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Introduction

This guide provides Tufts University employees with instructions on using the Transfer Agreement Form for
transfer university records with enduring archival value from departments and offices to the Digital
Collections and Archives (DCA). This user guide presumes that you have already talked with the DCA about
transferring records. If you have not talked with the DCA (7-3737, archives@tufts.edu), please do that first.
You cannot use the Transfer Agreement Form without have an initial conversation with the DCA.

Step 1
Go to http://dca.lib.tufts.edu/taper

joning Program (TAPER) Home

This is th ge of all the TAPER too!

Step 2

Select the Transfer Agreement Form link.

Tufts Accessioning Program (TAPER) Home

This is th ge of all the TAPER too!
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Step 3

Sign in using your Tufts username and password.

You are not signed into.
TAPER.

Submission Tools

Homepage

Transfer Agreement Form

Transfer Agreement Form
Ploase log in using your Tufts account

Usernar

Step 4

Then choose a transfer agreement form from the drop-
down list. Your list will only show the transfer
agreement forms you have permission to see.

Weicome, ymartz01.

Log outof Form

Submission Tools

Homepage

Transter Agreement form
OCA sdmastrative tocks  Choose a Transfer Agreement Form

a Transf

Step 5
One you’ve made your selection, select the Transfer
Agreement Form button.

Welcome, vmartz01

Log outof Form

Submission Tools

Homepage

OCA administeative tools  Choose a Transfer Agreement Form
Please choose a Transfer Agreement Form from the st

o

Fillou a Tenster Agreoment Form Select he
re

Tufts | InsideTufts | Feedback | Di

Find People | Contact Us

Copyright © 2008

ity
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Welcome, vmartzo1
Log outof Form
Submission Tools

Homepage

Transfer Agreement Form

DCA administrative tools

Transfer Agreement Form

Hovs have the records been prepared for transfer? (Check all that apply)
™ Labelled Box(es)

™ Labelled Folder(s)

I Created tnventory

™ None

Extents

umbar of unies [ [opwctent-
=

Format of the records (Check all that apply)
I paper

I Photographic prints

I artfacts

™ Analog Media (tapes, video, etc.)

I oigital

Date spans of the records

Ending year

Beginning year

Homepage
Transfer Agreement Form

DCA administrative tools Form

How have the records been prepared for transfer? (Check all that apply)
2 Labelled Box(es)

I™ Labelled Folder(s)

I Created Inventory

™ None

Select one or
more options

Number of units “Type ofunt- 7]
Format of the records (Check all that apply)
I Paper

I™ Photographic Prints

I artifacts

I Analog Media (tapes, video, etc.)

™ Digital

Date spans of the records

Beginning year
ol

Arrangement, organizational and/or naming system

Ending year

“Alphobetical -
Transfer notes: Please provide any additional information, excluding an inventory, about the history
of the records, the person or office that created the records, or any special considerations.
regarding the records such as physical condition and

Homepage

Transfer Agreement Form

Tansfer Agreement form
DCA administrative tools

How have the records been prepared for transfer? (Check all that apply)

I Created Inventory
™ None

Extents

]

Select from
the list

Format of the recor

Date spans of the records

Beginning year

Arrangement, organizational and/or naming system
‘Alphabetcal

Ending year

Transfer notes: Please provide any additional information, excluding an inventory, about the history
of the records, the person or office that created the records, or any special considerations
regarding the records such as physical condition and arrangement/organization.
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Step 6

You are now in the transfer agreement form.

=TSR e’

Let us know if you have created an inventory or
provided any labels.

Step 8
Next select the container type you are sending from the
dropdown list, and enter the quantity you are sending.

|3
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Transter Ageecaent Form If you have multiple container types, add an additional

Wors have the records Seen prepared for trassfer? {Chack all thet apply)

line by selecting the plus sign.

wf [ Select the oy

al] 10 add aqgjy;
Format of the reconds (CHeeh S types of Materia|s itional

- th < <0
reganding the records such o3 physicel cosditien and arrengemest /orgenization

f o ESRAN S 1Y

ochmmsveres Tranater Agreement Form If you do not see an appropriate container on the list,

Haw have the reconds been prepared for transfer! (Check ofl that apply)

select “other” and add a description.

Arrangement, srgasizationsl and/or maming system
Aphabercal -

wates: Please provide any ad@tianal information, ex
ords, the perisn or office that created the recends,
regarding the records sech a3 physical conditian sad arrange

@ng an inventory, sheut the Mstery  —
iy special comiiderations
t/organis tion

. e VS R Siep 11

e i Next, provide additional information about what you are
sending. Please note, “Photographic prints” include
negatives and slides.

Select one or
more options

on, excluding an inventary, about the history
Pp—_ forations

ates or any
regarding the recerds such as physical condition and arrengement/organization
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Enter
Beginning and I Date spans of the records

End year of | seooning vesr Ending year
the records 3|

regarding the records such as physical condition and arras

Current or previous storage system(s) for the records
NotApphcable )

Add lnventory

T None
Extents

of the records

Begi oar [1900 Ending year [2000

Select one
options

nt, organizational and/or naming system

provide any additional informatidll excluding an inventory, ahout the history
500 or office that created the recdles, or any special considerations
such as physical condition and arghgement/organization.

Current or previous storage system(s) for the records
Not Applicable v]

Add levertory

I Created Inventory
" None
Extents

Number of units [10 Box - J
Number of units[5 " [Omer 2] Tyve of unit [iacues &l
|

Format of the records (Check all that apply)

I Digital

Date spans of the records
Baginning year [1900 Ending year [2000

Arrangement, organizational and/or naming system

Not aranged

Transfer notes: Please provide any additional in

of the records, the person or office that created the records, or any special considerations

regarding the records such as physical condition and
Boxes housed in leaky shed.

[Not Appiicable v]

Add Inventory

Tufts
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Step 12

Enter both a beginning and end date for the materials
you are transferring. If you are not exactly sure of the
dates, put in your best estimate and enter “Date Range is
Approximate” in the Transfer Notes section below.

Step 13

Now, let us know if the materials you are sending are
arranged in any special way. If you have your own
special way of arranging the files, select “Other”

and provide an explanation of your system in the
“Transfer Notes” section.

Step 14

The “Transfer Notes” box is a place where you can tell
us anything special about the materials you are
transferring. Anything you think is important and
provides context to the materials is appropriate to put
here. This is not the place were you put the inventory of
what you are sending.
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B Step 15
e | . .
4'_' I The storage system field is not currently in use.

Format of the records (Check all that apply)
 Paper

I Photographic Prints

¥ afacts

I Analog Madia (tapes, video, stc.)

T oigital

Date spans of the records

Beginning year [1300 Ending year [2000
Arrangement, organizational and/or naming system
Notanang:

Transfer notes: Please provide any additional information, excluding an inventory, about the history
of the records, the person or office that created the records, or any special considerations
regarding the records such as physical condition and arrangement/organization

[Boxes housed in leaky shed.

Current or previous storage system(s) for the records

Not Applicable 7]
AddInventory.

o R Step 16
=
P ST OR—— Select the “Add Inventory” button to move to the next

Not eranged

Transfer notes: Please provide any additiona information, excluding an inventory, about the history screen. ThlS iS a required Step ln the prOCCSS.

of the records, the person or office that created the records, or any special considerations
regarding the records such as physical condition and arrangement/organization.
Doxes housed in leaky shed

Current or previous storage system(s) for the records

Not Applicable v}

Add Inventory Select here

Template information

The folloy ation will be automatically added to this document, inherited from its transfer

Person or group authorized to transfer the records to the archives

Veronica Martzahi@tufts.edu

ol Step 17
You now have the option of attaching an inventory file

| or typing in a quick inventory. To add an existing
PRBR inventory file, start by selecting the browse button.
, b Just a reminder, this is where you add inventories, not
s [[—— transfer electronic records to the DCA.

ase attach ane or more files (e.g. Excel documents) that describe this transfer agreement's
.

[ _Bows Select here
1f you have more than one file to attach, dick the “Add another file” button ol

Add another file

Click the button below once you have spedified alf of the files you wish to attach to this submission
agreement.

Homepage

Upload and atach all these files

Tuts | InsideTufts | Feedback | Directions | Find People | Contact Us
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B If you have additional inventory files to add, click here.

Welcome, vmartz01,

Log out of Form

Submission Tools

Homepage

Transfer Agreement Form
0CA administrative tools Uploading inventory files

Please attach one or more files (e.9. Excel documents) that describe this transfer agreement's
inventory.

File:
[FADCAVm_obsVira_up [Browse]

If you have more than one file to attach, dick the “Add another file" button for each one

‘Add enotherfile Select j
ere
Click the button below once you have specied sTS to attach to this submission

agreement.

Upload and atach all these files

Tuts | InsideTufts | Feedback | Directions | Find People | Contact Us

. Step 19
- - If you don’t have a prepared inventory file, click the text

at the bottom of the screen to type in a plain text
inventory description.

‘Welcome, vmartz01.
Log out of Form
Submission Tools

Homepage

Transfer Agreement Form

DCA administrative tools Uploading inventory files

Please attach one or more files (e.. Excel documents) that describe this tr
inventory.

File:
frm_jobsyre_spastexiex]

If you have more than one file to attach, ciick the "Add another file” button for each one,

Add another file

Click the button below once you have specified af of the files you wish to attach to this submission
agreement.
Upload and attach ell these files

Tuts | InsideTufts | Feedback | Directions | Find People | ContactUs

cch s Adding o ext meentory Type your inventory into the box and click the “Attach
Please type in some text that describes the records you are transferring. . .
this as inventory” button.

ndas;
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Step 21

If you do not have electronic records to transfer your
submission form is complete and you can log out. The
Digital Collections and Archives has now been alerted
that you will be it sending materials. Someone from the
department will contact you to make arrangements to
physically transfer the materials to the DCA.

UNIVERSITY

Welcome, vmartz01,

Log out of Form

Submission Tools

Homepage

Transfer Agreement Form
0CA sdministrative tools Submitting electronic files?

Deposit them by visiting this link (link will open in a separate window)

Want to complete another Transfer Agreement Form?

Please choose a Transfer Agreement Form from the list

[American Antiquarian Society - Voting Records. =

Fill out a Transfer Agreement Form

All done? se\e“ nere
Click here to logout.
Log out of Form

Thank you for your successful completion of 3 Transfer Agreement Form. The DCA staff has been
| notified of the submission.

Step 22
If you are transferring electronic records, select the link
under “Submitting electronic files.”

Welcome, vmartz01,
Log out of Form
Submission Tools

Homepage

Transfer Agreement Form

0CA sdministrative tools | Submitting electronic files?

Deposit them by visiting this link (ink will open in a separate window)

Please choose a Transfer Agreement Form from the list

[American Antiquarian Society - Voting Records. =

Fill out o Transfer Agreement Form
All done?

Click here to logout.

Log outof Fom

‘Thank you for your successful completion of a Transfer Agreement Form. The DCA staff has been
notified of the submission.

Step 23

This will take you to a secure drop box in a different tab
in your browser. You will need to log in again with your
Tufts username and password.

Tufts

Login v 72732034

Login as ‘vmartz01 (tufts edu)’
Password: [seseesns
Not vmartz01 (tufts.ec)? Cick here to login as 3 different user.
oK

Povered by Xythos
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Step 24
Click the upload icon.

Q Tufts Image and Document Man... 13 (LN -

8 3 wh '\ Ve
[Frome Tt s T sewems s oo | e | Logedri s Veronica AMartzohl [logos]
Povered by Xythos
Tufts gem
A [ » 0cA rop avea ¥ Genec Offce > ) search .
v % i @ S | -
o e 1 Upkcad MewFokdr  Newai New Drogbox  Vew
2 Name Shared with e Last Modiied On Size

\ed. “g(e

e . : g~ Step 25
= s You will have the option to browse for files, or to drag

O Tuts Image and Document Man... £3 I3

e and drop files into the upload area.
Tufts
» DCADrop Area » Generic Office »
Upload File in: /DCA Drop Area/Generic Office o
‘ Aok -
Browse v

You have the option
to browse for files
to upload them or

Y. To bagin ploading, deag anTdeap s and adors hors. to drag and drop
5] 0r, you may click Browse. files.
Cancel

Step 26
Select Submit to begin the upload process.

» DCADrop Area » Generic Office »

Upload File in: /DCA Drop Area/Generic Office ©
i Advarced Uplosd requires Jau

1 you do not have Java for your deskiop, use Bas Loload to 8dd files cre by one.

Browse
Name swze Remove

endorsement_memo docx 102k8

Select here

| | &
|__Cancel Remove All | Submit | <&
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Home | Bookmarts b | Searches

Files Tasks (3) Reports & Tools
A | [ » A Drop Area ¥ Generic Office »

Name Shared With
% accession_log_template.xlsx
8 JRAXls

Powered by Xythes

) Tufts Image and Document Management - Mozila Firelax

1o

Tufts
froes 227220

r—

Password.

Povered by Xythas

archives@tufts.edu
617 627-3737
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Step 27

Once the files are uploaded, select logout in the upper
corner.

Step 28

You have now submitted your records and completed
your transfer process.

Step 29

If you have any further questions or concerns about
transferring materials to the DCA please contact us at
archives@tufts.edu or at 617-627-3737.
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