Uploading and Publishing to SAHARA (revised July 2024)

To add your images to SAHARA, use JStor Forum and follow these steps:

1. Log in to JStor Forum: https:/forum.jstor.org/ (the same account information you use for SAHARA)

2. Click on the SAHARA or SAHARA 2024 project:

;Forum Projects v Admin v Cataloging Tools v

Search projects ‘

Projects |

+
Add Project

SAHARA 2024 SAHARA
3items 207,580 items
3 items published to JSTOR 172,961 items published to JSTOR

45,031 items published to Artstor



https://forum.jstor.org/

3. If this is your first upload to SAHARA, you will see the message, “Your new project is empty” Although the page advising starting
with metadata, we prefer to add media first. Click on the “add media” hyperlink near the bottom of the page to add images.

Wl SAHARA | Log in X TCOR Forum | Projects Page x + % = X

&« C & forumjstor.org/#/projects/2157query=&filter=[]&sort=id&dir= DESC&start=0&Iimit=100 o~ = v B » O o H

Projects v Lists & (@ annehillbird@gmail.com ~

SAHARA

> Sets Your new project is empty

» Saved Filters Get started by adding metadata. Learn more

It is essential to put your data into the excel projecfftemplate. This template includes
special ID numbers in each of the column headergthat match your data to our fields in We're working on a new uploader to make all this easier! If you want to try it, email
Forum (see example below) forumsupport@jstor.org to request early access.

How to upload a metadata spreadshet

1. First, download the excel template for yffur project. This template includes the correct
headers with unique item identifiers for yglir Forum project.

Download Excel project template l

2. Next, add the word "NEW" in all

ghps in each row of the SSID column that will have your A B c D E F

data. 1 [ss0 [Filename ~ Creator{1368764]  Culture[1368765]  Tile[1366766] Image View Dilm.
2 NEW Your data Your data Your data Your data Yourdata Yo
3 NEW Yourdata Your data *our data Your data Yourdata Yo
4 NEW Your data Your data Your data Your data Your data Yo
3. Now copy your data and pastff it into the column that best matches your metadata. It’s 5 NEW Yourdata Your data Your data Your data Yourdata Yo
OK to leave columns blank. S

4. Finally you can upload th¥f modified template file that has your metadata.

You can also get stagfed by adding blank records .

You coul irst, but we recommend starting with adding metadata. @

Columns Activity Monitor




4. Drag and drop your image files to the box on the following screen. For best results:
a. Upload images no more than 10 at a time and use the strongest internet connection available to you.
b. Before you upload, make sure your images are oriented correctly — rotate if necessary.
c. Please remove duplicate images before uploading.
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Upload items

Upload one or many files to your project

Upload compound abjects

structural

more about compound objects.

Filename syntax
IMAGE_OO1.PNG
IMAGE_002.PNG

IMAGE_OO03.PNG

T

Drag & drop media files here

or

| Choose media to upload |
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5. Once you have added one or more images, click on “Upload” button

TOR Forum | Upload ltems Pz X + o - X
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SAHARA

Files to Upload Cancal

1 file 280.03 KB

53Bexmoor stairs.pg




6. The image files will upload. Once uploaded, you’'ll see the upload report. Click OK.
7. Then, double click on the image thumbnail to open the editing screen.

JSTOR Forum | Projects Page x + = - X
€ > C % forumjstor.org/#/projects/2152query=3&ifilter=[1&sort=id&dir= DESCBistart=0&limit="100 e I e 9 A I - ]

Upload Report
Upload Finished

Upload Report
« 1file(s) uploaded successfully.

» Total of 280.03 KB transferred in 5 seconds.
s Overall upload speed was 49.3 KB /s.

View the upload activity monitor for details l




8. Fill in the metadata for your image. Required fields are marked with an asterisk: *. Supply as much information as possible to
improve the chance of your image appearing in user searches.

9. To better understand the field requirements, please use the Cataloging Guide available on the SAH website at
https://www.sah.org/publications/sahara. We especially recommend reviewing the Creator and Location fields, which take
information from the Getty Vocabularies.
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10. Repeat for each uploaded image.You can navigate between images by using these navigation buttons. Remember to save your

information.
A T
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11. You can select several images to bulk edit, which saves time when there is information common to several images.
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12. When you have completed entering your metadata you can publish your work to SAHARA on JSTOR. You can publish each image
individually or several together. Do this from the editing screen using the “Publish” button just above your image preview or from
the main Forum screen.
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13. Select one of the two JSTOR publishing options:
a. The SAHARA Members Collection is only available to SAH members.
b. The SAHARA Public Collection is available to all JSTOR users.

Publish Records

PUBLISHING TARGET NAME TARGET TYPE

A Institutional Collection in JSTOR
SAHARA Members Collection

. i Public Collection in JSTOR
SAHARA Public Collection

14. After making your selection, you will see a screen with a message that your item(s) are queued for publishing. Your images should
be visible on SAHARA within an hour.

Enter your email address and click “Notify me” to receive an email when they are posted. Otherwise, click “No Thanks.”

Publication Summary

1items queued for publishing to SAHARA Members' Collection.

Publishing can take up to 24 hours

Sign up to be naotified when your items are live on JSTOR

EMAIL

annehillbird@gmail.com ‘ No Thanks




Ready for more? Click the “Add” button to repeat the process to uploading additional photos.
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Thank you for your contributions to SAHARA.



