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Digitization 

Whether learning to digitize     

in-house or outsourcing a 

project, a library needs to 

understanding basic 

terminology to ensure project 

success.   

Access v. Preservation -  When scanning images for access, file sizes are generally smaller and use varying file 

formats to ensure the image can be viewed quickly by the user.  Preservation images are created as TIFFs to 

ensure they can be easily migrated as technology changes.  Preservation images are large and require more 

time to open for access. 

 

Backup - a copy of images that are preserved and accessed in the event that the initial files are lost.   

 

 

Compression– reducing the size of an image for storage. 

 

 Lossless – when the file size of an image is reduced, but the image still contains the same number of 

 pixels and maintains its resolution. 

 

 Lossy - when the file size of an image is reduced and pixels are lost reducing the resolution of the 

 image. 

 

 

File Format - how information is coded and stored as a computer file. 

 

 JPEG -  is a compressed file format that can have either lossless or lossy compression.   

 

 PDF - a format the contains the elements of the printed document such as being searchable, print, and 

 send to others.   They have a small file size and are a good option for access. 

  

 TIFF (Tagged Image File Format) - is a uncompressed file format that is accepted by the professional 

 community as  the preferred format for preservation.   

 

OCR (Optical Character Recognition) -  searching for specific text within a digitized image by using a software 

program with OCR abilities.  Images with typed font are easily read using OCR, but cursive and some 

handwritten text can not. 

 

Metadata - physical and intellectual descriptors of the image that make it unique.  Metadata is broken into 

bibliographic, technical, preservation, provenance (origin), and structural information. 

 

Migration - converting a image a new file format or transferring it to a new software program and or hardware 

as technology changes. 

 

Obsolescence - the failure to migrate an image to new technology which results in the image not being able 

to be retrieved for access. 
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PPI v. DPI – PPI (pixels-per-inch) is the number of pixels that define the resolution of a image.  DPI (dots-per-

inch) is the number of pixels that define the resolution that can be produced by imaging equipment. 

 

Proprietary - a file format, software, or hardware that is unique to a specific vendor.  Migration is difficult with-

out assistance from the vendor, which can increase loosing image due to obsolescence. 

 

Quality Control - set procedures used to check a checked image for completeness. 

 

Recovery - an attempt to retrieve images and transfer them to their original location if lost. 

 

Reformatting - moving an image from one file format  or medium to another. 

 

Resolution - is a general term for the number of pixels per inch within an image.  Higher resolution images have 

a larger amount of pixels and create a more complete image.  300 dpi is the resolution preferred for scanning 

images for access, and 600 dpi is the standard for image preservation.  

 

 

Tonal Dynamic Range - amount of variation between the lightest and darkest colors of an image. 

  

 Bitonal– an image that contains black and white pixels.  Bitonal images have a smaller file size are are 

 ideal for OCR.  

 

 Grayscale – an image that can be comprised of up to 256 tones ranging between black and white. 

 

 Halftone – a printing technique, commonly used in newspapers, where images are comprised of  

 different sized pixels and tones.  Halftone images can be challenging to scan. 

 

 True Color  (24-bit color) - a combination of over 16 million colors using the RGB (red, green, and blue) 

 spectrum of colors. 


