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Email Management Environment

Participants—KY, NC, PA,

Diverse systems—centralized

versus decentralized

All have retention schedules

and training programs

Management of e-mail studied

and much debated
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Transfer Current State of Affairs

e Manual Collections of Email
— Sneakernet, CD-ROM
e Labor Intensive

— No way to stop duplicates, have to run
hashing algorithms to determine exact
copies

— Duplicate messages in a variety of
accounts

— Not receiving email from offices
— Different file formats
« KY & PA—MS Outlook pst files Kmmde“‘*j;!\.
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E-malil Appraisal Activity

 Kentucky examined 10 years of Libraries
and Archives Commissioner e-mail

 Kentucky Governor’s constituent e-mail
conveyed as part of mail tracking databases

 North Carolina appraised
massive amounts of
e-mail from previous
administrations
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Proposed Methodology

 Build atool to allow people to
“archive” their mail on a systematic

basis.

« Minimize IT support

« Be able to support multiple file

formats
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EMCAP Tool

e Open Source
e Client is configured to have

“Archives Folder” mapped to server
 User can replicate file folder structure

« Mimics current behaviors of drag and
drop in most e-mail software

 Drops email into our collection server

* Internet message parser makes an XML

copy and also keeps the original _
Kentuckiy™
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Architecture of EMCAP

MS EXCHAMNGE SERVER
(CWWOPA)

EMCAF Deployment
In addition to Exchange, clients have IMAP mail service
with EMCAP server; Syncs takes place every nn
minutes. Every 48 hours XML files are generated and
both original mail and XML files are pulled down to a
Repository Server. The Emcap system does NOT
interact with Exchange.

XML fdes generated by the
EMCAP server are
wrapped into Archival
Inception Packages and
copied to the Repositony
Senver.
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Client connects to the hMail
{EMICAP) Server using the
COuflook e-mail client via the
IMAP protocol; 2™ mail
service to existing profile.

Emcap Main Server

Syncs take place every nn
minutes. Mail removed every 48
houwrs when pulled down to
respository server.

Repository Server
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EMCAP User Client View

([~ Human Resources - Microsoft Outlook

! File Edit View Go Toals

Actions Help Adobe PODF

§_1_']ﬂew - @ _3 >< LE.EEpIy L%Replytoﬁll L-.\;Foru_\rard %D @ ngEI"Id.-"RE

=) @ Personal Folders
fa) Deleted Items
L7 Drafts
[ e-mail commission
[ emergency response
[ file-naming
3 GIS Pres
[ governor
& [ grants
[ quidelines
A [_J Human Resources
[ Inbox
L@ Junk E-mail
& [ listserve
= Outbox
[ outreach
[ reference
L) RsS Feeds
[ search room
L= Sent Items
[ site visit - unc
[ site visit -va
[ technology
3 web crawl
[ Webmaster
&[4 workshops
& L& Search Folders

/ﬂﬁ cms.nemail.net
= = EMCAP
# [ Inbox
L@ Junk E-mail
& L Search Folders
- 58]

Mail « ||[d Human Resources
Faworite Folders ¥ |Click here to enable Instant Search
Mail Folders 5% @ From Subject
2] All Mail Ttems -

(=) Date: Last Week
¥ .~ Il Ed Southern Front Area Coverage, Apri
1 (=i Joanie Bo.. All DCREmployees--Time §

(=] Date: Two Weeks Ago

=4 Kim Hayes Reminder! Far your inform

(=) Date: Three Weeks Ago

(= W) Fay Hende... BEACOMN BULLETIN 3-13

Front Area Coverage, April - June,

Ed Southern [ed.southern@ncmail.net

This message was sent with High importance.
Extra line breaks in this message were removed.
sent: Thu 3/27/2008 2:30 PM

Al Hargrove; angie Johnson; Becky McGee-Lan
Frederick Harris; Jack Glover; Jeff Futch; Jerry
Mark Valsame; Megan Durden; Mike Pridgeon;

- Message | ®Pnone Duty April - June 2008.d

Edwin Southern, Ph.D (ed.south
Administrator - Head, Governmen
Division of Historical Resource
Branch

4615 Mail Service Center - Rale
3627

Opinions in this message might

E-Mail to and from me, in conne:
subject to the Morth Carclina Pi

25 Ttems

(4

Can use a variety
of software clients

[MAP connection to
the archival server
IS just another
folder In e-mall
client you use

_ﬁ
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User E-mail moved to EMCAP

::Eile Edit View Go Tools Actions Help Adobe PDF

@ Back @ | X A |3 Q outlook:today = B
éﬂjﬂew & @ 1';’_7'& __‘|1 Send/Receive ~ | [ Search address books - | @
4 o S - |
% @p« © @ H9 By
C & snaglt 2 Window =
— i
Mail « || &% Personal Folders - Outlook Today
Favorite Folders #
— Wednesday, March 05, 2008
L) Inbox (10]
L Unread Mail
O For Foliow Up Calchdar
=7 Sent Items Thiliceday
S s £ M p w00 am- 1000 Inits Head Meeting
2] All Mail Ttems - TR
# EGf Personal Folders 10:00 A 0 Mbg. with Ed

# 5§ Archive Folders
1 = kelly.eubank@ncmail.net
= £ keubank@dor-sv3em.dardmz.local
= [ Hmail 2007-2005
| Budget_2007_2008 (2}
d Implementation
[ Issues
1 Meeting Minutes
1 Meetings (1]
1 Qutreach (1}
1 Programmer
A Reports
[ State Partners (1)
[ Technical (1}
[ Training
1 Travel (1)
[ Website (1)

« Can be
reviewed but
not removed by
user

e Automatic
transfer

*Archivists
reviews before
creation of XML
copies

mfu&y% =
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Administrative Console

) Emcap Account Status - Mozilla Firefox

Blle Edit ‘iew History Bookmarks Tools Help

<;j - - @ ﬁ [ http:fjdlaearchivejemean; |'| [}] "

P cetting Started L;,' Latest Headlines % Kentucky Department... || E-Archive of Kentuck.., ﬁ Kentucky.gov agency. ..

 Allows for
creation and

e management

of accounts

Enter either your archival account address or your regular account address.,

Archival E-mail address || |

Regular E-mail address | |

Archivl account password™ ] ot Ad m I n I St r a.t O r
can reset
Click here i you have forgotten your password. p a S S W O r d

* The password used to access your archival account 15 required here whether you supply
your archival e-mad address or your regular e-mail address

Done

'4 start [ 8] rrboe - wicrosoft Out.,, | 58 BPE presentation ok, &3 Emcap Account Statu. . ’ . f{_’,l C W 426 . E E‘“
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Batch Creation of Accounts

File  Edit  Ophions

| _ e Submit
Create Accounts for: GRB and Friends (dcr-sy3em.dcrdmz.local)

Import File: | [ | Load | | Browse. ||St |n
Fersan Mame | Contact Email | Unit Mame | Address
: Excel

spread-

sheet

e Can auto
generate
e-mail to
users

4 3
Instructions | | Create Accounts | | Send Mail ‘ | Save Report ‘ y
%
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Tool will suggest passwords to use

& Account Properties E

Account Properties Domain: GRB and Friends

Azcount Address; Imegan.durden (aidcr-gw3em. dordmz. local

Person's Mame; |Megan Durden

Uriit M arne: |Gwemmenl Hecords Branch

Contact Email: |megan.durden@ncmail.net

Account Status: |HeadWrite j V¥ wilProcess W Active
Motes:

|
g Change Password | x|

Change Password Hep | | Change Password

Account: megan. durden(@dcr-sv3em. deordmz lose!

Suggested Password [ x| |

Bt proceszed.

Fassword: |

9 Wiould you like to use this password?
L ]
\/ 4Po*as i In#a

allable.

Confirm Fagswaord; |

Yes Mo Cancel |

Ok | Cancel Sugoest

w3em_dordmz_local

cwfud}y% =
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User Interface to Set Password

Welcome to the North Carolina State Arcluves
E-Mail Collecting and Preservation Server.

Jane Dioe

Before you can start using your account, you must choose a password.

Wew Password: “ ‘
Confrim New Password: ‘ ‘

[ Lpdate Passwaord ]

The password must be at least 6 characters i length, and must contain 2 of the

following 4 character type: Uppercase letters, Lower case letters, Numbers,
and Symbols

« User has
control of
password

UnNBRIDEED SPIRIT



EMCAP Account Properties Page

[ AccountProperties |
Account Properties Domain: GREB and Friends ® US er an d
Account Address: |10 Edor-svdemn. dordmz. local ag e n C y
Perzon's Mame: IKEII_I..I Eubank .
Lirit M arme: IG-:-'-.-'ernment Records Branch I n fo
Contact Email: Ikelly.eubank.ncmail.net

Account Status: IFlead"-.-'-\.-"rite ;I ¥ il Proceszs ¥ Active ® N O t e Fi e I d
Motes:
notes

Save | | Cancel Help I | Change Pazsword ¢ St O rag e

Account Information : TOtaI S
Account Created: |4.-"B.-’2EIEIE 759 P Laszt proccessed on: INDt vel proceszed.
Tatal Mezzages Archived: IEI— bMezzages Archived Last Run: |nda o 1St & I aSt
E aliest Mezzage: | Online Dizk Space: |NDt available.
Latest Mezzage: I Offline Disk Space: IEI m eS S ag e
Store Folder: Ikell_l,l_euI:uank@dcr-svSem_dcrdmz_IDcal['l ]

mm&y% =
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Help Page for Account Management

(@ account propettiestielp [
" | Edit Accounts Help 2| eHelp

Description screens

This screen allows you to create a new archival e-mail account or edit an existing ane.

Fields - | explain
data

Account Address
This i the local part of the e-mail address the client will use when
connecting to the archival mail server. If the e-mail address has entry fo r

already been used vou wall be warned.

all level
PersonName

Enter the full name of the persan wha will use this account. Of user

Unit Name j

Cloze

Kentuckiy™
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EMCAP XML Creation Tool

XML schema describes all email in an
account

Develop “common schema” with CERP grant
Parses the header information in email

Retain all original bit streams in native
format

When external file save, a message digest is
create with a unique identifier

Preliminary tests show conversion 95%
effective

Kerntuckiy™
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Example of the XML file created by the Parser

=Mame=X-Mailer</Mameaz
<WaluezUnknown (Mo Yersion)<//aluax
I D and </Header:
- <Header=
<hame=Message-1D</Hamexs

fo rm at =Value=<18a.1823ab0.296c8bde®@aol.com ></Value:

=/Header:
. - <Header:
I nfo zMame>X-Filter-¥Yersion</Mame:

<Walue=1.7 {maildmz)</alue>
</Header:
- =SingleBody=
- <BodyContents
<Content=The Southern Seed Legacy Project based at the University of Georgia has
Text Of completed its web updates. We thank you for allowing us to link to your website. Each

group has a short paragraph next to their link. Please feel free to comment on these
paragraphs, if you feel that you would like your group described in another fashion. The

I I lessag e address for the links page is: http:/ /www.uga.edu/~ebl/links/ If you are interested in

viewing our home page and seeing what the Southern Seed Legacy Project is all about,
please check out our main page http://www.uga.eduy~ebl/southernheirloomy/ Once
again thank you. Katie 0'Connell University of Georgia Department of
Anthropology</Content»
</BodyContents
From </SingleBody =
<Eol=CR«</Eol=
< /Message=
and to - «<Messages
<localld=0</Localld:=
<From="Jennifer Bean" <1Bean@oldsalem.org></Fromz:
etC . <Tozx<ahweb@ncmail.net ><,/To=
<Subject=Historical Markers</Subject>
- <Header>
=Mame=Return-Path</Mame>
<¥aluex<JBean@oldsalem.org=</Yalue>



Management of Attachments

e Links to attachments maintained in native
format and converted to Unicode If text

 Migration or conversion may be necessary in
the future for binary files (pdf, Word, etc.)

e System leaves tag in schema to point to the

attachment

TN
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Training Documents

e User manuals for EMCAP in conjunction with

client software
e User manual for Administrative Console

 E-mail records management training existing

In all three states NC, KY and PA

Kerntuckiy™
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Grant Web Site

www.ah.dcr.state.nc.us/records/emailpreservation/project documentation.htm

(=19
-1 Web site

lﬁ ﬁ*"‘ 3 contains
ﬁ official
State Archives

Preservation of Electronic Mail Collaboratlon Initiative g ran t

About f Team Members / Project Documentation / Agendas and Minutes / Reports f Onling Training £ Timeline f Other Ermail
Presemvation Sites O C u I I l e n tS

2 Preservation of Electronic Mail Collaboration Initiative - Mozilla Firefox

File Edit Wiew History Bookmarks Tools  Help

<,-:|.

- @ ﬁ_l‘ ||_| hktpe ffwna, ah, derskate, ne, us)recordsjemailpreservation) project _do | '| [i‘] "|

Links . . contact Information
Ahout Project Documentation
T ry— FPhone: (319 807-7355
gam hMembers : :
_ _ [In Adabe pdf format] Fa: (3919) 715-3627
Project Documentation Email: _ —
: kelly. eubank@@ncmail. net
Meeting Agendas and
hinutes Project Summary June 2006
l v Wail should be addressed
0N Project Narrative June 2006 to:
Online Training Lo UMM TING O WOCRELY
Timeline Project Overview September 2006 MNorth Carolina State
; Archives
Other Email Response to Reviewers September 2008 4615 Mail Service Center
Preservation sites Raleigh, M.C. Z7699-4515
NHPRC Project Report--Preservation of Electronic Mail
January 2006 Physzical v

]
4 Start Sent Items - ... B2 Microsoft Pa... & GlentcAninch €D Preservation,.. ‘- ’(_”J W O o 8:594AM rl !‘ é 5 l i«.
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EMCAP Use of Web 2.0 Tools

— Storage of draft & official grant documents j r':

RS

— Can be used to support the tool in the future

— Documentation of technical problems

« Webinar, Course Management and
Terminal Services
— Demonstrations
— Development of training tools

Kerntuckiy™
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Next Steps

Development of additional file import and
export capability — Microsoft .pst format

Test and refine training tools
Implementation by agencies
Refinement of the XML conversion tool
Continue development of tool if funded

Kentuckiy™
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Points for Discussion

e Should records creators be the one’s to
determine what i1s archival?

« How much time can archivists afford to spend
on appraisal?

« How much technical skill is needed to manage
an open source appraisal tool like EMCAP?

\ 4

S )
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Usefulness to the Archival Community

« What kind of e-mail capture is currently being
done in your state?

« What aspects of the EMCAP tool are most
appealing or useful In you In your state?

e What other features are needed Iin an archival
tool?

Kentuckiy™
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Contact Information

For more information contact:
Glen McAninch
Kentucky Department for
Libraries and Archives
glen.mcaninch@ky.gov
or
Kelly Eubank

North Carolina Department of Cultural
Resources, Office of Archives and History

kelly.eubank@ncmail.net
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