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Beat things with rockeks..

until they work.



In the beginning...



Duke University Rare Bools, Manuscript, and Special Collections Library
Digital Media/ Flectronic Records Action Guidelines

The following guidelines have been drafted to provide guidance to Duke Universty Fare Book, Mamscript,
atd Fpecial Collections Library staff on the wotkdlow procedures for handling digital medis ttems (such as
word processor atd computer diskettes, tapes, CO-ROMs, ete)) found in marscript collections acquired by the
library. The procedures described are intended to facilitate the prompt action required for preserving the
informaticn carried on shot-lved magnetic and optical media, and present the various options for doing so.
The guidelines are based on comtributions from members of the several REMICL depatments, and their
successfial implementation requires sindlar ongoing cooperation. While each section title lists the staff
members most directly irrvolved withlthe subsequent series of op erations, the various steps of the des eribed
process tay requite a collaborative cross-departmental effort.

10 Acgusition: Collection Developrment Staff
i Information About Digital Iedia [tems Within Collection
1.2, Becord Information Abowt Digital hedia Items Within Collection in RBRMSCL Diatabase

20 Accessioning: Technical Bervices Ztaff 4 coessioners Processing Archivist
2.1 Find Digital Iedia tems Wihin Collection and Remove
2.4 Fecord Information shout Retmorre d Digital Lledia [tems in Container List and BBLIECL Database
2.3, Mligrate information from original plorsical item to Special Collections server.

2.4 Create a Disl: Directories log,

2.0 Determine if the moamber of disks and files warrants further processing.

2.8, Change access permissions.
30 & ceegsioning: Reformat word processing digtal items mto Rich Text, and Text formats and create a
Diigital Files Loecator Form

3.1 Reformat the digital items into Rich Text and Text formats.
3.2 Create a Digital Files Locator Form.

3.3 Chatge access petmissions

40 Accessioning: Disposition of Ctiginal Digital Media [ems: Technical Services Staff A coessionesS
Frocessing A rchivist

4.1, Digcard or Retain Originad Digital Media tems
4.2 Belocate, Indicate Location of, and Impose Restrictions on Eetained [tems

50 FullProcessing Create a Digital Files Locator Form and reformat word processing digital items mto
Rich Text and Text formats
5.1 Create a Digital Files Locator Form.
5.2 Change access permissions.
5.3, Peformat the word processing digital items into Bich Text and Text formats.
2.4 Chatoe access petthissions.

60  Processing: Providing User Access Points to Migrated Digital Files: Technical Services Staff
Frocessing A rchivist
6.1 Place Separation Sheets in Appropriate Locations Tating Processing
6.2 Hote the Presenice of Digital Files in Findig Aid
6.3 Encode the finding aid.

Paper base

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\Accessioned.

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

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

3. Open asecond My Computer window.

6. Put Dusk 001 m the ab or el drive.

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

3. Copy the contents from the ah or e drive to the Disk 001 folder in the first My
Computer window.

9. Repeat steps 6-8 for all remaining disks. Use View—Refresh to change the contents of
the My Computer window when you've inserted a new disk into the a’ or e\ drive.

10, Any Maclntosh format, 5° foppy disks, zip disks, or other formats will require
different procedures.

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

Capning Hae disk directory into a text documeant:

1. Ina 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 8 \Accessioned

3. Open a command window

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

Sisccessioned you wish to log:

5d accessioned
cd [name of accession]

5. Once yvou have reached the accession you want to log, use this command to copy the
entire directory (the contents of the accession) to a newly created document.
dir /ers:ivlogs)[last name of accession. txt]
dir /s>sz:%logs\shor.txt
[the *>=* means “copy¥ to” and then you define the file path]

If wou need to, you may also append or edit the document you've st created by using
thiz comumand:

dir [of whatewver disk]>»s:%Logs'[name of accession]’\[last name of

accession. txt]

[the . =»" means “append output to” and then you define the file
path]

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

Rauth Bryran, 71001 ; 204002 ; 3113002, Updated by jk, 2007

d process ..



Appendir 1 to Digital Medial Electtonde Records & ction Guidelines

SEPARATION SHEET
for

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

Item Number:

(Example: “Disk 003™)

Item Name:

(From Item Label)

Appendix 2 to Digital Mediaf Electronic Fecords & ction Chaidelines
Digital Files Locator Form for Digital Media Items in Manuscript Collections

COLIECTION
Ilain Entry
A ccession Humber

DIFTAL ITEMS: copry shd paste this section fior each additional digital item

ITEM ATTEIBUTES
Mew Item Mame and Location Fath (<epecoll/Archived Disks/COLLECTION FOLDEES ITEM FOLDEER=)
specollfdrchived Disks

Ttem Label (if any))
Hardwrate Type (PC, Macintosh, Ztand-alone Word Processor [ie, Brothet], ete)
Media Type (3.57 Diskette, 5257 Floppy Disk, CD-ROM, etc)
& coess Restrictions (Indicate “3ee Individual File™ if only on patioilar files)

Flrrsical Item Retained? o Tes Location:
Mote: If retained, the original digital media item iz closedto uge by researchers.

ITEM CONTENT

Ceneral Deseription (T orrespondence, Email, Drafts of .., et

FILER
File Name

File Contert Description if not Evident from File Mame
Origitial File Format (WP program, ete)
Mew File Formats: (20 all corrrersion methods that spply:  tt atf
Otigitial File Datef Data Lligration Date ¥

& eoess Attempt Notes (Problems, ete)

File Hame
File Contert Description if not Evident from File Mame
Otigitial File Format (WP program, ete))
Hewr File Formats: (2 all corrrersion methods that applyh: ot 1tf
Origitial File Diatef Data Lligration Date £

& coess Atterrgat Motes (Problems, ete)

File Hame
File Contert Description if not Evident from File Hame
Otigitial File Format (WP program, ete))
Hew File Formats: (20 all eorrversion methods that applyh:  tt 1tf
Origitial File Diatef Data Lligration Date £

& coess Atterrgat Motes (Problems, ete)

File Hame
File Contert Description if not Evident from File Mame
Original File Format (WE program, ete))
Mew File Formats: (20 all corrrersion methods that spply:  tt atf
Otigitial File Datef Data Lligration Date ¥

& eoess Attempt Notes (Problems, ete)

with paper forms ..




Bogart, Leo. Leo BOQart papers
2006-0087

MOTE: Some diskettes were not formatted

volume in drive S is DMmM
volume Serial wWumber is SB03-EEE6

Directory of s:iZAccessionedyBogart, Leo 2006-0087

04,24 /2007 : PM <DIR>
04,24 /2007 : P <DIR>
04,724 /2007 : P <DIR>
04 /24 /2007 : <DIR>
04,724 /2007 : <DIR>
04,24 /2007 H <DIR>
04,24 /2007 : <DIR>
04,24 /2007 : <DIR>
04,24 /2007 : <DIR>
04,724 /2007 : <DIR>
04 /24 /2007 : <DIR>
04,724 /2007 : <DIR>
04,24 /2007 H <DIR>
04,24 /2007 : <DIR>
04,24 /2007 : <DIR>
04,24 /2007 : <DIR>
04,724 /2007 : <DIR>
04 /24 /2007 : <DIR>
04,724 /2007 : <DIR>
04,24 /2007 H <DIR>
04,24 /2007 : <DIR>
04,24 /2007 : <DIR>
04,24 /2007 : <DIR>
04,724 /2007 : <DIR>
04 /24 /2007 : <DIR>
04,724 /2007 : <DIR>
04,24 /2007 H <DIR>
04,24 /2007 : <DIR>
04,24 /2007 : <DIR>
04,24 /2007 : <DIR>
04,724 /2007 : <DIR>
04 /24 /2007 : <DIR>
04,724 /2007 : <DIR>
04,24 /2007 H <DIR>
04,24 /2007 : <DIR>
04,24 /2007 : <DIR>
04,24 /2007 : <DIR>
04,724 /2007 : <DIR>
04 /24 /2007 : <DIR>
04,724 /2007 : <DIR>
04,24 /2007 H <DIR>
04,24 /2007 : <DIR>
04,24 /2007 : <DIR>
04,24 /2007 : <DIR>
04,724 /2007 : <DIR>
04 /24 /2007 : <DIR>
04,724 /2007 : <DIR>
04,24 /2007 H <DIR>
04,24 /2007 : <DIR>
04,24 /2007 : <DIR>
04,24 /2007 : <DIR>
04,724 /2007 : <DIR>
04 /24 /2007 : <DIR>
04,724 /2007 : <DIR>
04,24 /2007 H <DIR>
04,24 /2007 : <DIR>
04,24 /2007 : <DIR>
04,24 /2007 : <DIR>
04,724 /2007 : <DIR>
04 /24 /2007 : <DIR>
04,724 /2007 : <DIR>
04,/25/2007 H <DIR>
04,72 5/2007 : <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
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 042 contained a wirus and was not migrated.

Directory of sS:ihvaccessioned\Bogart, Leo 2006-0087%\Disk 001

Item Label:

i nf ok

premises

preface (new 5/94)
intervus

foreign

strategy 2/27/94
strat

bogota

sfstate

letters

presstim

10/28/93

4,11 /94

Hardware Type: PC
3.5" Dpiskette
Document Type: Microsoft word documents

04,24 /2007
04,724 /2007 .-
04 /03 /1904 : 56,470 BOGOTA. DOC
01,/22,/1954 : 73,459 FOREIGM. DOC
11,/25,/1993 : 38, 095 INFOHWY. DOC
12,/09,/1993 : 66, 037 INTERWUS. DOC
05,/23,/1954 : 171,648 LETTERS. DOC
12,/27/1993 H 146,617 PREFACE.DOC
10,/28,/1993 : 63,455 PREMISES. DOC
04 /281904 : 27,399 PRESSTIM. DOC
04,21 ,/15954 : 41, 018 SFSTATE.DOC
02,288,195 : 8,071 STRAT.DOC
03,/02,/159 04:16 PM 132,402 STRATEGY.DOC
11 Fileds) 824,726 hbytes

birectory of s:ihZaccessioned\Bogart, Leo 2006-0087%Disk 002

Item Label: Commentaries

Hardware Type: PC

3.53" Diskette

Document Type: Microsoft word document

04,24 /2007 03:20 PM <DIR>

04,/24/2007 03:20 PM <DIR> ..

10/22/2004 11:42 am 957,136 commentaries3.doc
1 Fileds) 987,136 hytes

birectory of s:ihZaccessioned\Bogart, Leo 2006-0087%Disk 003
MOTE: Diskette not formatted

Item Label: contact
fictious

intervus

intro

otto

research

residue

times

(several i17egihlel
Hardware Type: PC
3.5" Diskette
Document Type: Microsoft word documents

04,24 /2007 03:20 PM <DIR>

04,/24/2007 03:20 PM <DIR> ..

04,24 /2007 03:29 PM 15 DISK MWOT FORMATTED.TXT
1 Filefs) 18 bytes

pirectory of S:ihAccessionedyBogart, Leo 2006-0087%Disk 004

and DOS directory listings.




Goals

e Migrate disks to

e Capture metadata

e Integrate 3" party tools
(adaptability/extensibility)

e Simple to use



e Journals
e Conference Proceedings
R e Project Websidtes



http://www.flickr.com/photos/donsolo/3029452838/�
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. a a a
0]0 U J UDCc acp 1l
Disk Migrator E]@ Disk Migrator E]@ Disk Migrator g@
=l 07125 IMigrating L:Accessioned | LADDOO-0000
Accession # oo1 Please wait. ..
J pO000001 L (46,55 MB) [06/05/2008 02:15:07]
our Name || p000000Z.4F (50,79 ME) [06/05/2008 02:22:52] Migrating: A:10014p0000002.tf, Size - 53254328 bytes, Last Modified - 06/05/2008 02:15:07
Callection Tile (optianal) ] p0000003.4F (51,73 MB) [06/05/2008 02:30:57] "
|| p0000004.HF (43,88 ME) [06{05/2008 02:38:40]
#7003
[ Select DiskjFolder to Migrate ] |
[ 3 Select Accessions Directory ]
[ Apply ] [ Reset ] [ Cancel
Exclude ] [ Include ] [ Reset ] Erepy
Display Size Display Last Modified
Disk Metadata
Disk. MamejMumber:
07125
Disk. Label:

Additional Motes:

IMigrate Disk. ]

Cancel ]




Round Two

| £ Duke Data Accessioner

File Adapters

e Bug fixes

e Integrated intertface
e Configurability
e Misc. small changes

Sporadic work over 6 months [&& e

a S t i m e p e r‘m i t t e d This is text transcribed from the disk label.

B Migrate




Sharing..

e Tnformal Communication
e Demos

e Partner Sites
e Website

e Workshop




spurs change

e Additional bug fixes

e Formal plug-in architecture
e Better documentation

e Improved configurability

e More 1ideas



Outcomes

e It works
e People use it
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