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e Note in Aleph record

e Complete Separation Sheets
e Copy Data to Server

e Create DOS directory listing
e Annotate directory listing



Duke University Rare Book, Manuscript, and Special Collections Library
Digital Media' Electronic Records Action Guidelines

The followins gidelines have been drafted to provide guidance to Duke Undvetstty Fate Book, Mamseript,
and Special Collections Library staff on the workflow procedures for handling digital me dia items (such as
word processor and computer diskettes, tapes, CD-ROLIs, ete) found in marmscript collections acquired by the
library. The procedures described are intended to facilitbe the prompt action required for preserving the
information cattied on shott-lived magnetic and optical media, and present the various options for doitg 20,
The guidelines ate based on cortributions from members of the several BBRMECL depattmernts, and their
suecessful implementation recuires similar ongoing cooperation. While each section title lists the staff
members most directly involved withlthe subsequent serles of operations, the warious steps of the described
process may require a collaborative cross-departmental effort.

1.0 Acousition: Collection Development Staff
1.1, Digcover Information About Digital Media ltems Within Collection
1.2 Fecord Information Abowt Digital M edia ems Within Collection in RBM3CL Datahase

20 Accessioning: Technical Services Staff A coessionet! Processing & rebivist
2.1 Find Dizital Media tems Within Collection and Remose
2.4, Record Information about Removed Digital Media Items in Container List snd REMB3CL Database
2.3 Migrate information from original phersical item to Speetal Collections server.

2.4 Create a Disk Directories log,

2.2 Determine if the samber of disks and files warrarts flther processing,

2.8 Change access permissions,
30 Accessioning: Reformat word processing digital items into Rich Text and Text formats and create a
Digital Files Locator Form

3. Feformat the digital items into Rich Text and Text formats.
3.2 Create a Digital Files Locator Form,

3.3, Change access petmissicns

40 Accessioning: Disposition of Criginal Digital Media tems: Technical Services Staff A coessioner’
Processing Archivist

4.1 Digcard or Retain Original Digital Media fems
4.2 Felocate, Indicate Loeation of, and Imp ose Restrictions on Retained Ttets

50 Full Processing: Create a Digital Files Locator Form atd reformat word processing digital items into
Rich Text and Text formats
2.1 Create a Digital Files Locator Form.
2.2 Chanze access petmissions.
5.3 Feformat the word processing digital items into Rich Text and Text formats.
3.4 Change access petmissions.

6.0 Processing: Providing User Access Foiuts to Migrated Digital Files: Tectmical Services Staff
Processing Archivist
6.1 Place Separdtion Sheets in Appropriate Locations Taring Processing
6.2 Mnte the Presence of Digital Files in Finding Aid

6,3 Encads the finding eid.

Directions for migrating digital media items from 3.5 floppies and CDs to the
Special Collections Server

1. Cpen a My Computer window,

2. Nawigate to S\ ccessioned.

3. Create anew folder using the last name, first name of the accession and the accession
tumnhber,

4. Within that folder, create new sub-folders for each disk in the accession (Disk 001,
Disk 002, Disk 003, etc.)

5. Open a second My Computer window.

6. Put Disk 001 i the a’ or ) drive.

7. Inthe second My Computer window, navigate to the disk in the ah or e\ drive.

8 Copy the contents from the a’h or e drive to the Disk 001 folder in the first My
Computer window.

9. Repeat steps 6-3 for all remaining disks. Use View—?Refresh to change the contents of
the My Computer window when you've mserted a new disk into the a or e\ drive.

10, Any Maclntosh format, 57 floppy disks, zip disks, or other formats will require
different procedures.

Directions for creating a disk directories log for any newly migrated digital media
accession

Copying the disk diraciory o a text documant:

1. In a My Computer window, navigate to 31Logs.

2. Create a new folder using the last name, first name of the accession and the accession
number. The name should be the same as the folder you created in 3\&ccessioned.

3. Open a command window

4. Atthe o prompt, use these commands to navigate to the disk directory in

ShAccessioned you wish to log:

ég accezzioned

5d [name of accession]

5 Once you have reached the accession you want to log, use thiz command to copy the
entire directory (the contents of the accession) to a newly created document.
dir /s»s:\logs\[last name of accession.txt]

gxapple: dir fsks:hlogs)shor.txt
[fhe *>* mneans “copy to” and then you define the file path]

If you need to, you may also append or edit the docutnent yvouw've just created by using
this command:

dir [of whatever disk]>»s:\lLoga\[name of accession]h[last name of

accession. tit]

[the....o»>" means “append output to” and then vou define the file
path]

6. Other commands you might need are:
a cd.) takes vou one level higher in the directory hierarchy

Futh Brevan, T 001 ; 20402 313002, Updated by jl, 20007,




Appendiv 1 to Digital Lledia! Electronic Records A ction Guidelines

SEPARATION SHEET

for

Digital Media Items
(Diskettes, CD-ROMs, etc.)

Item Number:

[tem Name:

(Example: “Disk 0037)

(From Item Label)

Appendiz 2 to Digital Mediaf Flectronic Fecords & ction Cuidelines
Digital Files Locator Form for Digital Media Iems in Manuseript Collections

COLLECTION
Ml Erdy

A cession Number

DIGITAL ITERS: copryr snd paste this section for each additional digitsl item

ITEM ATTRIBUTES
Hew Item Mame atyd Location Path (<specoll/A rehived Digks/COLLECTION FOLDERS ITEM FOLDER=)
ived Digks!

Ttem Label (if any)

Hardware Type (PO, Macirtosh, Stand-alone Word Processor [ie., Brother], ete)
Media Type (3.5 Diskette, 5257 Floppy Disle, CD-ROD, ete)

Access Restrictions (Indicate “See Individual File” if only on paticalar files)

Florsical [tem Retained? Mo Yes Location:
Hote: If retained, the original digital media item is closed to use by researchers.

ITEM CONTENT

General Description (T orrespotidenice, Email, Drafts of . | ete)

FILES
File Matne

File Comntert Description if not Evident from File Hame

Origingl File Format (WP program, etc)

Hew File Formats: (20 all corrrersion methods that spply?:
Origingl File Datef Data Lligration Diate

Access Attempt Notes (Problems, ete)

File Mame

File Comtert Description if not Evident from File Hame

Origingl File Format (WP program, etc)

Hew File Formats: (20 all corrrersion methods that spply?:
Origingl File Datef Data Lligration Diate

Access Attermpt Motes (Problems, ete)

File Mame

File Contert Description if not Evident from File Hame

Origingl File Format (WP program, etc)

Hew File Formats: (20 all eorrrersion methods that apply):
Origing] File Datef Diata Lligration Diate

& coess Atternpt Motes (Problems, etc)

File Matne

File Comntert Description if not Evident from File Hame
Crigingl File Format (WE program, etc)

Hew File Formats: (20 all corrrersion methods that spply?:
Origingl File Datef Data Lligration Diate

Access Attempt Notes (Problems, ete)




Bogart, Leo. Leo Bogart papers
2006-0087 Directory of sihaccessionediBogart, Leo 2006-0087%Disk 001

MOTE: some diskettes were not formatted. ©Disk 042 contained a wirus and was not migrated. Item Label:

volume in drive S 95 DM

volume Serial number is

Directory of sS:ihZvaccessioned“Bogart, Leo 2006-0087

04,24 /2007
04./24,/2007
04/24,/2007
04./24,/2007
04,/24,/2007
04.724,/2007
04/24,/2007
0472472007
04/24,/2007
04/24,/2007
04./24,/2007
04/24,/2007
04./24,/2007
04,/24,/2007
04./24,/2007
04./24,/2007
0472472007
04/24,/2007
04/24,/2007
04./24,/2007
04/24,/2007
04./24,/2007
04,/24,/2007
04./24,/2007
04./24,/2007
04,/24,/2007
04/24,/2007
04/24,/2007
04./24,/2007
04/24,/2007
04./24,/2007
04./24,/2007
04/24,/2007
04/24,/2007
04,/24,/2007
04/24,/2007
04/24,/2007
04./24,/2007

]
9B03-EEEG

<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>
<DIR>

Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk
Disk

Jnfobwy
premises

preface (hew 5,947

intervus
foreign

strategy 2/27/94

STrat
bogota
sfstate
Tetters
presstim
10/28/93
4,11 /94

Hardware Type:

3.5" Diskette

DOCUmMent Type:

04,724 /2007
04,/24,/2007
04,/03,/1994
01/22,/1994
11,/29/1993
12,/00/1593
05/23,1994
122771993
10,/28/1993
04,/28,1994
04,/21,/1994
02/28,1994
03/02,1994

Directory of s:hwaccessioned“wBogart, Leo 2006-0087%Disk 002

PC

microsoft word documents

56,479
73,459
38, 098
66,037

171,648

146,617
63,498
27,399
41,018

8,071

132,402

BOGOTA. DOC

FOREIGM. DOC
INFOHWY . DOC
INTERWVUS. DOC
LETTERS. DOC
FREFACE. DOC
PREMISES. DOC
PRESSTIM. DOC
SFSTATE. DOC
STRAT. DOC

STRATEGY. DOC

16 PmM
11 Filefs) 824,726 hytes

Item Label: Commentaries

Hardware Type
3.5" Dpiskette
DOCUment Type

I PC

: Microsoft word document

04,/24,/2007
04,724 /2007

03:20 PM <DIR»
03:20 PM <DIR>

10/22,/2004 11:42 AM
1 File(s)

957,136 commentariess.doc
987,136 hytes

04,24 /2007 : <DIR oisk
04 ,/24 /2007 : <DIR> Disk Directory of s:ihaccessionediBogart, Leo 2006-0087%Disk 003
04 /24 /2007 : <DIR> oisk

04 /24 /2007 : <DIR> Disk MOTE: Diskette not formatted

04 ,/24 /2007 : <DIR> Disk

04 /24 /2007 : <DIR> oisk Item Label: contact

04 ,/24 /2007 : <DIR> Disk fictious

04 /24 /2007 : <DIR> oisk intervus

04 ,/24 /2007 : <DIR> Disk intro

04,24 /2007 : <DIR oisk otto

04 ,/24 /2007 : <DIR> Disk research

04 /24 /2007 : <DIR> oisk residue

04 /24 /2007 : <DIR> Disk times

04 ,/24 /2007 : <DIR> Disk (several i1legibled

04 /24 /2007 : <DIR> oisk Hardware Type: PC

04 ,/24 /2007 : <DIR> Disk 3.5" Diskette

04,24 /2007 : <DIR> oisk Document Type: Microsoft word documents

04 ,/24 /2007 : <DIR> Disk

04,24 /2007 : <DIR> Disk 04,/24/2007  03:20 PM <DIR>
04 /24 /2007 : <DIR> Disk 04,24 /2007 03:20 PM <DIR> .
04 /24 /2007 : <DIR> oisk 04,/24/2007 03:29 PM 18 DISK MNOT FORMATTED. Tt
04 /24 /2007 : <DIR> Disk 1 Filegs) 18 bytes

04 ,/24 /2007 : <DIR> Disk
04 /2572007 : <DIR> oisk

Directory of s:hwaccessioned“wBogart, Leo 2006-0087%Disk 004
04,/25/2007 : <DIR> Disk
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e Note in Aleph record
e Complete Separation Sheets (if appropriate)
e Run DataAccessioner



| £ Duke Data Accessioner
File #Adapters Metadata Managers Help

Your Mame | Seth Shaw
Accession # |

Collection Title

mmend

(& Migrate Clear Disk Informakion




Duke University Data Accessioner

DUKE UNIVERSITY

A
LIBRARIES

. To start the Data Becessioner find the directory UNIVERSITY ARCHIVES
“SPECOLLTechnical Services DepartmentiElectronic

Records ToolsDatadccessioner”

. Onoa Windows corputer: doble-click the file called

“start bat™.

This wrill open 4 temminal windoer which can be ignored.

Pleace be patient while it starts which ey tabe o while o hae
ot used another Javs applicatice Tecerdhy.

Do not close the tentital winidonar or 3wl stop the Databones sioner.

. Under the “Adapters™ rmeru make sure all the available adapters are selected.
. Under the “Tetadata hanagers™ metm raake sure “Duke Prepis” is selected.

. Enter your narne, the accession rutrber assighed to the data being migrated, and (if’
known) the collection title,

. Click the button lsbeled “Accession Directory” and select the accessions directory.

For Special Collectioms this iz the * fecessioned™ fold er om the netarods drive called DRABL.
For Uhiwrersity Archives this ic the “Aecessioned’™ folder on the nebodk drive called Draanchinms.
The ruebarords drive letter Cann vy fromn compnater to cortgater. Do notTely on i,

. Insert the disk into the corputer.

TWond gy i to perfonmn step 9 hefore yon feert the dick and then rebom to thie step . By most cases
ol cartuot Tead the disk label without ejecting the disk.

. Click the disk button & and select the disk or folder you wish to migrate.

Occasiorialhy a disk has one folder that cortatne everything else. Feel free to select that falder rather
thm the disk ftself.

. & directory tree will appear ahowve it the space shove the icon. You may expand or
contract directories by double-clicking thera.

& Toindicate that a file or dire ctory should not be migrated highlight it and click the @
button. Files and directories that are excluded will have this icon in the directory tree.

b. To indicate that an excluded file or directory should be migrated highlight it and click
the L button. Including & file or directory will alzo include their parent directories.

¢, Clicking the two “Display” buttors: size and last modified will toggle the display of
the file’s size and last modified date next to the file in the directory tree.

0.

11

12

13

Ensure there is a text entered in the Disk Mame text box. The program will, by defanlt,
enter the syster’s folder or disk display naree if it exists.

I, vwher, yond o to pdgrate, the disks, yona are told that the hane is atready nsed or cortathe illegal
chiaracters o mhgy click the “Fecomateand Disk Hame™ oatbor, This tattorowrill go to the ddicated
arceecione directory st fnd the rext sweaildble name that cordonme to the pattenn Disk00) where 0007
it the next greatect rommber to the highest nase,

Click the “Disk Label” tab. Transcribe any appropriate label text into this box.

o vueed 1ot rchade ey thatoafs chae specific fonnation aack ae the fommat | capacity, ete.

Click on the “Additional Fotes™ tab. Enter any pertinent information a processor might
need to know gbout this disk or data. Exarmples include knowm restrictions, context,
applications used to wiew files, ete.)

The “Feset Dicki/Trirectony” taattoe will clesr the directory explorer, disk rame | dicks 1abel and
additioral notes,

The “Feset 411wl reset wonmr rame , accession ranmnber, collection tile, accession directory, directony
explorer, dick riame, dick label, and additions] reotes .

Click the “Ivligrate™ buatton. The application will then check for corarmon problers such
as imvalid disk names before contining the migration.

a. A gtatus message and progress bar will be displayed at the bottora of the window.

b. If wouneed to cancel a migration click the “Cancel ™ button. You will be asked if you
want to keep the files alreads move to the accessions directory.




Tracked in)\l\/ledia DB

2011

e Record in Archivist’s Toolkit
e Create separation sheets (if appropriate)
—o Assign Barcode (double barcodes for separation sheets)
e Photograph media
e Acquire local copy (disk image or “authentic” copy)
e Scan content for SEI* & Viruses
e Move content to Dark Storage

—e Securely erase local copy

* Sensitive Electronic Information



~] media
Accession # |2E|'11-0114 ‘
Collection |New York Radical Feminists

Barcode/UUID | D04376027T

Media Location | Box 13

Acquired Data location |C:\new_acquisitions\D04376027T.aff
Pll Check? Virus Check?
Ready for Store Stored
Photographs
exception resolution resolved

‘ Save

g |

]Record: M 41oft | » M [ W NoFilter | |Search

[«

|

£

Record: M 4 160f21  » M b | ' NoFilter | Search




