Queens

UNIVERSITY

ARCHIVES

Transferring
Digital Records
to Queen’s
Archives

JEREMY HEIL, DIGITAL &
PRIVATE RECORDS ARCHIVIST

DEIRDRE BRYDEN, ARCHIVIST
(UNIVERSITY RECORDS)




Outline

Selecting records for transfer

Process of transferring digital records
o Transfer request
o Levels of Transfer
o Sending records to Queen’s Archives

Demonstration
Limitations

Links

TRANSFERRING DIGITAL RECORDS TO QUA




Where to Begin?

https:/bit.ly/2Pkf6Ab

Is it archival
(AR)?
https://bit.ly/2

Submit a Transfer Request
https://archives.queensu.ca/digital-

recoras-transier-request
Xm2uX records-transfer-request
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Digital Records Transfer Request

REQUIRED INFORMATION ADDITIONAL INFORMATION

Contact name Job title

Department Telephone

Email Description of records

Records creator Approximate size of transfer

Date range of records (approximate) Records ever copied/moved to current location?

File titles longer than 200 characters?

Individuals files larger than 15 GB?
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Digital Records Transfer Request

Digital Records Transfer Request Form

2. Job title




Levels of Transfer

Select a _
level of Silver
transfer

Bronze
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Levels of Transfer

Gold Level
o https://archives.queensu.ca/about-archives/archival-transfer/digital-records#gold

o Ensures the integrity of records is maintained from the source computer through transfer to the Archives

Silver Level

o https://archives.queensu.ca/about-archives/archival-transfer/digital-records#silver

> Maintains some level of integrity of the records during transfer

Bronze Level
o https://archives.queensu.ca/about-archives/archival-transfer/diqgital-records#bronze

o Simply transfers the records from the source to the Archives, but omits integrity checks
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Gold Level - Exactly (Transfer Utility)

@ Bxactl -
Exactly Ad
(Detver] Recene | g
K]  Browse | | + | Transfer
= es? [ FTPd L sFre ry
C:\Users\heilj\Desktop Browse

Receive & Save | —
TransferNumber.xmil

LS >0 Clear Template

Open Exactly
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Gold Level - Exactly (Transfer Utility

Exaclly Preferences Admin

v Metadata hide

@ Open X
LookIn: | ] Deskiop E] | o @ [E]s (] showall reserved fields | Add Fields | L Save |
[ 2007-129.ad1.csv [ AppraiserQuestions.docx S
[ 2007-129.ad1 .t [ Archive zip Label Source-Organization =
2019-101xml | (] Archivelt-lssuu ta -
# [ 7] Accession-Template.xisx || authfile2.csv # Vale Queen's University. Department of Chemistry #
|| Acquisition Approval Form.docx _ bagStructure. PNG
[=¥ i J L
File Name: | 2019-101xml Label  Contact-Name =
Files of Type: | Al Files v 3. Bod
Value |
(oo

Import TransferNumber.xml Show and Save Metadata
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Gold Level - Exactly (Transfer Utility)

V) zip files? [ ] FTP delivery [ ] SFTP delivery

Destination C:\Users\heilj\Desktop Browse
|
@ Open X
Lookln: |(& This PC v @D £ || 8
e Slimes M [ 30 Ojects L Videos L petel
—{ [ Deskiop | Hose) L] Libar
Source Browse + w Documents _, Configuration Manager (D:)
:_ Downloads e Deilj (Nad.queensu.calLIB-StafiUsers) (H:)
& Open — Music e LiD-Staff (\ad.queensu.ca\LIB-Staff) (I:)
—p - S sl bel | L Pictures [l DB (WIBKRYARCHIVES1) (V) ]
P Enation Look|n: | (& DepartmentalRecords !] & & ELS 7 o !
alu
,ﬁ, ArchivalRecords File Name: Desktop
(& semiActiveRecords | Files of Type: | Al Files I
be

Add Title and Select Source folder —_—
Set Destination folder & Zip

For titles, please enter without spaces or

special characters *Large folders may take a long time to zip

*Zip file cannot be larger than 15 GB
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Gold Level - Exactly (Transfer Utility

Transfer —

data @R 2019-12-039:32 AM  File folder
e @ bag-info.csv OR 2019-12-03 9:32 AM  OpenOffice.org 1.... 1KB
Validating Bag Info = - e ————— g i

Metadata saved successfully. O _] bag-info.txt @R 2019-12-03 9:32 AM  Text Document 1KB
| | bag-infoxml OR 2019-12-03 9:32 AM XML Document 1KB

Verifying Transfer... LY ) NN I R PN . .

a 2019-12-03 9:32 AM X

Tranateting T1es... — _,‘I bagit.txt @A 9 M  Text Document 1KB
Transfering files... || FileSystemData.txt OR 2019-12-03 9:32 AM  Text Document 2KB
—) Preparing Bag... || manifest-md5.txt @A 2018-12-039:32 AM  Text Document 2KB

Serializing bag... . 1o A e A a i i
Session complete. S tagmanifest-md5.bt @A 2019-12-03 9:32 AM  Text Document 1KB
Transfer completed successfully. .| TransferComplete.txt OR 2019-12-03 9:32 AM  Text Document 1KB

Standard “Bag” Structure

.

Send Records
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Silver Level - Zip

[] Mame Date modified Type Size
ArchivalRecords 2019-12-091(:15..  File folder
SemifictiveRe Open ter

Open in new window
Pin to Quick access

Add to VLC media player's Playlist

Checksum Compare

’ makeCsV '

& Play with VLT media player 8
T-Zip > . Add to archive... I Send Records
CRC SHA > Cornpress and email...
1] Bulk Rename Here Add to "ArchivalRecords.7z"
B Scan with Windows Defender... Compress to "ArchivalRecords.7z" and email
Che st b 3 ‘ Add to "ArchivalRecords.zip”
TeraCopy... Compress to "ArchivalRecords.zip” and email

Mew folder with selection

Zip folder(s)
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1ot REVE) / Send Records

Request Verification Code

Here's the folder that QUEEN'S UNIVERSITY ARCHIVES shared with you.

= : - : You've received a secure link to:
This link only works for the direct recipients of this message.

2019-099
ﬁ A _Naa — To verify your identity, we'll send a code to you ﬁ
1Q-NQ0 -y
2019-099 at @gmail.com.

m Send Code

By clicking Send Code you allow Queen's University to
use your email address in accardance with their privacy

statement. Queen's University has not provided links to
Open the ﬁle Share their terms for you to review,
Get verification code

Please check your spam folder for
the Verification Code.
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1ot REVE) / Send Records

+ New v 7T Upload ~ & Share @ Copylink 4 Download & FSotv =~ @

Uploaded 1 item to 2019-099

Share Link

Files > Transfe

' O Name Modified

.......... - —— Sharing
Test 6 days ago thearchivist13@gmaz 9 items o Shared
20 :QUChemistry.Z|p A few seconds ago thearchivist13@gmez 68.1 KB & Shared

Drag File(s) / Folder(s) into the browser window

Keep the window open until you receive a notification in the upper-right
corner of the browser that the file was uploaded
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A Demonstration




Limitations

Special media and large files may require a site visit

Please contact us if you wish to transfer any of the following:
o Databases or database records
> Files over 15 GB (e.g. video files)
o Email
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Links

Procedure For Transfer Of University Records To Archives — https://bit.ly/2Pkf6ADb
o https://archives.queensu.ca/about-archives/transfer-university-records-archives

Records Retention Schedules — https://bit.ly/2rXm2uX
o https://archives.queensu.ca/records-retention-schedules

Digital Records Transfer Request form
o https://archives.queensu.ca/diqgital-records-transfer-request
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Questions or Comments?

Jeremy Heil, Digital & Private Records Archivist
o Ext. 74462
> heilj@queensu.ca

Deirdre Bryden, Archivist (University Records)
o Ext. 74458
o brydend@queensu.ca
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