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Worksheet Best Practise

General remarks: Try to enter all information you have (right column). For each application one sheet should be filled out. Try to give at least general information, a short description and a best practise statement (mandatory!), i.e. to point out the (excellent) features and maybe also "worst practises". E. g.:

Application 1:
Digital photo agency with email delivery of data, free search for registered users.

Application 2:


Excellent example of digital manuscripts, especially good functions to browse ...

The work sheet is only a suggestion. You can attach further information (e. g. data structure, functions etc.) and use the field "comments" at the end of the work sheet for your additions, but you should remind the purpose of the work sheet: To get standardized data about relevant applications for our project. The results will be part of the final report. If necessary attach further information (e. g. data structure, functions etc.).

A. Short Description (Mandatory)

1. General Information

Name/Title of the application/site:


URL:


Operator/Provider:
[name of organisation, museum etc.]


Domain(s):
[library, museum, archive, gallery etc.]


2. Description

Short description:
[characterize the application: e.g. museum portal, gateway to library catalogues ... describe the main purpose]




Components of the application:
[e. g. searchable database, virtual gallery, thematic exhibitions, shop etc.]




3. Best Practise Statement

Excellent Features (Best Practise):



Not so excellent (Worst Practise):



Part A filled out by:
Date:




B. Detailed Description 

4. User/User Scenarios

User Groups:

Try to describe the target groups, e. g.

· professionals

· private end user, 

· ...




Use Scenarios: B2C, B2B, C2C: 


Try to answer the following questions

· Which functions are supported?

· Which typical user questions can be answered?




5. Content Base

Covered Themes/Topics:




Object/Information Types:
[e. g. data, digital goods, physical goods, other products/services]




Categories of items:
[e. g. books, CD/DVD, video, reproductions, replicas, ...]




Provider:


Try to answer the following questions: 

· Different providers?

· From different domains? 

· How many providers participate?




6. Object Presentation

Description of objects?

Try to answer the following questions:

· Which object information is given?

· Which data fields are used? (According to standards?)


Digital storage of objects?
[fulltext, photos, images, ...]

Answer:

· Yes/No

· What types?


Multimedia elements?

Answer:

· Yes/No

· What types?


Subject classification?

Try to answer:

· Yes/No

· Which schemes? 
[thesauri, keywords, product classification schemes, ...]


Other
[e. g. annotations, reviews, ...]




7. Functions/Services

User Access Methods 

Try to answer:

· Which methods are supported?
[e. g. navigation, access for special target groups, presentation of new items, search, ...]

· Which criteria/categories?
[e. g. topics, artists, ...]




Search & Retrieval

Describe:

· search modi [e. g. index search, full search, field search, ...]

· search functionality [e. g. boolean operators, truncations, ...]

Are beginners and advanced users differentiated? In which way?




E-Commerce
[e. g. ordering of "real goods", digital objects, ...]

Try to answer:

· Yes/No

· Which functions?




Data Entry/Administration Tools?
[for the professional user/content provider]




Further User Interaction
[e.g. possibilities to give feedback]




Value Added Services 
[e.g. personalized goods and services, save search profiles, push-services, auctions, ...]




Other




8. Expansion of Content Basis (New Providers etc.)

New Provider

Try to answer:

· Registration of new content providers possible?

· Expansion of content base planned?




9. Access/Costs


Restricted Access?

Check:

· Registration necessary?

· Registration possible?




Distinction of free and restricted services/information areas?




Fees




Further Comments
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