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Library of Congress Personal (Digital) Archiving information

o Handy general tips by format_
http://www.digitalpreservation.gov/personalarchiving/documents/PA All brochure.pdf

Personal cloud storage information

o An easy way to back up digital materials online
Can be great in addition to your local copies
https://www.zdnet.com/article/whats-the-best-cloud-storage-for-you/

Physical preservation resources

o Acid-free boxes, folders, tissue and more
o Gaylord Archival Document Storage: http://www.gaylord.com
o Hollinger Metal Edge: http://www.hollingermetaledge.com/

Services and information at Fondren Library:
o Scanners available on the 1t and 3™ floors, library.rice.edu/services/copy-print-scan, and in the
basement in the Digital Media Commons library.rice.edu/dmc
o General archiving questions: Woodson Research Center —woodson@rice.edu

Rice Central IT

o Work related archiving issues, helpdesk@rice.edu

*  WHERE is your stuff?

Keep some kind of inventory of these

. ? . .
WHAT do you L‘J”Z want to keep' items you say are important.

*  IDENTIFY your stuff o keep the inventory with your

. STOREt thoughtfully mportantpapers such
WIlIS) an

Doing something is better than doing nothing! o keep it up to date.

Don’t let the perfect be the enemy of the good.
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Personal Archive Inventory (example)

Jane Schmoe - updated April 10, 2020

E-mail

e Yahoo e-mail - janeschmoe@gmail.com

e | choose to trust Gmail with my e-mail except for:
o My folder of genealogy research messages
o My folder of e-mail with Joe Schmoe

o |l am saving those
= 3as.txt files for the e-mail
= 3as pdf files for the attachments
= inlabeled folders
= on my external hard drive and in my cloud storage
= Action item: | do this saving process in January and June.

Photos

e Born digital family photos on my Mac laptop, iniPhoto
o Identified by date (always) and event name (sometimes), with tags for people
(sometimes)
Action item: | am going to do more identification and weeding work in 2020. ©
Automatically backed up in folders by Date/ Event onto external hard drive and in my
cloud storage
e Scrapbooks
o Stored on bookshelf in living room, away from direct light, and enjoying the a/c.
o Action item: Ones that | cannot recreate if there is a fire, | plan in 2020 to simply take
pictures of each page and save them with my important digital images.

Word processing

e My great novel —
o Digital drafts
= Saved in latest version of my favorite word processing software
= Also saved as .TXT just in case
= on my external hard drive and in my cloud storage
o Handwritten notes and annotated printed documents
= Stored in labeled boxes in closet

My cloud storage:
Dropbox account “janeschmoe” (which uses Amazon servers and is free for up to 2GB)
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Preserving

Your Digital Memories

The National Digital Information Infrastructure
and Preservation Program

A collaborative Initiative of The Library of Congress

G alPRESERVATION

National Digital Information Infrastructure & Preservation Program



| Preserving Your Digital Memories

How to Preserve Your Own Digital Materials

Ourphotoalbums, letters, home moviesand paperdocumentsarea
vital link to the past. Personal information we create today has the
same value. Theonly difference is that much of itis now digital.
Chancesarethatyouwantto keep somedigital photos, e-mail, and
other files so that you—and your family—can look at themin the
future. Butpreservingdigitalinformationisanew conceptthat most
people have little experience with.

Ensurethatyourdigital materials last a lifetime by taking steps to
preserve them:

p.3 Digital Photographs

p.4 Digital Audio

p.5 Digital Video

p.6 Electronic Mail

p.7 Personal Digital Records
n.8 Websites
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| Preserving Your Digital Memories

Keeping Personal Digital Photographs

Perhaps more than any other kind of personal digital information, photos have rich
personal meaning. And photos are unique: if they are lost, the information they
provide can never be replaced.

You will want to keep at least some of your digital photos for a long time. Focus
attention on organizing your important photos by placing theminto related groups.
Archiving Tips

Identify where you have digital photos

o Identify all your digital photos on cameras, computers and removable media
such as memory cards.

¢ Include your photos on the Web.

Decide which photos are most important

 Pick the images you feel are especially important.
* You can pick a few photos or many.
o Iftherearemultipleversionsofanimportantphoto, savetheonewith highestquality.

Organize the selected photos
¢ Give individual photos descriptive file names.
e Tag photos with names of people and descriptive subjects .
 Createadirectory/folder structure on your computer to put theimages you picked.
o Write a brief description of the directory structure and the photos.

Make copies and store them in different places
» Make at least two copies of your selected photos—more copies are better.

* One copy can stay on your computer or laptop; put other copies on separate
mediasuchasDVDs, CDs, portable hard drives, thumbdrivesor Internetstorage.

 Storecopiesindifferentlocationsthatareas physically far apartas practical. If
disasterstrikesonelocation, yourphotographsintheother place should be safe.

 Puta copy of the photo inventory with yourimportant papersin a secure location.
e Check your photos at least once a year to make sure you can read them.
» Create new media copiesevery five years or when necessary to avoid data loss.

page 3 www.digitalpreservation.gov/you/content/photos.html
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| Preserving Your Digital Memories

Keeping Personal Digital Audio

You may have many digital audio files with music, lectures and other sound
recordings. Some of these have personal, financial or other value that leads you to
keep them for a long time.

You should make sure that the audio files you select for saving are in an open file
format. This will ensure the greatest flexibility for future use.

Archiving Tips
Identify your digital audio files

« Identify your audio files on computers, audio players, phones and removable
media such as memory cards and DVDs.

¢ Include audio files that you manage through audio software.

Decide which audio recordings have long-term value

 Pick the recordings that you feel are important.
o Iftherearemultipleversionsofimportantrecordings, savetheonewith highestquality.

Export the selected audio recordings

 Ifsavingafewrecordings, youcanusethe“saveas”commandinyourweb
browser or software program to export them as individual files.

« Ifsaving many recordings, check into automatically exporting them.
0  If possible, save recordings in an open format.
» Save metadata for the audio files, including the date it was exported.

Export the selected audio recordings
¢ Give individual audio files descriptive file names.
¢ Tag the files with information about the recording.
 Createadirectory/folderstructureonyourcomputerto putthe recordingsyou picked.
o Write a brief summary of the directory structure and the recordings.

Make copies and manage them in different places
» Makeatleasttwo copiesof your selected audio recordings—more copies are better.

» Onecopycanstayonyourcomputeror laptop; putothercopiesonseparatemedia
suchas DVDs, CDs, portable hard drives, thumb drives or Internet storage.

« Storecopiesindifferentlocationsthatareas physically far apartas practical. If
disasterstrikesonelocation, youraudiorecordingsintheother placeshouldbe safe.

e Putacopyofthesummarydescriptionwithyourimportant papersinasecurelocation.
¢ Checkyouraudiorecordings atleast once a yearto make sure you canread them.
» Create new media copiesevery five years or when necessary to avoid data loss.

page 4 www.digitalpreservation.gov/you/content/audio.html
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| Preserving Your Digital Memories

Keeping Personal Digital Video

If you are usinga camera or other device to record digital video, you are following in
a long tradition of making personal and home movies. You may want to keep some of
these videos for a long time.

Technical file quality is an important consideration for digital video. Videos that are
posted on the Web, for example, are often grainy and have less information than the

original version.

Save the highest quality versions of your videos along with good descriptive
information about them.

Archiving Tips

Identify where you have digital videos

« Identify all your digital videos on cameras, computers, phones and removable
media such as memory cards.

¢ Include your videos on the Web.

Decide which videos are most important
¢ Pick the videos you feel are most important.
e * You can pick a few videos or many.
* Youcan savejustfinal edited versions or you can also save unedited footage.
o Iftherearemultipleversionsofanimportantvideo, savethe onewith highestquality.

Organize the selected videos
¢ Giveindividual videos descriptive file names.
e Tagvideos with names of people and descriptive subjects.
¢ Createadirectory/folder structure on your computer to put the videos you picked.
o Write a brief description of the directory structure and the videos.

Make copies and manage them in different places

» Make at least two copies of your selected videos—more copies are better.

* One copy can stay on your computer or laptop; put other copies on separate
mediasuchas DVDs, CDs, portable hard drives, thumbdrivesor Internet storage.

o Storecopiesindifferentlocationsthatareasphysically farapartas practical. If
disaster strikes onelocation, your video filesin the other place should be safe.

¢ Putacopyofthesummary description withyourimportant papersina securelocation.
¢ Checkyoursaved videofiles atleastonce a yearto make sureyou canread them.
» Create new media copiesevery five years or when necessary to avoid data loss.
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| Preserving Your Digital Memories

Keeping Personal Electronic Mail

Like paper letters, your e-mail messages documentimportant events, transactions
and relationships. You might want to save some e-mails—or perhaps many of them.

Saving an e-mail involves keeping it separate from your e-mail program. This is
because e-mail programs are not meant to keep information for a long time: they can
change or stop providing support at any time.

Archiving Tips

Identify all your e-mail sources
« Identify your personal e-mail accounts.

» Withineachaccount, findallfoldersorotherseparategroupingsof messages;
include any “archived” messages.

Decide which messages have long-term value
 Pick the messages you feel are especially important.
* You can pick a few messages or many.
e Save attachments that are part of the selected messages.

Export the selected messages
» Ifsavingafewmessages, youcanusethe"“saveas”commandinyoure-mail
browser or software program to export them as individual files.
« Ifsaving many e-mails, investigate automatically exporting them using the email program.
 If possible, save messages in an open format.

» Save metadata for the messages, including the message “header” (the subject,
from, to and time and date).

Organize the saved messages
¢ Giveindividual messages and attachments descriptive file names.
e Createadirectory/folderstructureonyourcomputerto putthesaved messages
and attachments.
o Write a brief summary of the directory structure and its files.

Make copies and manage them in different places

* Makeatleasttwocopiesofyourselected messagesand attachments—more
copies arebetter.

» One copy can stay on your computer or laptop; put other copies on separate
mediasuchasDVDs, CDs, portable hard drives, thumbdrives or Internetstorage.

 Storecopiesindifferentlocations thatare as physically far apart as practical. If
disaster strikesonelocation, copies of your e-mails and attachmentsinthe other
place should be safe.

e Putacopyofthesummarydescriptionwithyourimportant papersinasecurelocation.

¢ Checkyoursavede-mailand attachmentsatleastonceayeartomakesureyoucan
read them.

» Create new media copiesevery five years or when necessary to avoid data loss.

| www.digitalpreservation.gov/you/content/email.html
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| Preserving Your Digital Memories

Personal Digital Records

You probably have resumes, school papers, financial spreadsheets, presentation
slides or other digital documents. You might also have digital copies of original hard
copy documents such as letters, maps or family histories.

Some of this information may have enduring value.

For this type of information it is important to decide which documents to save. Think
about different versions, such as drafts and earlier copies. Drafts, for example, can
provide important details that do not appear in final versions.

Archiving Tips
Identify where you have your digital document files

¢ Locatealldigitaldocumentfileson computersand removable mediasuchas
CD-ROMs and floppy disks.

e Include any of your individual documents on websites.

Decide which documents have long-term value
 Pick the documents you feel are especially important.
* You can pick a few documents or many.
* Youcanpickjustfinalversionsof documentsoryoucanalsoincludedraftsandrevisions.

Organize the selected documents
¢ Giveindividual documents descriptive file names.
 Createadirectory/folderstructureonyourcomputerto putthedocumentsyou picked.
o Write a brief description of the directory structure and the documents.

Make copies and manage them in different places
» Makeatleast two copies of your selected documents—more copies are better.

* One copy can stay on your computer or laptop; put other copies on separate
mediasuchas DVDs, CDs, portable hard drives, thumbdrivesor Internetstorage.

 Storecopiesindifferentlocationsthatareasphysically farapartaspractical.
If disaster strikesonelocation, yourimportant documentsinthe other place
should besafe.

 Putacopyofthesummary descriptionwithyourimportantpapersinasecurelocation.
¢ Checkyourdocumentfiles at least once a year to make sure you can read them.
 Createnew media copies every five years or when necessary to avoid data loss.
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| Preserving Your Digital Memories

KeepingPersonal Websites, Blogsand SocialMedia

If you have a blog, website, Facebook page or other way to share information on the
Internet, you also have a rich source of information that you should think about saving
for the future.

For this category you need to start any archiving process by first identifying what you
have. You might have multiple places where you share information, and you should
give consideration to them all.

Archiving Tips
Identify where you have your digital document files

¢ Locateallyour contentonthe Web, including personal websites and social
media sites and services.

e Besuretoinclude currentinformation as well as any older (archived) content.

Decide which information has long-term value

 Pick the information that you feel is especially important.
* Youcan pickindividual pieces of information oryou canselectwhole pagesor websites.

.
= Export the selected information

 Ifsavingalimitedamountofinformation, youcanusethe“saveas”commandin
your web browser to export the website as individual files.

« Ifsavingentirepagesorsites, checkintoautomatically exportingthemasa
series of linked files.

» SavemetadataforyourWeb contentinformation, suchas site nameor date created.

Organize the information
¢ Giveindividual files descriptive file names.
¢ Createadirectory/folder structure on your computerto put the saved information.
o Write a brief summary of the directory structure and its files.

Make copies and manage them in different places
» Make atleast two copies of your selected information—more copies are better.

» Onecopycanstayonyourcomputeror laptop; putothercopiesonseparatemedia
suchas DVDs, CDs, portable hard drives, thumb drives or Internet storage.

 Storecopiesindifferentlocations thatareas physically far apartas practical. If
disaster strikesonelocation, the other copy of yourimportantweb contentinthe
other place should be safe.

 Putacopyofthesummary descriptionwithyourimportantpapersinasecurelocation.
e Checkyour saved files at least once a year to make sure you can read them.
» Create new media copiesevery five years or when necessary to avoid data loss.
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