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Digital Preservation in 30 minutes or less
(probably more). ..
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WHAT IS A RECORD?

Texas Code 441.108(11) defines a “state
record” as:

 “means any written, photographic,
machine-readable, or other recorded

I “recorded information created  ©r On
ed state

¢ Or received by or on behalf of a the

¢ State agency or an elected state pyblic

r official that documents activities ecorded
| in the conduct of state business 2 Texas

£ . ” of
¢ Or use of public resources. from

periods in which Texas was a province,
colony, republic, or state.”




Electronic Records

* Sec.441.189. ELECTRONIC STATE RECORDS.

e (a) Any state record may be created or stored
electronically . ..
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Characteristics of an Electronic Record

 Four essential characteristics:
— Authenticity-A record must be what it purports to be.

— Reliability-A record must be a full and accurate
representation of the transactions, activities, or facts
to which it attests.

— Integrity-A record must be complete and unaltered.

— Usability-A record must be able to be located,
retrieved, presented, and interpreted.

* Digital preservation is the challenge of maintaining
all of these characteristics over time




Authenticity = TRUST




Reliability = completeness

- F——

v Computer » LIVE(E:]) » AudioTest » holiday-combined-keep3_data - |+¢|| Learch holiday-combined

Edit View Tools Help
Crganize » Share with « Burn Mew folder

: Name
[ Favorites

B Desktop J| b00019.3u
& Downloads b00020.au
Recent Places =) b00021.2u

[ Favorites - Shortcut B b00022.au
| b00023.3u

=4 Libraries B b00024.au
| Documents E| b00025.au
& Music B b00026.au
| Pictures )| b00027.au
B videos b00028.au
= b00029.au

/M Computer B b00030.2u
&, Windows (C:) =) b00031.2u
e LIVE (E) | b00032.au
fseventsd ) R00022 a0

Spotlight-V100 < holiday—combined—keep@

AudacityPortable

AudioTest
GI5-Shapfileshots
Music
SAA ER course material
Stuff
Systemn Velume Informi
Videos
5 aris (\tslacdavricky) (Fr)
o tslac_efsl (W101.3.8) (M) —

16 items




Integrity = Protecting the bits

Example of Bit Rot



Usability




It’s all about the metadata!

(Sung to the tune of Meghan Trainor’s — “All About the Bass”)

ABOUT IIA'I'A

memegenerator.net
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Authentic Electronic Records

e |t’s all about the Metadata: documents the
activities of creation and use
— Administrative metadata:
e Access information
e Audit trails
e Retention Schedules
— Technical metadata:
e File format information
e Checksums
e System information/requirements
— Descriptive Metadata
e Bibliographic data (Who, what, when, where, why)
e Indexes/Finding aids




Preservation Challenges

* Unlike some paper Technological T(Iaochrlucal
records, digital Dependency e
records do not Hardware, software,

. . software, etc. .
survive without media

constant attention

e Biggest Challenge
facing electronic
records - CHANGE

Media
Deterioration
Magnetic,
Optical,




Preservation Challenge

» Short-term (0-5 years)
o Highly active — on-line storage
o “Normal” management issues
o Possible application version upgrade

» Mid-term (5-10 years)
o Less active — Near-line/Off-line storage
o Multiple version control issues
o System upgrades fexa
o Possible hardware/software migration Eventually all

e
L b
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» Long-term (10+ years) electronic records

o Least active — Off-line storage must migrate
o Migration/conversion likely




When Records Are at Risk

Software is obsolete or getting to end of life
Dependency on specific hardware or system
Non-standard/specialty formats used
Systems being replaced

Records no longer in use

Records are on removable media




Get control over your records!

e Starts with Records Management

— Records Retention Schedules

e |dentify what records you have and what purpose they
serve

e Establish appropriate retention periods to manage volume
— Dispose of records at the right time
— Protect records that need to be retained

— Recordkeeping systems
e Organize and Categorize Records
e Centralized control
e Improved Access and storage

— Policies and Procedures
e People know how to use the system
e Train people on the culture of management




What are you trying to preserve?

 Information - The raw data or information

contained in the record
* Functionality/Appearance - Look &Feel

e Context — How the records relate to other records




Information versus Appearance

W Microsoft Word - Active Records Grant Category (Z003-2004).doc
Eﬁ File Edit Wiew Insert Format Tools Table windms Help
== = BT v <t
Heading - Arial - 16 =
L2

L IEI

g Active Records Grant Category (Z003-2004).txt - Notepad _| & ﬂ
File Edit Format Help

B . active Records . . . . -
Records management can have the greatest positive impact when applied to active records. These

- 2. Active Records are among the most important records in a Jocal govermment because they are used the most

- frequentTy, cost the most to maintain, and are essential to the current management of the

. bis managernent can ka(FOVeroment.
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ceneral Technology Project Reguirements:
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The value of context

This is a GIS shapefile — one layer
out of GIS system. By itself it’s just a
bunch of dots. (Stockyards in KY)

,056.00

All of the dots have data
attached to them

But without more map layers behind it,
it’s just a bunch of dots



Long-Term Preservation Strategies:
Convert to Hardcopy (Eye-readable)

e Solution when

— All necessary metadata is captured

— No need to maintain functionality of
records

— Frequency of use goes down as time
goes on

— Color is not a major concern

e Examples

— Print electronic data to paper
— Digital to Microfilm




Long-Term Preservation Strategies:
Standard (Sustainable) Formats

Formats expected not to change,

or change slowly
e Widely supported & used

e Easily Transferable
— Compatible with other applications
— Forward/Backward Compatibility
— Version Control

* Non-proprietary or 3
open/published standards §




Types of Image formats

BMP (bitmap)

JPEG
{Joint Photographic
Experts Group)

GIF (Graphics

Interchange Format

PMG (Portable
MNetwork Graphics)

TIFF (Tagged Image

File Format)

JPEG2000

bmp

JPE .
JPeg . jp

iff , .xif

ipd, <,
ipc. j2k, jpx

Cosiderably
compressed with
lossless

Lossy

Lossless

Lossless

Lossless

Lossless

Lossy & Lossless

- Discrete Cosine
Transform (DCT) &
Chroma Subsampling

- Run-Length Encoding
(RLE)

LZW (Lempel-Ziv-
Welch)

DEFLATE

RLE / LZVWV [ DEFLATE /
ZIP

Discrete Wavelet
Transform (DWT)

used to store bitmap
digital images

For natural images

For artificial images
{sharp-edge lines and
few colors) & support
animation

Better compression &
features than GIF, but
don't support animation

Flexible file format, can
store multiple images in
a single file

Better image quality
than |PEG (up to 20%),
not widely used because
of some patent issues.




Word about compression

e Digital media files come in 3 types:

— Uncompressed — “raw” files in actual size
e Audio — Wave (.wav)
* Image - Tiff (.tff)

— Lossless — Compressed but without loss of quality
e Audio — Windows Media Audio (.wma)
* Image — PNG (.png)

— Lossy — Compressed but with loss of quality
e Audio — Mp3
* Image — JPEG (.jpg)
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Cost

Storage ‘?)(iN
IT Support and Maintenance ‘EHI

— Unending and on-going

Backup/Replication Practices
Preservation Original zz ==
— Distribution Copies

— Preservation Versions

Data Volume

— Continuous increase without purging

Staff Resources

— Description, preservation, access
— Backlog size

] BB




Volume - We can’t keep everything...

* Volume of records in electronic format
IS growing
— Digital audio/video,
— High resolution photos,
— Databases
e Keeping everything diminishes the
value of what is kept...

— Strain on resources
— Takes resources away from other projects
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. Volume

Greetings

Podcasting | °

Press_Ewvents S S u e S °
2006

2008 Multiple
o _ Final “official” version P
2011 176 GB versions
2012

2013

2015

Raw_Video_Capture

2006

2008

iy _ Raw or unedited “original”

2011 2.217TB

2012
2013
2014
2015

15.5 GB
Special_Projects

Video_Clips

Raw_Video_Capture Date modified: 1/31/2015 10:20 PM
File folder




Photos from Gov. Perry, Office of the First Lady
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4 Downloads MaxIPEG 2/14/20152:53 AM  File folder €—— | 7 files, JPEG, 88.2 MB
= Recent Places ORIGINALS 2/14/2015 254 AM  File folder

24 files, CR2, 568MB

[ Favorites - Shortcut web 2/14/2015 2:54 AM  File folder \
7 files, JPEG, 405KB

- Libraries

9 Documents What do we know:

J ’:?”:" e Originals:

B FICIUMES o

B vVideos *Raw, uncompressed camera file.

*Proprietary format

& Computer *All the pics taken

o Windons (C) « Other 3 folders

o LIVE () . . .

et *All JPEG files of various size (compressed)

Spotlight-v100 *Only a sample of the total photos

AudacityPortable *But shows the ones actually used
AudioTest

GI5-Shapfileshots



https://tsl.access.preservica.com/archive/sdb:deliverableUnit|a002b65b-f4eb-4c0d-a79e-92fd8dac05a2/

Collaborating with IT

IT maintains the technology
— |T is the physical custodian
IT does not own the data
— Creator is the legal custodian
IT focuses on maintaining the storage devices
— IT does not consider long-term access/ preservation
Data owner must define its need for retention and communicate
with IT
— Data owners often assume IT is already addressing this need




“ARCHIVE”

ol

THAT WORD

| do not think it means
what you think it means




Building the Texas Digital Archive




TSLAC’s Mission

* Preserve the record of government for public
scrutiny,

e Secure and make accessible historically
significant records and other valuable
resources, both for print and electronic
documents,




Enter Gov. Perry




Preservation System Functional

Requirements

Ingest electronic records from state agencies
Characterize, validate and track digital formats over
time

Monitor integrity and security of digital files
Migrate to sustainable formats for preservation

Collect and store all appropriate metadata about
the records

Allow for proper access to records that meets the
needs of our users

— Provide records in access formats based on user needs

Follow appropriate archival standards for
preservation




File Edit View History Bookmarks Tools Help

P Explorer - Photographs, 19... = | +

€ T a Li . preservica.comy explorer/ explorer.htmiZbrowse:d 84 d671fe2 -7212-4607-b51 e-662c51 cabb38-1 4 E;_i— Google
e Welcome | TSLAC Angelina | Texas State ... Outlook P Preservica site P Preservica Access P PreservicallserGroup P PreservicaDemoSite

Preservica

Dashboard Access Preservation Data Management Administration Help

Root © Texas Governor Rick Pemy Governor Rick Perry Press Office Media Files Photographs, 1972, 1998-2015, bulk 2008-2012, 1.5 cubic ft., 3.27 TB, 292 368 files

Sync Tree Tools  View % @

Manifestation Man

4} Prints and Photographs - 3 # Name Description
[@ Texas Adjutant General's Department 2001
4 [ Texas Govemor Rick Perry
[@) Administration
@ Appointments
[ Budget, Planning, & Policy
[@ Constituent Communications
[@ Criminial Justice
;4] Economic Development & Tourism
@ Executive Clerk
@ Financial Accountability
[ General Counse!
. -I] Governor Rick Pemry Press Office
Media Files
50115-Texas Govemor Rick Permy
N Press Office Finding Aid
Audio files, 2006-2014, undated, |-
[@ bulk 2008-2010, 0.10 cubic ft.,
electronic files
Photographs, 1972, 1998-2015,
@D bulk 2008-2012, 1.5 cubic ft, 3.27
L%Eig;f:zgfj_zm 4, bulk Images of the Governor's Mansion before and after the June 2008 fire.
H} 2008-2012, 1.0 cubic ft., electronic ekl Images show fire damage at the Govemnor's Mansion, elements of the
files police investigation of the arson, tours of the new construction and
renovations, and public fundraising events.

2003

2004 2004

2005 2005

2006 2006

2007 2007

2008 2008

2009 2009

2010 2010

2011 2011

2012 2012

2013 2013

2015 2015
FirstLadyAnitaPemy FirstLadyAnitaPerry
GeneralSubjects GeneralSubjects
GovemorRickPermy GovemnorRickPerry

o o o oo oo oo o oooo o ofsh

1] Governor's Commission for Women
records Staff Photos Staff Photos

: -I] Governor's Committe on People with

" Disabilitites

@ Intemal Audit

[@ Office of the First Lady

@ Scheduling

@ Texas Film Commission

@ Texas Music Office

) Texas Workforce Investrment Council = | T IH" Aoply (7] Showaccrued fies [] Show chidren ] Show deprecated

Name: 200
Collection Code: 200
Type: Files ize: Reference: 6c1c62b7-db04-4alc-89de-a00df6381104

Type

Files
Files
Files
Files
Files
Files
Files
Files
Files
Files
Files
Files
Files
Archival Files
Archival Files
Archival Files

Archival Files
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Ingest Access Preservation Data Management Administration Help

Start Waiting Running 1ple ] Reports Manage

Workflow Details

| Auto Ingest (standard)
| Standard Ingest Workflow (Auto Sslection) Ingest Workflow —_ hOW we

16109

- | bring a file into the
29.10.15 09:06:12 repOSitory.

25.10.15 09:43:43

| 247

* Runs a series of “micro-
Speechas, 2001-2014 0.5 cubic ft. and 27.4 MB (848 files, 14 folders) Se rvices” O 1] th e fi | es

speeches_and_remarks

T . B ° Most important for long-
Step Progress term preservation being

Name Progress Started Finished Messages

the “Characterize” step.

Identify Packages 208.10.15 106 25
Import from Transfer Area 29.10. 106 29;
Process Package 2T 106: 28
Virus Check 25

Fixity Check 29,

Metadata Integrity

Content Integrity

SIP Validation

SIP Validation with Dafetfase Crosscheck
Characterise

Generate Storage Routing Map

Store Files

Store Metadata

Delete from Transfer Area

Store Metadata File

Update Search Index

Thumbnail Creation

LLLLLLLLLLL88888 8
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tory

* Characterize step
indentifies the file
format

* Plugged in to an

international
e registry of file
o formats

Copyright & 2014 Preservica




File Edit View History™ Bookmarks Tools Help

P Explorer - First Lady Anita ... e

Plada ¥+ #

preservica.com, e
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Preservica

i Outlook P Preservicasite P Preservica Access P PreservicalserGroup P PreservicaDemoSite
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@ Texas Adjutant General's Department
- .{H Texas Govemnor Rick Pemy
@ Aoministration
@ Appointments
[P Budget, Planning, & Policy
@ Constituent Communications
[@ Criminial Justice
@ Economic Development & Tourism
@ Executive Clerk
@ Financial Accountability
[@ General Counsel
n Governor Rick Perry Press Office
Media Files
- Governor's Commission for Women
) records
l'H Governor's Committe on People with
" Digabilitites
@ Intemal Audit
« @ office of the First Lady
Biographical information,
* 2008-2014, 1.72 MB (31 files)
Main Street files, 2001-2013, 29.7
 ME (40 files)
Media files, 2008-2013, 1.04 GB
* (304 files)
Photographs, 20:08-2013, 6.51 GB
* (2,307 files, 5 folders)
Speeches, 2001-2014 0.5 cubic ft.
¥ and 27 4 MB (848 files, 14 folders)
@ Scheduling
[@ Texas Film Commission

#

Filter

Name:
File Type
Type:

Name

First Lady Anita Perry bio 200.doc
First Lady Anita Perry bic TCW.doc
First Lady's Intro- 4-08. doc

FLAP bio for 5. America 03 10.doc

FLAF description for Senate Ladies Club direcig
08.doc

FLAF's BIO REV. 0908.doc

FLAP Web bio.doc

FLAP Web bio revised.doc

FL INTRC REVISED 11 08 FINAL.doc
FL Intro REVISION B.doc
Priorities.doc

Rewritten FL bio 1108.doc

Apply | V] Show accrued files

CURRENT FLAP BIO.doc
X Microsoft Word Document
File Size: 235KB

Type

Microsoft Word Document
Microsoft Word Document
Microsoft Word Document
Microsoft Word Document

Microsoft Word Document

Microsoft Word Docurment
Microsoft Word Document
Microsoft Word Docurnent
Microsoft Word Document
Microsoft Word Docurment
Microsoft Word Document
Microsoft Word Document

Show children Show deprecated

Reference:

Size

27 KB

26.5 KB
25 KB
265 KB

22 KB
31 KB
27.5KB
275KB
23KE
23KB
275 KB
25KB

File
File
File
File
File

File
File
File
File
File
File

File

These are MS Word documents
marked as the Original

82baecib-6088-49d3-b49-1acT8460c%e2

1430f12 |

=
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File Edit View History Bookmarks Tools Help

P Explorer - First Lady Anita ...

Welcome | TSLAC
Preservica

Dashboard Ingest Access

Angelina | Texas State ...

P Registry

preservica.com,’e

Outlook [P Preservicasite [P Preservica Access P PreservicallserGroup P PresenvicaDemoSite

Data Management

APl ¥ &

Mark Myers (0) English [+]

anita perry

Root Texas Govemnor Rick Pemy Office of the First Lady Biographical information, 2008-2014, 1.72 MB (31 files) First Lady Anita Perry (FLAP) various bios (biographies), 2008-2011 [335 KB, 13 files]

Sync Tree

[ Prints and Photographs
@) Texas Adjutant General's Department
4 [} Texas Govemor Rick Perry
@ Administration
@ Appointments
[ Budget, Planning, & Policy
Constituent Communications
Criminial Justice
Economic Development & Tourism
Executive Clerk
Financial Accountability
General Counsel
Governor Rick Perry Press Office Media
Files
Governor's Commission for Women
records
» Governor's Committe on People with
Disabilitites
Internal Audit
Cffice of the First Lady
Biographical information, 2008-2014,
172 ME (31 files)
Main Street files, 2001-2013, 29.7 MB
¥ (40 files)
Media files, 2008-2013, 1.04 GBE (304
* files)
Photographs, 2008-2013, 6.51 GB
® (2,307 files, 5 folders)
Speeches, 2001-2014 0.5 cubic fi.
* and 27 4 MB (848 files, 14 folders)
@ Scheduling
[@) Texas Film Commission
[ Texas Music Office
A} Texas Workforce Investment Council

Tools  View % @

# Name

Acrobat PDF 1.4 - Portable Document Format
Acrobat PDF 1.4 - Portable Document Format
Acrobat PDF 1.4 - Portable Document Format
Acrobat PDF 1.4 - Portable Document Format

First Lady Anita Perry bio 200 pdf
First Lady Anita Perry bio TCW._pdf
First Lady's Intro- 4-08.paf

FLAP bio for S. America 03 10.pdf

FLAP description for Senate Ladies Club direcipr 12
08 pdf

FLAF's BIO REV. 0908.pdf

FLAP Web bio.paf

FLAP Web bio revised.pdf

FL INTRO REVISED 11 08 FINAL pdf
FL Intro REVISION B.pdf

Priorities pdf

Rewritten FL bio 1108.pdf

Acrobat PDF 1.4 - Portable Document Format

Acrobat PDF 1.4 - Portable Document Format
Acrobat POF 1.4 - Portable Document Format
Acrobat PDF 1.4 - Portable Document Format
Acrobat PDF 1.4 - Portable Document Format
Acrobat PDF 1.4 - Portable Document Format
Acrobat PDF 1.4 - Portable Document Format
dcrobat PDF 1.4 - Portable Document Fo

Filter Apply | [V Showaccrued files | Show children Show deprecated

Name: CURRENT FLAP BIO.pdf
File Type: Acrobat PDF 1.4 - Portable Document Format
33.388 KB

Type: File Size. Reference:

Manifestation Presentation 2 (Active) E|

Size Type
36.057 KB File
ATAT4 KB
30.087 KB
35.746 KB

16.513 KB

45.226 KB
42194 KB
37.829 KB
20814 KB
28816 KB
35.844 KB
30.084 KB

After migration now have
a “Presentation” format in
PDF.

91132504-a278-4d7c-9e81-cAcbas3786c

1-130f 13

a3

Copyright © 2014 Preservics




https://www.tsl.texas.gov/texasdigitalarchive

e Edit View Hto " Eao marks " lools Help
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Are ecords Management

Texas Digital Archive

TDA Hom Govemor Parry nts/Photographs  State Agencies Explore Ar

GOV. RICK PERRY
COLLECTION

Photographs, audio
and video recordings,
| and select documents from
the office of the 47th
Governor of the State
of Texas from 1999- 2015

Gow. Rick Perry Cellection

Texas State Library and Talking Book Program Reference Sarvices Library Development and Records Management Sam Houston Regional
Archives Networking Library and Research Center

Tel: 1-800-252-9605 Tl 5124535455
1207 Brazes 5t or512-4£3-5438 Fax: 5124835430

Austin, TX 78701 Fac 512-936-0685

Tel: 512-463-7610
Tel: 1-800-252-0386 Fanc 572-036-2306 650 AV 10m1

or 512-463-5465 Liberty, TX 77575
Faxc 51 Ernail SLRM




TEXAS STATE LIBRARY

arcHIves commission  1EXAS DIGITAL ARCHIVE

Search Archive

The Texas Digital Archive (TDA) manages, preserves, and facilitates access to the elactronic records collections of the Texas State
Library and Archives Commission, including those transferred by State agencies or digitized by the State Archives, All records
wisible in this portal are unrestricted and available for public use.

Locating records in the TDA

® Use the links to the descriptive guides under "Collections” below to locate records in the TDA.
# Browse the TDA holdings by using the “explore archive” button at the top of the page.

# Searching is available through the "Search Archive” bar at the top of 2ach page.

# For more information and help with using the TDA, go to the "Search Tips” page.

Collections in the TDA

holdings, including materials not available onling, visit the Archives & Reference page.
To return to the TSLAC main websits, pleass click here.

When using images and other records from the Texas Digital Archive for publication or display; please use the credit "Courtesy of
Texas State Library and Archives Commission {and cite the collection name and record title or image number),”

In This Section

New and Updated
More about...

The Texas Digital
Archive (TDA)

Search Tips

Erequently Aslked
Duestions

Restrictions and
Reguirements

Main Collections

Texas Governor Rick
Perry

Prints and Photographs
Collections

Texas State Agencies

Need Help?

.access.preservica.com/7p=48

Search Tips Need help?  FAQS  About File Formats

Preservica




TDA
Next Steps




Expanding our capacity for
preservation

eForensic Workstation to
start working with legacy
media

e Hard drives

* Floppy disks

e Old formats




Building Partnerships with other state

agencies
 Working with 3 new agencies:
— Historical Commission

— Office of the Attorney General
— TX Parks and Wildlife

e Refining our transfer procedures

— Contact us first
— Fill out survey/inventory
— Negotiate method(s) of transfer




What we are looking for — the short
form

e Total volume (MB or GB) of “A” or “R” series
e What % of your volume is:

— Databases - Audio/Video - Images
— Unstructured data (Word,Excel,PDF, etc.)

 How are you storing your records?

— Servers - Local network
— Cloud - Removable media
— Tape - Other

e What is the volume of the most valuable
series that could be sent to the State
Archives?




The short form continued

e How is the data being backed up?

 What issues are you encountering providing
access to your electronic records?

 Would you be interested in transferring your
archival electronic records to TSLAC?




Providing advice and assistance

e Assist agencies in managing their long-term
records

— Guidance documents & Best practices

— Work with SLRM to develop training packages
for long-term digital preservation

— Serve as a knowledge base for state and local
agencies




Questions?

Thank You!

Mark Myers

Senior Electronic Records Specialist
" E-mail:

mmyers@tsl.texas.gov

. https://www.tsl.texas.gov/texasdigit
A alarchive

Current Lobby Exhibit at TSLAC:
Greetings from Texas: A History of
Postcards from the Lone Star State



mailto:mmyers@tsl.texas.gov
https://www.tsl.texas.gov/texasdigitalarchive
https://www.tsl.texas.gov/texasdigitalarchive
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