Going Virtual!? : The Reality
In the late 1990s a library management system vendor was speaking about how they were developing a library system whereby the user could visit the library virtually. The user would be able to visualise walking along the shelves, selecting books, and opening the books and reading them. Well so far that has not eventuated. Today there are virtual special libraries in existence such as the Royal Society of Chemistry http://www.rsc.org/Library/LICMember/ which has a collection of full text e-books, journals, and databases from various publishers and sources for its members to use. Most libraries will have delivery of information from databases and e-books to desktops, and some even to devices. The reality for most government “virtual” libraries is that there is still information in non-digitised formats held in their collections. These non-digitised formats can consist of conference proceedings, internal reports, photographs, videos, plans, brochures, etc. 
This paper will briefly cover making paper documentation virtual and will not be covering other types of media.

Why go virtual? (If you have not already done so)
In today's workplace people expect to be able to access documents electronically on whatever electronic device they have. We have all heard “All the information you need is on Google”. We as information professionals know differently. We know we have in our collections unique information that is not available electronically. The hard copy collections in the Library are like broken links, existing information can be identified but it cannot be accessed without delay. Library users, if they cannot access information instantly, often will go elsewhere to try to obtain the information, even if they know that information is held in the Library. This leads to the perception that the Library is not really useful. The Library is seen as becoming increasingly irrelevant in an information environment dominated by the digital delivery of information. The provision of information in a “timely manner” is no longer relevant in the “era of the tyranny of the immediate”. 

A way of becoming a part of an information provision pathway, relevant for users working under the “tyranny of the immediate”, is to make the collections electronically available. Opportunities may arise that may necessitate going “virtual”. These may include the loss of physical space or the collection being moved to a remote location. Failure to take up these opportunities or not taking a proactive approach may give cause for the Library to be seen as redundant to the information needs of the Department.
What to digitise?
The best way to determine what to digitise is to determine what the risks are if items are not digitised. The material held in the library that cannot be, or is highly unlikely to be sourced from elsewhere is most at risk because it is irreplaceable. The loss of this information would not stop the Department from operating, but could affect effective decision making, work processes, etc.
Within most government libraries’ collections there are a number of paper documents held that have either been generated by their respective parent body or by organisations that have been commissioned to produce information for the Department (the copyright owner is the Department) and are unique to that Department. Most government department libraries do not have the objective to be the Departmental repository for information, but have often become a de facto repository; a copy of these documents would be on file as part of the corporate records. 

Why should these documents be digitised if they are already in the corporate records? 

1. The documents were originally deposited into the Library as they were seen to hold information of current and future value that need to be easily accessed. 

2. The documents can be individually identified. (Prior to electronic corporate records it is very difficult to identify individual documents held in files).


Why should these documents not be treated as corporate records?

1. They already exist as a part of the corporate record and thus there is unnecessary duplication.

2. The records would need to be treated with the same business rules and archival/disposal schedules as corporate records. 
3. They are not in the chronological or file sequence of existing records and cannot be used for e-discovery in legal situations.

Digitising part of the paper collection
The cheapest and easiest way is to scan internal documents on demand. That is when the item is requested for loan. Instead of loaning out a physical copy, it is scanned for future use. The hard copy physical document is not loaned out. A suitable scanner would need to be acquired within procurement guidelines. Thus scanning becomes part of Business-As-Usual not a project.
Larger projects which may require employing extra staff or outsourcing the scanning will need to be managed as a project. Use PMBOK, Prince2 or other appropriate project management tools to help identify the scope of the project and the resources required. Business cases for the reasons to scan need to be developed, utilising internal Departmental Guidelines and asking other colleagues. 
For projects an easy way to estimate the quantity to be digitised is to identify all the catalogued internal paper items - not counting duplicates. Then estimate the average number of pages per item, to arrive at the number of pages to be scanned. (Cataloguing pagination data does not lend itself to be easily counted.) If all the Departmental paper documentation is held separately another way to estimate how much has to be digitised is to take 10 linear centimetres of documents shelved and count the number of pages of all the documents within that measurement. With that figure established, say @1800 pages per 10cm, then multiply the number of pages by the number of linear metres of the collection shelved. 
A number of factors including why the documents are to be scanned, time, budgetary constraints, staffing, the amount of items to be scanned, will affect the decision on whether to out source scanning  or do the scanning in-house.
If the Department has already a scanning project in place and it is outsourced, it may be possible for a variation in contract to be made to include the scanning of the documents/reports housed in the Library, instead of doing a separate tender.
If the scanning is out-sourced, ask the questions:

· Does the physical document/report need to be kept in its original condition?

· Can the spine be cut off to enable ease of scanning (and lower the cost)? 

· Can it be destroyed after scanning?

· If the document/report is not destroyed after scanning how long should it be kept?

· What happens if the size of the scanned document is over 10MB? (Slowness of opening documents)
· What technical specifications are required?

· What unique identifier (barcode, accession number, etc) can be used to easily identify each scanned document and can be used for the PDF file document name.
Investigate what other libraries are doing or have done to get ideas on what the project will involve. Yongli Zhou of the Colorado State University wrote a tutorial "Documents Web Friendly? Making Scanned Documents Web Accessible" http://www.ala.org/lita/ital/sites/ala.org.lita.ital/files/content/29/3/zhou.pdf. on how the Colorado State University Library was creating and optimising digitised PDF documents for easy access down loading and optimised printing Though written in December 2010 this tutorial covers many of the issues that need to be dealt with when digitising documents.
Some technical details 

The best format for digitised documents has changed in the last decade. Historically TIFF for a long time was the chosen format by many institutions for their electronic archives. That format guaranteed and still guarantees long-term reproducibility, and the image format TIFF is established and can easily and quickly be sent to other libraries. Freely searching for information in the TIFF format, however, remains problematic.

Now the best format for scanned documents is the PDF format. The type of PDF is PDF/A which is designed primarily for long term preservation. It has been updated to PDF/A-2. For further technical details consult the relevant international ISO standard ISO 19005-2:2011 Document management -- Electronic document file format for long-term preservation -- Part 2: Use of ISO 32000-1 (PDF/A-2). 
This type of PDF format: 
· preserves the original appearance of documents;
· is well documented;
· is vendor and operating system independent;
· is self-contained: no additional data are needed to view the document;
· can be searched. 
[sourced from “The PDF/A file format” http://www.prepressure.com/pdf/basics/pdfa] 
Other technical details specific to the library environment can be found at the Library of Congress “The Sustainability of Digital Formats: Planning for Library of Congress Collections” http://www.digitalpreservation.gov/formats/fdd/fdd000319.shtml 

There is a PDF/A-3 format available. The chief difference is that PDF/A-3 makes it possible to embed any document format such as Excel, Word, HTML, CAD or XML files. For the digitisation the paper documents the PDF/A-3 format is not applicable.

To OCR or not to OCR? 

The cost to OCR scan a document is only marginally more expensive than just an image copy. Will it make a difference? Yes. Whereas before people knew that the information could possibly be located in documents, now they can search within documents to find the information. OCR scanned documents are better than books held in the hand in that key terms can be found easily. The whole idea of OCR scanning documents is to assist in information discovery.
Making the scanned documents accessible
The next phase after the documents has been scanned and stored is how to make the digitised documents accessible to library users. If the documents have only been scanned  as an image then it is easy to add the URL and update other relevant information to the original catalogue records. For OCR scanned documents it will depend on a number of factors. The question to ask is, is making searching for Library resources a one-stop-information search? Mark Dehmlow’s article in the latest issue (Volume 32 number 2, 2013) of Information Technology and Libraries “Editorial Board Thoughts: Services and User Context in the Era of Webscale Discovery” http://ejournals.bc.edu/ojs/index.php/ital/article/view/5106/pdf provides some insight on this issue. How the information will be made accessible will depend very much on the technology and in-house capabilities. 
Some suggested ways to make the scanned information accessible in a seamless manner are:

· The catalogue records to have two links one to the actual document and the other to a search page that enables searching all the documents. The second link could be something lile “Click here to go to the full-text search for departmental reports”. 

· An easy to use (user friendly) full-text search interface. Marti Hearst’s book “Search User Interfaces” http://searchuserinterfaces.com/book/ is one book to help in the design of the full-text search interface. Even looking at the features of the search interfaces of the commercial full-text online databases, can be used to as a guide in the design of the search interface. Also in the full-text search interface parameters/filters should be designed that will assist users to find information, for example date, program, broad subject, etc.  

When the project has been completed promote the digitised resources. Take time to provide information and training on how to find information. 

Conclusion

The reality of going virtual can only be done in stages. Avail yourself of any opportunity to digitise the Library collection to lessen the perception that the Library is a static repository of historical information. For a number of reasons, of which cost and copyright are two, most government libraries will not be able to go completely virtual, there will still be non-digitised items for sometime to come. 
