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Agenda 

• State of our State     (A quick look at how we got here…) 

 

• NHPRC Grant      

 

• Agency Collaborations  

 

• Inventories 

 

• Transferring records to the state archives 

 

• What’s next 

 



State of Our State 

• We (state agencies) are pretty good at paper records, but electronic 

records……Not so much 

 

• Of the 120+TB we are currently managing 
– Processed and in the catalog 

• 28 GB Gov Pubs   (6,500 files : 1,450 folders) 

• 250 GB State records (215,000 files : 19,000 folders) 

 

– Still in process  

• Roughly 2 TB of Doyle folders (.psts and images) 

• 40 GB from a small handful of other agencies 



Creation 
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NHPRC 

• National Historical Publications and Records Commission is the 
funding arm of the National Archives (NARA) 
 

• Grants tend to support projects that promote access to America's 
historical records to encourage understanding of our democracy, 
history, and culture.  
 

• 2015 they announced a new State Electronic Records grant for 
projects that would accession, describe, preserve, and provide 
access to state government electronic records of enduring value. 
They were looking for projects that actively engaged in activities that 
preserved electronic records and made them available for public 
discovery /access. 
 
 



What We Did 

Wisconsin State Preservation of Electronic Records Project  
( WiSPER ) seeks to implement a sustainable electronic records 
workflow and transfer management system in selected state agencies 
producing a measurable increase in the preservation of, and research 
access to, state agency records with historic value.  
 
 
Translation:  WiSPER will create an e-records workflow and transfer process to increase 
the number of state records series preserved and available to users. 

 

 
 



Goals… 

• Increase the percentage of scheduled state agency electronic 

records with historic value that are transferred to the WHS. 

 

• Document the processes and tools used to identify and schedule 

electronic records, sort through agency “network drive attics,” 

develop transfer workflows, and train employees in electronic 

records governance best practices. 

 

• Improve discovery and access to electronic records in the repository 

through the development of links from cataloged series and web-

based access points to records collections.  



Key Project Pieces  (3 year grant) 

 State Agency e-record identification and management 

 

 Content transfer and acquisition from agencies 

 

 E-Records management testing at the agency level 

 

 Repository development 

 

 Access to state records  (web, reading room, catalog) 

 
  



Who?  (THIS HAS CHANGED) 

• Wisconsin Historical Society (WHS) 

     (The Guinea Pigs) 

 

• Governor’s Office (GOV) 

 

• Department of Workforce  

     Development (DWD) 

 

 

 



What Are We (WHS) Doing? 

• Evaluations of personal and share drives 

 

• Identifying orphans 

 

• Format migrations where deemed necessary 

 

• Diagraming institutional processes  

 

• Identifying record owners 

 

 

 

 



Personal Drives: Inventory 

LIBARC  (nearly complete) 



What’s Next? 

• Staff beginning work in shared drives  

 

• Training (what is a record, schedule, RDA, etc…) 

 

• Creating processes  

 

• Deduplication 

 

• Reorganization of share drives 



GOV  

Action:  Evaluate/Describe/Record Processes 

 

The Products: 

• Workflows (.psts, personal folders, shared folders, paper) 

• Records Officer Employee Tracker 

• RDA Cheatsheet 

 

 



GOV-Workflows  

 



GOV-Employee Tracker  

 



GOV-RDA Cheatsheet 

 



DWD  

• Grant focus was smaller (Secretaries Office) to start with… 

 

• Started with an analysis of records schedules that would transfer 

items to us 

 

• Reviewed email process flow 

 

• Inventories –  
– SO drive review  

– Bureau of Workforce Training 

– Migrant Workers Division 
 



Inventories 

• Assess and clean up shared drives (WHS) 

 

• Remote analysis of drives at other agencies (DWD) 

 

– Identify records for transfer, RDAs that need to be updated or 

streamlined (SO drive, Migrant Workers Division) 

 

– Restructure drives (BWT) 

 
 



• DIR = directory (folder) 

 

• Simple command prompt 

scripts to create reports of 

directory structures 

 

• Good for: 

– Large, complex shared 

drives 

– Remote analysis 

 

• Another tool: FolderSizes 

 

 

DIR Command 



DWD SO Drive Inventory 



DWD SO Drive Inventory 



DWD Migrant 

• Report from FolderSizes 

• Grouping by color 

• Notes 

• RDAs 



Benefits of Inventories 

• Distributes responsibility of managing records 

 

• Helps keep track of decisions and progress 

 

• Provides a visual representation of very complicated structures that 

have been created over time 



Key Project Pieces 

 State Agency e-record identification and management 

 

 Content transfer and acquisition from agencies 

 

 E-Records management testing at the agency level 

 

 Repository development  (Preservica) 

 

 Access to state records via Preservica / Catalog 

 
  



Transfer Piece 

• In-house developed transfer tool  Exactly (AVPreserve) 

 

 

 

 

 

• Guidance documentation and forms for transferring e-records: 

– Preparing records for transfer 

– File format guidance 

– Inventory and metadata templates 

– Transfer agreement 



Coming up 

• Web site 

 

• Documentation 

 

• Communications coming out via social media 

 

• Working on the technology   

– Versatile to Onbase 

 

• Working on the Preservation System  

 

 

 



• Best practices 

– File naming 

– File organization 

– Share drive management 

– Photo management 

– File formats 

– Digitization  **** This is new 

 

Documentation 

• Other Docs 

– Tools Guides 

– Redaction policies 

– Access policies 

– Transfer Guidance 

– How To’s  

(ex: inventories) 



Questions?  

 
Feel free to contact us! 

Wisconsin State Preservation of Electronic Records Project  
(WiSPER) 

  
Sarah Grimm  

 
Hannah Wang   

 
govarc@wisconsinhistory.org 




