appreciate information on any files that are being prepared which are over 2 GB in size. The testing phase for the NIMAC was short, and we received very few files for testing—none of which approached the sizes of some of the files we are now receiving. While OverDrive has experience providing audio and video files for download in their other products, we are seeing files that far exceed the sizes they are accustomed to working with. How NIMAC will deal with the delivery of files of these sizes is an issue we are currently working through with OverDrive. Any information you can provide that will help us anticipate the scope of this issue is much appreciated.
E. Metadata Requirements Updates & News

· There are several metadata updates that will be highlighted here. These can also be found in the downloadable metadata document at www.nimac.us. 

· UPC Codes: NIMAC has received its first files that were for items that did not have an ISBN. Since the NIMAS files specification requires that the Identifier for each file be based on the ISBN, we have had to work with the NIMAS Development Committee on this issue, since the specification will need revision. Our solution to the problem is as follows: If an item does not have an ISBN but does have a UPC code, an identifier can be constructed based on the UPC code, using the following format:  UPC335426098NIMAS. (In other words, the letters UPC, followed by the number, followed by NIMAS, with no punctuation). The Source ISBN field in the OPF and Excel sheet should still only be used for ISBN information and no other information. For items that do not have an ISBN, please use “No ISBN Assigned” to indicate this.

· PDF Requirement:  NIMAC has become aware that we are not always receiving needed information in the PDFs being submitted with the NIMAS files. As such, we have needed to revise our requirement to more specifically reflect what information must be included. Because NIMAC staff does not have access to print books for verification of metadata, we must require that publishers submit a PDF that includes images from the book where the title, copyright statement, and ISBN are found. In prior communications, we have requested that the title page and the verso of the title page (page immediately following the title page) be included. However, it has become apparent that on some occasions the book title only appears on the front cover, or the ISBN appears only on the back cover. As such, in the future, NIMAC will require that PDF images be submitted that include the book title, copyright statement and ISBN information—regardless of where this information appears on the book.  Please contact the NIMAC if you have any questions about this revised requirement.

·  Serials and other materials:  As mentioned above, NIMAC is already receiving some types of materials that were not anticipated based on discussions during the early days of system development. Flash cards, for example, are being submitted. We also expect that we may receive serials and are working with OverDrive to make necessary system changes to accommodate this need. Please let us know if you are in the process of converting serials files or anticipate doing so in the coming months. Advance notice will help NIMAC be better prepared. 
· Partial files:  While the NIMAC’s basic policy is that we do not accept partial files, we have already received partial files for some teacher’s guide materials that included pages for the student. In accordance with IDEA 2004 and OSEP's guidance, NIMAC will not house teacher’s editions; however, NIMAC can accept portions of teacher materials that are specifically for distribution to students, if such materials are submitted. IF you are planning to send such files, however, please notify NIMAC in advance. In these cases, a Publisher Note will be required in the metadata that clearly explains that the file is a partial file and what it contains. 

· Series information: NIMAC wants to reiterate that series information is required, if applicable. Because series information is a key access point for searchers, and because often this information does not appear on the title page for verification by NIMAC staff, we rely on publishers to provide this information. The series field has recently been updated so that up to two series statements can be included on the record.

· Reading Program: There has been some confusion as to the difference between a reading program and a series. In general, a reading program will refer only to a publisher’s comprehensive language arts program—or an established program of supplementary reading materials defined by an outside organization, such as the Accelerated Reader program. Other collective titles for works should go into the Series field. 
F. Publisher Questions

· A question was asked about how to format the source book pagination. It was clarified that the information should include the last numbered page for each section of the book, and not the total number of pages. 

· A publisher asked for clarification on whether NIMAC was also interested in the total number of pages converted per book for files currently in conversion, or only the file sizes. NIMAC clarified that we are interested in the number of files being produced, and the file sizes of the largest files. Since the large file sizes are due to the image files rather than the textual portion of the file, the file size is actually what we are interested in rather than number of pages.
· A publisher requested that a note be posted on the NIMAC repository log-in menu screen explaining current browser and OS requirements. NIMAC acknowledged that this was a good idea. (Note: The note has now been added to the page.)

· Two publishers noted that they would be able to send quarterly notices to NIMAC on the number of files that are anticipated to be in production for the coming quarter. NIMAC greatly appreciates this and hopes other publishers will also be able to provide this information to us.

· A question was asked regarding the availability of an updated metadata document. It was confirmed that the metadata page at www.nimac.us and also the downloadable Word version have been updated as of March 2, 2007. We recommend that publishers download the most recent version and share this with staff or vendors who will be submitting files.

G. Wrap-Up 

· Nicole and Julia thanked all participants and invited feedback on the usefulness of the call. NIMAC is considering offering such calls on a bi-monthly or quarterly basis to keep communication with publishers open. Please let us know if you support this.

· Please don’t hesitate to contact NIMAC either by phone 1-877-526-4622 or by email at nimac@aph.org if you have any questions about topics discussed, or if you’d like to suggest topics for future discussions or trainings. 

· THANKS VERY MUCH for working with us! 
