Master Apprentice Archivist Instruction Sheet

Overview

Thank you for your interest in becoming an m_a archivist. This document contains information on what's involved in the “job” and some practical advice if you decide to take the position. Please read it over and let me know if you are still interested.

1. All archivists will be subscribed to ##########, the mailing list for any announcements and questions regarding m_a archival work.

2. Each archivist will be given a section of the alphabet, based on author’s name. Go by the first name of the author—including titles such as “Master” and “Padawan.” For example, “Padawan Mary Sue” would fall to whoever is archiving ‘P’, while “Mary Sue” would fall to whoever  is archiving ‘M’, etc.

3. I would be happy if every assistant could commit to doing his or her part of the work and updating their portion of archiving duties approximately once per week. Hopefully the work will be evenly divided enough that each person won't have to do more than a few hours' work each week, though if you find your workload too heavy please feel free to say as much on the #####  list and one of our other archivists will likely be happy to give you a hand. Or if you find you simply do not have the time to do the work at all any more, please let me know, I will understand. Please let me know early and do not feel guilty about it. I would much rather people be honest with me and say they just can not keep up so I can find someone else in a timely fashion, instead of having sections of the archive fall weeks/months behind.

4. If a story comes your way for archiving, and you are uncertain that the subject matter is within the guidelines for the archive (disallowing explicit underage content, actor slash, heterosexual content with no slash themes, etc.), email me the question—along with a copy of the story. I will make the judgment call on whether it should be archived or not.

5. Refer technical questions to our system administrator/UNIX guru, Erik, at his personal address ###### or to the ######## list if you think the answer will be helpful to multiple archivists.

Sockii

########

July 2001

Prepping a File for Archiving

This document assumes that you have a good idea of the basic appearance of stories in the archive. You are not responsible for creating the fancy top navigation bar. All you need to know are some HTML basics, e.g.:

<html>


<head>



<title>Place Title Here</title>


</head>


<body>



Place story here.


</body>

</html>

The indentation is solely to improve readability and is not necessary in your code. Erik strongly recommends using a basic text editor (BBEdit or BBEdit Lite on the Mac) to edit the stories for the archive. PageMill, Microsoft Word
, Netscape Composer, and other automated tools will add a lot of cruft that is unnecessary and detrimental to easy archiving. Microsoft Word’s “HTML” features should be avoided at all costs, though working with HTML as a “.txt” file will work..

You will want to add <p> tags before the first paragraph and between subsequent paragraphs, e.g.:


<body>



<p>



Here is first paragraph



<p>



Here is the second paragraph



<p>



Here is the third paragraph.


</body>

Avoid inserting <br>’s  in the middle of lines unless it’s necessary as part of the formatting the author intended. For example, use <br>’s to force line breaks in short segments of poetry and quoted lyrics in the middle of a story. Longer poetry segments should be enclosed within <pre>, e.g.



<p>



Here is the third paragraph.



<pre>



Followed



   By some poetry




Which will look exactly like this



</pre>

You should use the Master Apprentice separator bar at appropriate locations in the file, e.g.:


<img src="mabar.jpg">

More Tips:

1. Validate the file using the “Check HTML” command within the archivist interface before uploading.

2. Avoid ‘<’, ‘>’, and ‘&’ in the body of your HTML they must be escaped with ‘&lt;’, ‘&gt;’, and ‘&amp;’, respectively.

3. You can refer to the mabar.jpg separator as ‘<img src="mabar.jpg">’

4. No absolute URLs. You should not refer to other stories, or resources, using absolute URLs. To refer to an associated resource use the relative URL, e.g.,

<a href=“alone.part2.html”>On to part 2</a>
and so on.

Template: The HTML File You Upload Should Look Like This

<!--

Archivist note:

1.
Indentation is for readability.

2.
Line ends should be followed, especially for </title> and <body>.

3.
The centering will only work after the story is uploaded to the archive.

4.
The images will only work after the story is uploaded to the archive.

5.
This comment should be omitted

-->

<html>


<head>



<title>Insert the Title Here</title>


</head>


<body>



<div class="center">




<h2>Repeat the Title Here</h2>




<h3>by Author Name Here</h3>




<img src="mabar.jpg" />



</div>



<p>



Preliminary Material Here, e.g.



<p>



Rating: NC-17



<p>



etc.



<p>



<div class="center">




<img src="mabar.jpg" />



</div>



<p>



Story here.



<p>



And so on



<p>



<a href="myfilename.part2.html">On to second part</a>



<div class="center">




<img src="mabar.jpg" />



</div>


</body>

</html>

Note on Problem Stories

Generally if a story comes your way that is badly formatted, and would take you a lot of time to attempt to format it properly, send it back to the author and tell what you need them to do to make it right. The biggest problems here are generally (1) an author not including clear paragraph breaks (that is, indenting or extra returns between paragraphs) and (2) screwed up characters thanks to smart quotes, ellipses, hyphens, etc.

Nicole uses macros to search for and replace those screwy characters quickly, and if you know how to do that and don't mind that extra work, fine. But if you don’t know how to set up macros to do that, and don’t want to be bothered, just send the stories back to the author and tell them how to format their stories properly (basically make sure they're sending the files in ‘plain text’, ‘simple text’,  or ‘text only’) so you can archive it. It is not your job to waste hours trying to deal with a messed up submission; authors should learn how to do these things right.

File Hierarchy Overview

Core concepts: Story vs. Resource

A story is an indexed (in the database) piece of fiction. Each story has a single database entry. Each story must have a globally unique filename, e.g. “alone.html”. The filename should (1) only use the letters ‘a’ to ‘z’ and the digits ‘0’ to ‘9’; (2) should be all lowercase; (3) spaces should be represented with underscore (‘_’); and (4) the filename should be end in “.html”. The name of the file on your local hard drive is what is used when the story is uploaded to the archive.

A resource is a file (e.g. image, additional HTML file, etc.) that is related to a specific story. For example, the story “alone.html” could have a resource, e.g. a second part, associated with it such as “alone.part2.html”, etc. The file naming rules used for stories apply to resources; additionally, JPEGs should be stored with the file extension “.jpg”.

The stories and resources are automatically arranged under the “archive” directory:

/archive

/ a /

alone.html

(a story)





alone.part2.html

(a resource for alone.html)





alone.image1.jpg

(another resource for alone.html)





alone__2.html

(a different story)



/ b /

bedtime.html

(yet another different story)

As you can see from this example, you cannot name two stories with the same file name, e.g. if there is already a story in the archive with the name “alone.html” a second story would have to be given a different name, e.g. “alone__2.html”.

The file naming limitation is completely unrelated to the story’s name, e.g. a story entitled “Hope” does not need to be stored in a file named “hope.html”. You can be somewhat creative, e.g. name the file, “hope_sidewinder.html”, or some such, to give it a distinguished filename. Name files however you can keep track of them best. The first two to three words of the title, the title and author’s, the first letters of each word in the title, etc.

NOTE: This system is different from the older system where each archivist had her/his own namespace for assigning file names.

Archivist Interface Overview

##################################

Your sign-in name is case/spacing sensitive as is your password. You must have cookies enabled to access the archivist interface.

The login screen looks like this:

##########################

After you log in you will be shown the main “command” screen:
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WARNING: Until we have things in full swing, Erik highly recommends that you keep local copies of stories and resources as they were before being were uploaded to the archive. The remaining sections of this document describe the commands in the archivist interface after you have signed in.

Utilities

Text to HTML
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This is a simple interface to convert either an uploaded file or pasted text into HTML. Only “<p>” tags are added, you will still need to manually add the appropriate <html>, <head>, <title>, <body>, etc. from the template. That said this script can reduce the manual tedium of adding <p>’s.

Checking HTML
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This is a simple interface to the more general W3C (http://www.w3c.org/)  HTML Tidy utility. However this interface is designed to hide many unimportant errors reported by the normal tool. The most common errors are from a missing <title>-</title> and from failing to represent ‘<’, ‘>’, and ‘&’ properly in the file.

Edit Author Pages
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This allows you to review submissions from the “Writer’s Survey” and either accept or reject the submission. You can also delete existing entries. For administrative convenience, there is no option to “modify” an entry. If an author wants an entry updated, have the author fill out a new form.

When you are accepting a post, you will have to type the name it will appear as in the authors listing. Only the characters ‘A’ to ‘Z’, ‘0’ to ‘9’, ‘-’, ‘"’, and space are allowed. Enter the name with capitalization as you would like it to appear on the authors page, e.g. “Author With Caps” vs. “author without caps”.
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Adding a Story
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This involves filling out the database entries and selecting the file on your local hard disk containing the story.

Any errors will be reported to you by re-prompting you to fill out the fields that are problematic or errors that occurred while attempting to upload the file.

After a story is uploaded you should click on the provided link to sanity check that the upload worked and the formatting looks appropriate (if not delete the story and then re-add it.) Also, the author/title/category indices are only updated once a day so you need to Quick Search or Advanced Search to see the search results for your newly added entry.

Notes:

5. Works in Progress. A WIP should be noted in the description/summary area. When you want to upload a new version you will need to delete the story and re-add the updated story. When the story is finished, remove Work in Progress from the description/summary.

6. If a rating, category, or summary is not provided by the author, leave the field blank.

7. If archive permission is not specifically included in a story post, do not archive the fic! You may want to drop the author a note and ask if they want it archived or not, but that’s not your responsibility. It’s the responsibility of the author to remember to include these things.

8. Notices to the List. If you're archiving a fic that was directly submitted to you, and not posted through the mailing list, make sure to send a “Direct to archive notice” through master_apprentice to alert everyone that a new story is available.

9. Don't worry about the slashcity version, it is automatically mirrored.

Adding or Modifying a Resource
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Once a story has been uploaded you can add resources to it, e.g. if the story “alone.html” is already uploaded then you can add a resource named after the story, e.g.“alone.part2.html” or “alone.image1.jpg” on your local hard drive by selecting the file to upload. The story name will automatically be computed, e.g. “alone.html” for either of the two examples and its existence verified. 

You can re-upload a resource by selecting ‘Yes’ for “Overwrite”.

If you download a resource from the web archive and it already has the top navigation bar, select ‘Yes’ for “Has MA Look Already”.

Modify/Update

Modify a Story
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You can modify a story in place by selecting this option. You should select the appropriate box for “Has MA Look Already”, e.g. whether or not the “top navigation bar” is already in place.

Modify a Resource

See “Add Resource” and make sure “Overwrite” and “Has MA Look Already” are appropriately set.

Modify Database

You can modify the database entries for a story by selecting this option. You should use this if you want to change the rating, categories, description, etc. You cannot reupload the story through this screen nor can you delete a story this way.

(1) Enter the Story Name:
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(2) Make your changes:
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Delete

Deleting Stories and Resources
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You can delete a story (or resource) by specifying its name. Some options:

(a) force delete - use to remove resources independent of the story, and

(b) delete resources - use when deleting a story to remove the resources along with it.

Remember, once you delete it, its gone.

Handling Multipart Stories

Multipart stories, or more generally stories with HTML resources attached present several problems. Firstly, the individual resource entries are not searchable in the database (some consider this a feature). Also, it is easy for files to get lost.

Some guidelines:

· Whenever possible, store each part of a multipart story as a separate story (e.g. listed in the database), e.g. “alone_pt1.html”, “alone_pt2.html”, etc. 

· If you want only the first part to appear then you will need to segment the story into pieces and upload the first part as a story and the subsequent parts as resources for that story, e.g. “alone_book.html”, “alone_book.part2.html”, “alone_book.part3.html”, “alone_book.img1.jpg”, and so on.

· It is relatively easy to (re)upload resources to add hyperlinks to reference other segments.

· Use only relative links to refer to other stories and the parts, e.g.:
<a href="alone_book.part3.html">On to part 3</a>
<a href="alone_book.html">Back to the beginning</a>
<a href="../f/fargone.html">Link to a related story</a>

� If there are multiple authors then the first listed author controls, e.g. “By Master Anna and Abby” would be archived by the archivist handling ‘M’ since “Master Anna” is the first author…


� If you feel compelled to use Microsoft Word (on a PC), name the file with “.txt” while editing it and treat the HTML file you are creating as plain text. Then just before uploading, rename the file to “.html”.


� You can refer to another story using a relative URL, e.g., <a href=“../d/destiny.html”>A related story</a>. You may use an absolute URL only for an offsite link, if you find yourself writing out http://www.sockiipress.org/..., you may find Erik coming to break your fingers (.


� Do not use a period (‘.’) in a filename except to indicate file type or a subpart, e.g. “alone.html”, “alone.part2.html”, “alone.image1.jpg”, but never “file.name.with.illegal.periods.html”.


� The cookie is a session cookie that will expire (be removed from your computer) after you quit the browser. It will also automatically expire after two hours forcing you to log back in.


� Unfortunately the HTML specification prohibits pre-filling the file upload field. Therefore, if an error occurs you will have to re-select the file to upload.


� Uncategorized stories are automatically assigned “Other”.


� This is yet another reason never to use an absolute link to refer to something in the MA archive since the mirror will then be broken…


� Erik strongly recommends against linking to other stories since the chances for broken links go up. As it is simply maintaining internal links within a story and its resources can be time consuming. However, under no circumstance should absolute links be used.





