Tufts

UNIVERSITY

Digital Collections and Archives
http://dca.tufts.edu
archives@tufts.edu

Setting up Tufts University
Transfer Agreement Forms

Archivist Guide
September 2011

Introduction

This guide provides archivists with instructions on setting up a transfer agreement form in the submission
agreement builder tool. The builder tool code is available at
http://tutaper.svn.sourceforge.net/viewvce/tutaper/.

Step 1

This guide provides instructions for archivists to set-
up Transfer Agreement Forms for various records
producers.

See “The Tufts University Transfer Agreement Form
o | , User Guide” for instructions on completing the form
Tufts Accessioning Program (TAPER) Home from the records producer’s point of view.

e TAPER tool

See “Finalizing the Tufts University Transfer
Agreement Form Archivist Guide” for instructions on
finalizing the form and transfer.

i [
Before beginning with the instructions on setting up a

transfer agreement form, please note the DCA’s
Preservation Rules. These rules provide basic
information to producers regarding what will be done
to preserve their records in a variety of formats.
Unlike the bulk of the submission agreement tool,
these rules are not behind password protection, and
are accessible to anyone who is interested in
reviewing them.
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Step 3
Starting the process to create transfer agreement
forms.
Setting up a
Transfer Agreement
Template
| Tufts I — Step 4

To access the Submission Agreement Builder Tool
for the creation and management of Transfer
Agreement Forms, it is necessary to log in with a

| Tufts ID. This process allows us to authenticate users
Transter Areementrorm and provide appropriate restrictions and levels of
confidentiality for access to our accession
information. It also makes sure that only authorized
personnel complete transfers for an office or donor.

Step 5

Once we are logged in, the first step is to select the
administrative tools option from the left hand
navigation panel.

Tufts Accessioning Program (TAPER) Home

the homepage of all the TAPER tools
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Welcome, vmartz01.

_LogoutotFom |

Submission Tools

Visit this page to add, view, and edit offices and units.

Manage Offices and Units

From this screen, you can either add a new office or unit or edit an existing

Update ofice

Edit an office or unit

Click the name of an office or unit below to edit or delete it

Welcome, vmartz01.

_LogoutotFom |

Submission Tools

Manage Offices and Units

From this screen, you can either add a new office or unit or edit an existing or

Add a new office or unit

—Select ____ wmme

Edit an office or unit

Click the name of an office or unit below to edit or delete it
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Step 6

First, we select the Manage Offices and Units option
to ensure that the office or donor is listed. We have
also created a few generic listings for alumni, non-
Tufts related donors, and for materials of unknown
provanence.

Step 7
If an office does not appear on the list, add a new one
by typing in the information.

Step 8
Select the “Update office” button.
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Step 9
The addition is confirmed by the dialog box changing
to a green color.

UNIVERSITY

TAPER Home

Welcome, ymartz01.
Log outof Fom

Submission Tools

Homepage

Transfer Agreement Form

0CA sdministrsive tools _Manage Offices and Units

Hirsh Health Sciences Library added. |

From this screen, you can either 2dd 3 new office or Unt or 8dit an existng one.
Add a new office or unit

Name

Update office

Edit an office or unit

Click the name of an office or unit below to edt or delete .

T Step 10

Next, return to the administrative tools menu

Welcome, vmartz01.

Log outof Form

Submission Tools

Manage Offices and Units

From this screen, you can either add a new office or unit or edit an existing one.

\é" Add a new office or unit

2 Name

Updete ofice.

Edit an office or unit

Click the name of an office or unit below to edt or delete it.

Step 11
We will now associate authorized users with the
office we have created.

Welcome, vmartz01.

Log outof Form

Submission Tools

DCA Home
This is the homepage of DCA staff tools.

Make and Manage Templates

Visicthis page to reate, view, and edit Tansfer Templates
Review Draft Transfer Agreement Forms
Vit this page o review, ed, and approve Draft Transfer Agreement Forms
Manage Approved Transfer Agreement Forms
Vit this page to view and download approved Transfer Agresment Forms.
—select 4 wanage users
Viscthis page to add, view, and ed users
Manage Offices and Units

Visit this page to add, view, and edit offices and units.
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Step 12

If the person submitting records does not already
have an entry, select the text to add a new user.

UNIVERSITY

TAPER Home

Welcome, vmartzo1,
Log outof Form
Submission Tools
(e
Tanster Agrasment Form
OCA sdministrative tools  Manage Users
From this screen, you can either add a new user or edit an existing user.
Add a new user
—Select
Edit o usor
o Jane Austin austn

Finance Division, active

 Saul Bellow, sbello0

Peace and Justice Studies Program, active

© William Chaucer, wehauc01

ol Step I3
Then just fill in the form with the local username and
the first name and last name.

UNIVERSITY

TAPER Home

Welcome, ymartz01.

Log outof Form
Submission Tools
Homepage
Transfer Agreement Form
DCA sdminisrstive tools  Add a New User

Ret
Use the form below to add a new user,

username
[idoe0r

First name
[Jane

Last name
[Doe

DCA admin?
=

Offices

[Add & new ofice. <]

Add user

Step 14
And select the associated office from the list in the
“Add a new Office box”

Log outof Form
Submission Tools
Homepage

Transfer Agreement Form
Departmentof

Departmentof|

Department of Occupational Therspy
Department of Physics and Astronomy
Dept jence

nd Archive:

DCA sdministrative tools
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Step 15
And select the “Add user” button.

Add a New User

Use the form below to add a new user.

Username
[doent

First name

Hirsh Health Sciences Library acver® [
| —— |
Select

Add user

Step 16

Then return to the Administrative tools menu.

Welcome, vmartz01,

Log outof Form

Add a New User
re
Use the form below to add a new user

username.

[idos0r

DCA admin?
S

Offices.
Hirsh Heatt Sciences Urary aaver® [

(A & new ofice -

Add user

,,,,, : Step 17

Now that we have set up our office and our users, it is
time to create a template for our Transfer Agreement
Form.

Welcome, vmartz01,

Log outof Fom

Submission Tools

DCA Home

This is the homepage of DCA staff tools.

_S.gl.m_, Make and Manage Temp

Visit this page to areats,

plates
and edit Transfer Temlates.
Review Draft Trai ment Forms
Visit this page to revi
Manage Approved Tr:
Visit this page to view and download approved Tansfer Agreement Forms
Manage Users

Visit this page to add, view, and edit users.

Manage Offices ai

Visit this page to add, view, and edit offices and units.
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American Antiquarian Soclety

Center for Campus Life

Center for Interdisciplinary Studies

Welcoms, vmartz01,

Log outof Form

‘Submission Tools.

Homs

Records producer records

For each records producer, supply 3 descriptive name, an 1D string, and/or an email address.

Name [
nl

UNIVERSITY

Create a Transfer Template

Use the form bel

Name Gances Lbray
1o [RCRD0S
email[

Records producer records

For each records producer, supply 3 descriptive name, an ID string, and/or an email address.

Name [
ol
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Step 18

From this menu, we can create new templates, or we
can edit templates we have made previously. For this
demonstration, we will focus on the creation of a new
template.

Step 19

The first series of fields we encounter allows us to
describe the record creator. This is the person or
office responsible for creating the records being
transferred. We can also enter a unique identifier for
this creator, as well as a contact email address, if
applicable. The DCA uses the ID field to associate
record creators with Record Context Records (RCRs)
that are the basis of our Encoded Archival Context
(EAC-CPF) records.

Step 20
While the Name field is required, the ID and email
fields are optional.
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emai
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Step 21

Next, we enter information about the Record
Producer. This is the person responsible for the
transfer of the records. The producer is often different
from the record creator. For example, the university
president may be responsible for the creator of the
records, but it is the administrative assistant who is
responsible for the transfer of the records, and thus is
the producer. For our templates, the producer
corresponds to the users associated with an office or
unit.

Step 22
The next field ties the information in the template to
the office we have added previously.

Step 23

The Archive Endorsement field can be used as a way
of encoding the date on which the archives and the
records producer have agreed upon the terms of the
transfer. This could be used locally to endorse the
date of the template.
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Step 24

The next series of fields allow us to describe what is
being transferred and what terms apply to these
records. Examples of record types would be
correspondence, meeting agendas and minutes, or
office files. The copyright field is repeatable in case
portions of the records fall under different copyright
ownership. The access field is similarly repeatable in
case some records has different restriction levels. At
the DCA we use the Access field to correspond to our
three levels of restriction: Open, Restricted for 20
years, or Restricted for 75 years.

Step 25

The next field allows us to connect the Transfer
Agreement Form to an electronic dropbox for the
transfer of digital files. This is a key feature of the
tool, in that it allows the producer to move directly
from providing documentation about the transfer to
actually transferring the files.

Step 26

The next section allows for greater description of the
both the process and the records. The Activation date
provides information on when the form officially
goes into use while the expiration date allows for end
date to the terms of the agreement. The Retention
alert date is available in case you are working with
non-permanent records that may have a destruction
date. Finally, the “Warrant to collect” field allows us
to document the external authorizing statement that
allows us to collect these materials. This is a
repeatable field in case multiple statutes or statements
need to be referenced.
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Step 27

Next, we have built in the capacity to connect this
transfer to other documentation. In the case of the
DCA, each transfer receives a Records Management
Job Number. We can also tie the transfer to any
records surveys that might provide additional context
for the materials transferred. The Recordkeeping
Systems field is not currently in use at the DCA, but
we built it for future accessions that we may take out
of structured data systems.

Step 28

The remaining fields can be used to hard code
information about all future accessions or they can be
left blank and filled in for each individual transfer.
The General Records Description is a free text field.
The Format Types is a repeatable field that can be
selected in advance although in practice it is often
easier to leave this blank and let the producer fill in
exactly the types of materials they are transferring.
The user interface provides a dropdown menu of
options for this field. The arrangement and naming
schemes field has a dropbox list in the user interface
and can be left blank at this level unless you are sure
that all future accessions will be arranged in a
particular manner. All records accessioned by the
DCA are permanent, so we hardcode this information
in to all templates and we use DACS as our
descriptive standard. Finally, the Respect de Fonds
field ties the accession to a specific collection.

Step 29

With all of this information in place, we can now
select the “Create this Transfer Template” button and
the transfer agreement form is in place for use by a
producer submitting materials.
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Step 30
This completes the process for creating a transfer
agreement form.

Part I: Completed
Part Il: Available at
http://youtu.be/jolH27Pcl_4
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