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NIMAC Publisher Conference Calls 

June 13 & 14, 2007

Notes

1. Workflow & Vendor Issues

A. Turnaround time 
· It is NIMAC’s goal to process and accept files into the repository as quickly as possible. However, it is important that publishers have realistic expectations on turnaround time given the OverDrive batch processing schedule and “vendor learning curve” issues. Please keep these in mind as you plan for submission of files and any deadlines that you may need to accommodate.

· Here is OverDrive’s batch file processing schedule for files submitted by FTP:

· Files received by noon on Tuesday will be loaded into the system by OverDrive by end-of-business-day on Thursday; files received by noon on Friday will be loaded into the system by OverDrive by end-of-business-day on Tuesday.

· Batch-loaded files cannot be viewed or reviewed by NIMAC staff until OverDrive has completed this processing.

· The time frame for batch loading of files submitted on DVD or through other means will depend on the total number of files. It is also essential that metadata submitted with batch files be complete and accurate. OverDrive cannot load metadata from Excel sheets that do not contain all required metadata.  

B. Vendor Resources
· Understandably, there is a “learning curve” for vendors who are submitting files for the first time, especially in terms of meeting metadata submission requirements. 
· We strongly encourage all vendors to review ALL of the following documentation before submitting files for the first time:

· NIMAC Metadata document (found at www.nimac.us)

· PowerPoint “Supplying Content Files & Metadata to the NIMAC Repository” (found at the Support tab in the NIMAC publisher portal—users must log in to access this resource)

· OverDrive Excel spreadsheet template (found at the Support tab in the NIMAC publisher portal—users must log in to access this resource)

· NIMAC staff are also happy to review a sample OPF and PDF from new vendors before they submit their first batches of files to the NIMAC. This allows us to catch problems in the metadata so that they can be fixed before file submission. Please just call us at 1-877-526-4622 or email us at nimac@aph.org for more information.

C. File Validation: We want to emphasize again that the XML validation tool is available on the Support tab in the publisher portal. Publishers are welcome to download and distribute this tool to any vendors who are preparing their files. ALL files should be validated using the tool BEFORE being submitted to NIMAC. OverDrive will not batch load files into the system that do not pass validation, and the system will also not permit files that do not validate to be loaded via the publisher portal.
D. Publisher Subaccounts: NIMAC wants to remind publishers who are creating subaccounts for vendors that it is important that vendors have all the needed rights to work with inventory. NIMAC recommends these rights be assigned to vendor accounts:
· Add Content

· Edit Content

· Delete Content

· View Inventory

To choose these options when creating the account, just hold down the Ctrl key while clicking each option in the rights pick list with your mouse. Once you have created the account, you can also go back and view the rights to ensure that all needed rights are there.
E. Notifications of File Loads: All batch file submissions to OverDrive require that OverDrive be notified when files are ready to be downloaded from your FTP folder. This is done by emailing ftpnimac@privatereserve.com
· NIMAC also is now asking that we be notified when files are uploaded through the portal. Please let us know by emailing nimac@aph.org . One email notification for a given day is adequate, and very short email noting the NIMAS Identifiers of the files and the contact person’s email and phone number will suffice.
· OverDrive is working on development that will permit NIMAC staff to view information on which account or subaccount uploaded a file to the system. This will help us quickly identify whom to contact if there are problems with a file. However, until this is in place, we need to ask that vendors/publishers provide this information to us.

2. System Development

A. Some Development Delayed: Due to an unexpected system development request from OSEP, other development was tabled for several weeks. As such, final work on some system features—such as reporting functions, advanced searching, and Mac support—are still being worked on. 

B. Edit of Certified File Metadata: The ability for publishers to modify optional metadata fields in the portal on files that have been certified has temporarily been suspended as OverDrive has been working on some portal functionality. The capability will be available once other system changes have been made. In the meantime, should you need to add information to a metadata record for a certified file, please feel free to call us and we can see that the information gets into the system. Changes to required metadata fields are not permitted in the portal once a file has been certified.

C. System Requirements: As a reminder, the current system requires Windows 98 or above, and IE 5.5 or above. While some functionality may work with other systems, not all does. Mac functionality is a very high priority for development and we hope that this is in place within the next few months.
D. Helpful Hint for Mac Users: This information was shared by a publisher:  On any Macs with OSX 10.4 and higher, you can use “Remote Desktop Connection” to set up to a PC to use the NIMAC Validation Wizard.  (We are not Mac users at NIMAC and have not tried this, but wanted to pass it along for your information.)

E. Publisher Downloads: Publishers currently have the ability to download any file from their own certified inventory at any time. OverDrive is also developing functionality so that uncertified files can also be downloaded. 

3. Metadata and File Issues

A. New Metadata Document: A new Metadata guidelines document is in the works and will be distributed to all publishers on our email list within the next few weeks. It contains more examples and detailed information and we are hoping it will provide better guidance to vendors who are preparing OPFs and the metadata spreadsheets.

B. Creator-Author Element: The NIMAC has determined that when more than three authors are present for a title, publishers will only be required to include the first 3 in the OPF and in the metadata spreadsheet (if submitting batch files). We have received some files with as many as 14 authors listed. Files will not be rejected if publishers do include more than three authors; however, only the first 3 will be required.  
C. Image File Compression: In recent discussion with the NIMAS Technical Development Committee, it has become apparent that file compression guidelines for publishers were not included in the original NIMAS specification. The Committee will be addressing this issue in coming months and we will share the results of their work when it becomes available. 
4. Upcoming Files?

A. Please let us know what’s in the hopper. Once again the NIMAC would like to ask publishers to please let us know about the number of files you have in process. If you can provide information monthly, or quarterly, this is greatly appreciated and is a great help to us as we plan our staffing for the coming months. Any information provided will be treated confidentially, and we do not need any specific title information—only the total number of files that are expected to be submitted.
B. Contact Us! We are happy to help with any questions. We can be reached toll-free at 877-526-4622 or by email at nimac@aph.org. 
