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BEFORE YOU BEGIN

Before burning CD backups, make sure the files have been through Quality Control,
have been loaded into Content DM, and are exported into 650 MB groups for CD

backup.

These groups will be located on:
E-Archives/Collections/Collection Name/Originals/Collection_#

Example: E-Archives/Collections/Earhart at Purdue/Originals/AEPCD_12

OPEN ROXIO

Open Roxio Easy CD Creator by clicking on Start, then Programs, then Roxio Easy
CD Creator 5, then Applications, then Easy CD Creator.

INSERT CD

Insert the blank Kodak Gold Preservation Disc in the CD burner. Usually the CD
burner is the bottom CD/DVD drive.

CD PROJECT PROPERTIES

Click on File/CD Project Properties.

Each CD must have the following properties selected (see image below).

All items should match the image x|
at right, with the exception of General | Fie System | File Types |

AECD_(CD Number). This label
should match the collection and

Volume Label: |.6\ECD_[CD Humber)

Type: Data CD
group name.
File: Spstern: m
Containg: 0 Filez, 0 Folders
Uzed Space: 0 bytes 0 bytes

v Autornatically jmpart previous session
v alidate source files before recording

v Automnatically verify File System after recording

¥ ‘Record using a single data track only:

Phwzical format of CD
" Mode 1: CDROM

v Mode 2: COROM XA

Save Az Default |
QK I Caticel | Help |
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SOURCE FILES

Find the files you want to burn by clicking the drop-down list under Select source files.

Browse to the desired folder.

& Untitled Data CD Project - Easy CD Creator

File Edit WYiew Disc Tools Track Internet Help

Select source files:

) AECD_EXAMPLE ~| (&2) =)
“e@ Local Digk [D:) * . I
"1 (23 STAGING AREA aize | Tvpe
ﬁ AECD 85,217 kKB TIFF
£, DD Drive [E:) 36,404 KB TIFF
L DVD-RW Drive [F) 69,672 KB TIFF
22 collections on 'e-archives' [vi) | #h911KE TIFF
=# earhart on 'e-archives' [2:) B1,773KB TIFF
(£} My Documents | 345:5KB TFF
n @WW—J 19KE Micro
1|
4 = Adt
ADD FILES
The files in your folder will now be listed on the screen. Add
Select all of the files and click the Add button to add these files to your CD *
project.
The Project Size should be about 650 MB in size.
NAME CD
On the left, next to the CD icon, make
datac| :E@}
sure the name of your CD appears. - " project *
If it doesn’t, rename the project to e New .
match your CD and double check that Find...
the Project Properties are set correctly
(see CD Project Properties above). o
Capy
Example: AEPCD_12 — Raste
Froject Size: Ei butes on .
_ Remowe From E0 Prajeck
Fename the selecl Properties
5
BURN CD
Now that you have added the files, click the Record button. 6

record
The Record CD Setup screen will open.
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Be sure to:
e Test and Record the CD (Record Options).
e Finalize the CD (Record Method).

Record Optiohe————— [~ Record Method
" Record CD -\ & Track-2t-Once
™ Test Only W\ £ Dot Finalize Session
% Test and Record CO £~ Finalize Sezzion. Don't Finalize CO
¥ Finalize CD

o " Disc-tt-Once
Set as Default | [T Allow ancther recarding

Then click Start Recording

The last screen to come up will let you monitor the recording progress.
Record CD Progress

P — Progress

N Scanning doc

Finighed!

— Disc Progress
CD Creation Canceled

Selected 'Wiite Speed: 24x ITI Carcel << Hide Details

Recording to Drive: F
Format: Data CO

Total Written Skipped
tethod: Track at Once
Buffer Lewvel: Tracks 1 1
Block: Files

Bytesz Femaining:

When the CD is complete, exit the project. There is no need to save.

CONTACT SHEET

Try the CD in a different CD drive to make sure there are no errors and that the disc can
be read by the machine.

Once you know the disc is good, use Photoshop to create a contact sheet for the contents
of the CD.
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To do this, open Adobe Photoshop and click on File, then Automate, then Contact
Sheet I1I.

Export k

Batch...

Scripks ¥  PDF Presentation. ..

Create Droplet. ..
File Irfo. . AILSHFE+CEr T P

7 Conditional Mode Change. ..

Fage Setup, .. Shift+Ckr+-P - =

Contact Sheet II...
Prink with Preview, ., Ale+Ckr+P

Crop and Straighten Photos

Divimk “hel LD

Browse to your CD folder, setting the thumbnail size so that all images fit on one or
two pages, without getting too small.

— Thurnbrails
Flace: |across first w v Use Auto-Spacing

Colurnns: |4 Yertical: ||:|.|:|14 i
Raws: I4 Horizortal; IIII.EIH i

[” Ratate For Best Fit

Once the contact sheet is created:
e Print the contact sheet.
e Write the CD number on it.
e Fold itand place it in the CD jewel case with the CD (make sure the CD number
is visible on the front).
e Label the jewel case with the CD number. You can write the number on a label
and stick it to the spine. Use transparent tape to help keep the label in place.

FINISHED

Once you have verified that the CD is readable and contains the proper files, deliver
the CD in a jewel case to the Digital Initiatives Librarian for filing.
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