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Abstract-There is a lot of research going on in the present 

age and new research information is also growing, but 

the present age is so advanced that all those research 

documents are being converted and preserved easily by 

converting them to digital but how about all the old, 

printed documents stored in the library? Demonstrate 

how to convert digitally and how to store them over a 

long period of time. This article shows how to convert 

and preserve printed documents to digital and how to 

store them for a long time. If steps are not taken to 

preserve these printed documents, many valuable 

resources will be wasted, so all institutional libraries will 

have to take steps now to preserve old, printed 

documents. This article discusses how to preserve old, 

printed documents. Finding old documents and 

converting them from print documents to digital 

documents. Some tools and software have been used for 

preservation such as scanner machines, editing software, 

file converting software, computers, digital library 

software (Dspace), etc. Old documents need to be 

digitally preserved, so that researchers of the present age 

can use those documents in their research. They need to 

be cursed as soon as they are preserved so that the 

documents get the right dimensions. Here, digital library 

software called Dspace is used for curation and 

preservation, so that documents can be cursed and 

preserved in a good way. Dspace is open-source digital 

library software that helps store and preserve 

documents. Metadata can be edited and cursed through 

this software while the documented ones are preserved. 

Preservation means that documents can be stored for a 

long time and delivered to users at the right time. 

Index Terms: Digital Preservation, Curation, Digital 

Curation, Metadata Editing, Curation Process, 

Preservation Techniques. 

1. INTRODUCTION 

Digital preservation is how to store documents in a 

particular place that can be used for a long time. If 

every institution converts all their printed documents 

into digital documents, preserves them in a specific 

place and gives them digital access, then many 

students of the present age will have the opportunity to 

use those documents. 

Digital documents are increasingly increasing in size 

and additional information is produced by the research 

project. Growing in complexity and diversity, 

especially in the fine arts, humanities and cultural 

issues, documents are slowly being created day by day. 

Gradually, as the current situation progresses, it is 

becoming more and more difficult for students to go to 

a library to study, so all institutions should digitally 

convert and print all the old, printed documents they 

have so that all types of students can use them in their 

studies. 

Digital curation is mainly based on the selection of 

selected documents. Digital Preservation is the process 

of selecting, storing and creating access insurance for 

digital information. We argue that metadata and 

enrichment are critical to long-term access to relevant 

information in digital resources. What is meant by 

digital correction here is how to preserve a digital 

document and give it the right dimension. Check 

where the preservation documents are going wrong or 

what they are missing or what kind of metadata needs 

to be given in case of an accurate document. Many 

times, it is seen that the documents have been 
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preserved but they have not been corrected or 

reviewed. It is seen that there are many 

misconceptions in the case of documents which are 

very difficult for the users to understand, so it is very 

important to do digital correction. A curator 

determines the accuracy of a preservation document 

by examining how relevant the metadata of the 

preservation documents is to the document and re-

prescribing if there are any errors. 

Digital carving helps maintain research data and 

preserves and adds value throughout its life cycle. 

Active management of this data reduces their long-

term threats and reduces the risks of digital 

obsolescence. In addition to the reduction of 

duplication, efforts to create research data, digital 

correction strengthens long-term values and makes 

existing data available for reuse in high-quality new 

research. 

Dspace is a digital library software that allows you to 

preserve documents very well. Here all these printed 

documents will be converted to digital, they will be 

pressed by entering metadata through dspace and 

metadata will be cursed with the help of software on 

dspace. Document Preservation is an open source and 

free software on Dspace that installs it for free. 

2. OBJECTIVE OF THE STUDY 

The aim of the study is to explore the digital 

preservation and digital curation techniques and 

process. The main objectives of the present study are 

as follows: 

• To find out the printed documents in institutional 

library. 

• To show that what is the identification policy of 

printed documents. 

• To show that how to scan the printed documents 

for transform to digital documents. 

• To Find out that what is the techniques of digital 

preservation. 

• To show the process of digital curation through 

dspace software. 

• To show how to maintain the preserved 

documents; etc. 

3. METHODOLOGY OF THE STUDY 

This study is techniques of digital preservation and 

curation process through dspace software. There 

explore the methods of the process and techniques for 

digital preservation and digital curation, those are 

follows: 

• Identify the printed documents with the proper 

way, 

• Select the printed documents as per institution 

guidelines, 

• Scan the selected documents one by one as per 

instruction of institution, 

• Edit the scanned documents by the editing tools 

and save to another new folder according to file 

name, 

• Convert the edited image file to pdf by the pdf 

converter tool as per institution policy, 

• Store the pdf file to dspace software with proper 

metadata entry as step by step, 

• Review and curate the stored documents through 

the dspace software and finally archived. 

 

4. LITERATURE REVIEW 

 

Literature review is a text of a scholarly paper, which 

includes the current knowledge including substantive 

findings, as well as theoretical and methodological 

contributions to a particular topic. 

Doorn & Tjalsma (2007) this paper review of the 

general introduction into the special issue of Archival 

Science on ‘‘archiving research data’’. It summarizes 

the different contributions and gives an overview of 

the main issues in this special field of archiving. [4] 

Hedges & Hasan (2007) in this paper view outline an 

approach to implementing digital curation strategies in 

data grids based on the iRODS middleware, in 

particular by exploiting iRODS’ Rule Engine. [10] 

Shah & Marchionini (2007) this paper review of the 

digital curation primarily involves selecting, 

preserving, and insuring access to a repository of 

digital information. [26] Yakel, (2007) stated the 

review paper of digital curation is the active 

involvement of information professionals in the 

management, including the preservation, of digital 

data for future use. [28] Chris, (2008) this paper review 

of the data deluge is beginning to have an effect on 

libraries and archives. [13] Cunningham, (2008) this 

paper reviews the digital archiving experiences of the 

National Archives of Australia (NAA), in light of the 

key messages outlined in the first half of the paper 

placing those endeavours in the broader Australasian 
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context. [3] Hedges, Blanke & Adil (2008) this paper 

review of an increasingly large quantity of digital data 

is being produced by research projects, and in addition 

the data is growing in complexity and diversity. [10] 

Marketakis, Tzanakis & Tzitzikas (2009) this paper 

review of the preservation of digital objects is a topic 

of prominent importance for archives and digital 

libraries. [18] Patel, (2009) this paper review of RI for 

crystallography data and its role in the curation, 

maintenance and management of such data. [21] Gunia 

& Sandusky (2010) this paper review of the PREMIS 

(Preservation Metadata: Implementation Strategies) 

was utilized to specify the requirements for 

preservation metadata for DataONE, one aspect of 

DataONE’s technology architecture. [9] Lancia, 

(2010) this paper review of the research has produced 

a metadata set fitted for the implementation of curation 

and preservation policies in small research institutions. 

[15] Gracy & Kahn (2011) this paper surveys research 

and professional literature on preservation-related 

topics published in 2009 and 2010, identifies key 

contributions to the field in periodicals, monographs, 

and research reports, and provides a guide to the 

changing landscape of preservation in the digital age. 

[8] Beaudoin, (2012) this paper investigates the 

various discussions in the literature surrounding 

contextual information, and then presents a framework 

which makes explicit the various dimensions of 

context which have been identified as useful for digital 

preservation efforts and offers a way to ensure the 

capture those aspects of an object's context that are 

often missed. [1] Gaura & Tripathi (2012) this paper 

review of the concerted efforts are being made 

worldwide for preserving e-journals’ content for 

posterity. [7] Iorio, et. al. (2014) this paper review of 

the Information Packages’ (SIP) preservation 

metadata was encoded in the semantics of the PREMIS 

standard, which is the implementation metadata set, 

mapped from the OAIS conceptual model. [12] 

Molloy, (2014) this paper review of the digital 

curation awareness and practice of a sample of 

practitioners from the UK performing arts community. 

Here, this enquiry is set into the broader context of 

digital curation and preservation. [20] Perrin, Winkler 

& Yan (2014) this article examines the problems that 

can arise years after the transition from a physical to 

electronic collection and presents documentation 

solutions that can make ETD preservation and curation 

more effective. [23] Ray, (2016) this paper review of 

the development of digital curation education and 

practice in museums in the USA through: an overview 

of the development of digital curation. [24] 

Erkimbaev, (2019) this paper review of role of the 

curation process in supporting scientific data 

repositories is studied. [6] Mello & Godoy (2020) this 

article presents a proposal model for curation of digital 

objects from an oncology research centre in Santa 

Catarina State. [19] Sharma, (2020) this paper review 

of the most of these libraries maintain a unique 

collection of manuscripts and rare documents of 

historical importance that need to be preserved for 

future generations. [27] Patlakas, Musso & Larkham 

(2021) this paper review of the Digital Curation Model 

(DCM) for POE data is presented. [22] 

 

5. PRESERVATION TECHNIQUES 

Data preservation is an important thing to do in order 

to follow certain rules. When data is preserved, some 

steps need to be taken, such as first choosing the topic 

on which to preserve and then looking for data like 

that. In order to search for data, you have to select 

them, and it is very important to use the registration 

book, otherwise it will not be possible to understand 

which documents are being taken and which 

documents are not being taken. It is very important to 

maintain them. Then scan the selected documents and 

after scanning re-register in the registrar. After the 

scan process is complete, they have to be edited, 

converted to files, entered into metadata and uploaded 

to the dspace, checked and reviewed, made storage 

arrangements, etc. So, all the techniques and steps of 

preservation are discussed in detail below: 

5.1. FINDINGS 

The first thing to do when preserving documents is to 

look for the documents or add which documents will 

be preserved. An institute library contains a variety of 

documents, some of which are copyrighted and some 

non-copyrighted. First you need to find out the non-

copyrighted documents, then you need to find out 

which ones are more important than which documents 

will be useful for the future students. 
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Fig-1: Documents Finding in an Institute Library 

 

5.2. SELECTION 

Documents selection is a meeting with a library 

committee to decide which study materials to scan. 

What should be the type of documents that will be 

selected? An institute library contains various types of 

documents such as books, journals, theses, magazines, 

newspapers, etc. So you have to select the documents 

that are scanned and preserved so that no one has any 

problem. That is why the selection process has to be 

done in a good enough way, which if scanned and 

preserved can be used by the students in the future for 

their study and research. Documents should be 

selected keeping all these things in mind. 

 

5.3. ARRANGEMENT 

Once the documents are selected, those documents 

have to be registered in a registration book. Some rules 

have to be followed to register documents in the 

registration book, such as serial number, document 

title, call number, access number, volume, edition, 

author, page count, etc. If it is done, there will be no 

record of which copy is being scanned and which is 

not. So it is very important to maintain a physical 

register for all this work. 

 

5.4. SCANNING 

If you want to scan documents, first you need a scanner 

machine and some scanning tools with it; you have to 

procure them and then scan. The scanning machine has 

to scan the Bookeye 4 and scanning software BCS2. 

First you have to keep the documents properly in the 

scan machine and then you have to set up the page well 

with the scan software. Once the page is set up, you 

have to scan the documents with the file name. Scan 

one page at a time so that it is not bad. Once scanned, 

it will be saved as a file in a folder and each page of 

these documents will be saved as an image copy. 

 
Fig-2: Scanner Machine with Scanning Document  

 

5.5. EDITING 

After scanning the documents, they have to be edited 

with editing software, such as having editing software 

BCS2 with which we can edit the whole document on 

each page. When documents are scanned, each page 

has some stains, page disorders, etc., so you have to 

use editing software to clean those pages. With this 

software, scanned documents can be edited very well. 

Once edited, the edited documents have to be saved as 

a separate folder file, so that the documents can be 

easily marked for later use. 

 
Fig-3: Editing the Document by BCS2 Software 

5.6. CONVERT AND RENAME 

Scanned documents are saved as image copies so those 

image files have to be converted to PDF files and 

documents have to be renamed as titles. Some 

converting tools are needed to convert scanned 

documents to PDF files, such as Abby Fine Reader 11, 

this software converts from image copy to PDF. When 

converting these documents, the file size of the 

documents should also be measured. Once the files 

have been converted to PDF files, they have to be 

renamed and saved, renaming them as the title of the 

documents. Once the documents have been renamed, 
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the scanned documents must be saved as a list in a 

folder. 

 
Fig-4: Convert the Document by Abby Fine Reader 

Software 

5.7. MANAGE OF DIGITAL STORAGE 

When it comes to preserving documents, the most 

important thing is digital storage, where documents are 

metadata entry, uploaded and archived. Creating 

digital storage requires digital library software such as 

dspace and computer, which help create digital 

storage. The digital library software is installed on a 

computer on the dspace and then a digital storage is 

created for configuration. If you want to install of 

Dspace, then you need some software such as - 

PostgreSQL database software, ApacheAnt, Apache 

Maven, Apache Tomcat, Java, Dspace, etc. If you 

install software, you can go and install of Dspace. 

After all the installation is done, who will configure it, 

such as what the metadata entry form will look like as 

documents, what metadata fields to use as per 

document, etc. 

Required software’s for create the digital storage by 

Dspace:  

• Computer with Windows or Linux Version OS; 

• PostgreSQL (Open-Source Relational Database 

Management System). 

• Apache Ant (Software Tool for Automating 

Software Build Processes). 

• Apache Maven (Build Automation Tool used 

Primarily for Java Projects). 

• Apache Tomcat (Free and Open-Source 

Implementation of the Java Servlet, JavaServer 

Pages, Java Expression Language and WebSocket 

Technologies). 

• Open JDK (Free and Open-Source 

Implementation of the Java Platform, Standard 

Edition); and 

• Dspace (Digital Library Software). 

5.8. DOCUMENTS SUBMISSION 

Once the metadata entry and the document have been 

uploaded, it should be checked to see if the metadata 

entry as a document is correct. Whether all the fields 

are used as documents, if everything is correct, then 

the document has to be finalized by making a license 

agreement with Dspace. When the documents are 

finalized, the sets are preserved, that is, archived in 

digital storage. Shown below are some screenshots of 

how documents are submitted, and license agreement 

is made. 

 
Fig-5: Document Submission Model 
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5.9. METADATA ENTRY & DOCUMENTS 

UPLOAD 

When uploading documents to digital storage, you 

need to know what the metadata of the document is, 

you need to analyse all the metadata in a good way. 

Documents have to be uploaded by entering metadata 

through digital library software. Below are some step-

by-step screenshots of how to upload documents to 

Dspace: 

Steps: Login the digital storage by admin user id and 

password >Click on community >Click on collection 

>Click on the new item submission >Fill up the 

metadata in step by step 

 
Fig-6: Metadata Entry & Document Upload  

 

6. CURATION PROCESS 

 

The curation process is that it is often seen that some 

errors remain even after the documents have been 

preserved, so that a second person is checked to make 

sure there are no errors. The second person is given 

permission to check so that he can check and edit. If 

the person finds any errors while checking, such as the 

author's name is misspelled or any other field and 

value is wrong, to correct those mistakes by editing. 

Once edited, the document is archived again. So how 

to check and edit and re-archive is discussed step by 

step below: 

6.1. REVIEW THE SUBMITTED DOCUMENTS 

When the documents are uploaded to digital storage, 

another person is allowed to review whether all the 

metadata fields and field values are correct: 

Steps: Open the Storage > Click on Login >Login by 

ID & Password > Click on any Title > Click on Show 

full item record > Review the Metadata with field 

values. 

 

Insert 

ID&Password 
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Fig-: Check the Metadata filed with Values 

 

6.2. EDIT METADATA FIELDS WITH VALUES 

If any metadata fields and values are wrong, then have to edit the proper metadata with values. 

Steps: Click on Edit this item > Click on Item Metadata > Edit the Metadata fields and values 

 

Click Any 

Title 
Click the 

Show Item 

Check 

Meta-

data 

Click on 

Edit this 

item 
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Fig-: Data Curation by edit metadata fields with values 

 

6.3. ADD THE METADATA FIELDS AND VALUES 

Steps: Select the Metadata field > Type the Field value > Click on Add new metadata > Click on Update 

 
Fig-: Add the metadata fields and values 

Click on 

Item 

Metadata 
Edit this 

item 

metadata 

fields with 

values 
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6.4. ARCHIVED DATA TO DIGITAL STORAGE 

Steps: After edited > Click on Return > Archive data to Digital Storage 

 
Fig-: Archive this data to digital storage 

 

7. CONCLUSION 

 

Digital Preservation and Correction plays an important 

role. All the documents that can be used as traditional 

documents are being used properly in this situation, so 

all those documents are scanned and converted into 

digital documents, and they are preserved. So that 

those digital documents can reach the current 

generation of students and the students can use those 

valuable documents for their study and research. If 

digital preservation is done, then those documents can 

be stored for a long time and can be used by students 

for a long time. When digital preservation is done, 

some importance should be given to it so that all the 

information based on documents is recorded through 

metadata, the resolution and cleanliness of the 

documents is right so that even the most ordinary 

students can understand it well. And the biggest thing 

is that if all the traditional and important documents 

are converted to digital and preserved, then the current 

generation of students will benefit a lot, because in the 

current situation students are not able to go to their 

educational institutions and continue their education. 

So if digital preservation is done and those digital 

documents are services online, students will be able to 

collect the documents and they need at home and 

continue their studies and research. 
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