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Reference 01—Resource Center,
References, Reading List

IPER Resource Center
Locating information and guidance specific to your state or territory

The following table lists topics for which we expect to use the Intergovernmental Preparedness
for Essential Records (IPER) Resource Center to locate documents and information that apply
specifically to your state or territory. We have provided space in which you can make notes
and/or record URLs so you’ll be able to find these items easily when you need them again. The
URL to the Resource Center's home page is: http://www.statearchivists.org/resource-center

Table 1: State-Specific Information

ToriC NOTES

1 Main page for my state or territory in the
IPER Resource Center

Archives and records management
program(s) for my state or territory

Definitions of essential records in statutes
and regulations

Records retention and disposition
schedules applicable to my agency

Laws and regulations addressing
5 |emergency management and
records management

Resources on identifying risks that are
relevant to my state

Records storage services for state and
local governments in my jurisdiction and
my state’s specific storage regulations
that apply to essential records

Regulations or guidelines re: the
protection of records, e.g., backup
requirements, media and environmental
standards, offsite storage providers

Continuity of Operations (COOP) Plan
that applies to my state or jurisdiction
and/or COOP Plan examples

and templates
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References

Sources upon which the course content is based

Table 2: Course References—Federal Agencies, Part 1

REFERENCES— Federal Emergency Management Agency (FEMA),
FEDERAL AGENCIES | pepartment of Homeland Security (DHS)

Comprehensive Preparedness Guide 101 (CPG 101): Developing and
Maintaining State, Territorial, Tribal, and Local Government
Emergency Plans (March 2009)
http://www.fema.gov/about/divisions/cpg.shtm

COOP Template for Transportation Agencies.
http://www.onlinepubs.trb.org/Onlinepubs/crp/COOPPlanTemplate.doc

Continuity Guidance Circular 1 (CGC 1): Continuity Guidance for Non-
Federal Entities (States, Territories, Tribal, and Local Government
Jurisdictions and Private Sector Organizations) (January 21, 2009).
http://www.fema.gov/about/org/ncp/coop/planning.shtm#6

Continuity Assistance Tool (CAT) (July 2009).
http://www.fema.gov/pdf/about/org/ncp/cat.pdf

Continuity of Operations (COOP) Plan Template.
www.fema.gov/doc/about/org/ncp/coop plan template.rtf
Instructions
http://www.fema.gov/pdf/about/org/ncp/coop plan template instructions.p
df

Continuity of Operations (brochure).
http://www.fema.qgov/pdf/about/org/ncp/coop brochure.pdf

Federal Continuity Directive 1 (FCD 1): Federal Executive Branch National
Continuity Program and Requirements (February 2008).
http://www.fema.gov/about/org/ncp/coop/planning.shtm#4

Federal Continuity Directive 2 (FCD 2): Federal Executive Branch Mission
Essential Function and Primary Mission Essential Function
Identification and Submission Process (February 2008).
http://www.fema.gov/about/org/ncp/coop/planning.shtm#5

FEMA Acronyms, Abbreviations, and Terms
http://www.fema.gov/plan/prepare/faat.shtm

FEMA Continuity of Operations (COOP) Plan Template.
http://www.fema.gov/doc/government/coop/coop plan_blank template.doc

National Incident Management System (NIMS) (December 2008).
http://www.fema.gov/pdf/femergency/nims/NIMS core.pdf

National Incident Management System (NIMS) Resource Center.
http://www.fema.gov/emergency/nims
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Table 3: Course References—Federal Agencies, Part 2

REFERENCES—
FEDERAL AGENCIES
(coNT'D.)

Federal Emergency Management Agency (FEMA),
Department of Homeland Security (DHS)

National Continuity Policy Implementation Plan (NCPIP) (August 2007).
http://www.fema.gov/about/org/ncp/coop/planning.shtm#2

National Security Presidential Directive-51/Homeland Security
Presidential Directive-20 (NSPD-51/HSPD-20) (May 4, 2007).
http://www.fema.gov/pdf/about/offices/fcdl.pdf

Vital Records Awareness (brochure).
http://statearchivists.org/prepare/Vital%20Records%20Awareness%20Broc

hure.pdf
National Archives and Records Administration

Training courses:

The IPER Essential Records Webinar course is based on a course
originally developed by the National Archives and Records Administration
(NARA) for federal employees. NARA continues to offer this course both in-
person and via webinar settings. See http://www.archives.gov/records-
mgmt/training for information about all NARA training courses, including
those on essential records.

National Institute of Standards and Technology (NIST)

Contingency Planning Guide for Federal Information Systems. SP 800-34
Rev. 1 (May 2010).
http://www.csrc.nist.gov/publications/nistpubs/800-34-rev1/sp800-34-

revl.pdf

Table 4: Course References—State Agencies

REFERENCES—
STATE AGENCIES

Washington State Archives

Essential Records and Disaster Preparedness Manual, Appendix B,
City of West Ballard Essential Records Schedule, pages 4-8.
http://www.secstate.wa.gov/Archives/erdpm.aspx

Table 5: Course References—Other Organizations

REFERENCES—
OTHER
ORGANIZATIONS

ARMA International

Emergency Management for Records and Information Management
Programs. Virginia A. Jones, Kris E. Keyes, ARMA International, Prairie
Village, Kansas, 2001.

Vital Records Programs: Identifying, Managing, and Recovering Business-
Critical Records. ANSI/ARMA 5-2-003.
http://www.arma.org/standards/VitalRecords.cfm
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Reading List

Suggested readings to learn more about essential records and emergency preparedness

Table 6: Reading List—Regulations and Guidelines

READING LIST— ) . ] )
REGULATIONS AND American National Standards Institute (ANSI)/ARMA International
GUIDELINES Vital Records Programs: Identifying, Managing and Recovering
Business-Critical Records. ANSI/ARMA 5-2003. Approved as an American
National Standards Institute (ANSI) standard, March 17, 2003.
Department of Homeland Security (DHS)/
Federal Emergency Management Agency (FEMA)
See listings under “References—Federal Agencies” above
Table 7: Reading List—Books
READING LIST— Emergency Management for Records and Information Management
Books Programs. Virginia A. Jones and Kris E. Keyes. ARMA International (2001).
Emergency Management Principles and Practice for Local Government, 2nd
edition. International City Management Association (2007).
Table 8: Reading List—Reports and Brochures
READING LIST— Archival and Special Collections Facilities: Guidelines for Archivists,
REPORTS AND Librarians, Architects, and Engineers. Edited by Michele F. Pacifico and
BROCHURES Thomas P. Wilsted. Society of American Archivists (2009).

IT Disaster Recovery and Business Continuity Tool-kit: Planning for the Next
Disaster. National Association of State Chief Information Officers (June 2007).
http://www.nascio.org/publications/documents/NASCIO-DRToolKit.pdf

IT Security Awareness and Training: Changing the Culture of State
Government. National Association of State Chief Information Officers
(August 2007).
http://www.nascio.org/publications/documents/NASCIO-
ITSecurityAwarenessAndTraining.pdf

Risk Management Guide for Information Technology Systems:
Recommendations of the National Institute of Standards and
Technology. Gary Stoneburner, Alice Goguen, and Alexis Feringa. NIST
Special Publication 800-30 (July 2002).

Protecting Essential Records from Disasters. Lisa Johnston and David
Carmicheal. National League of Cities, Municipal Action Guide (March 2009).
http://tinyurl.com/cvd9ce

What Are Vital Records? (pamphlet). ARMA International, 2006.
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Table 9: Reading List—Articles

READING LIST—
ARTICLES

“Aftermath: Rescuing Essential Records After a Disaster.” David W.
Carmicheal and Christine Wiseman. Public Management Magazine (March
2009). http://www.tinyurl.com/Iflm71

“Dealing with Disaster.” Nikki Swartz. The Information Management Journal
(July/August 2006): 28—34.

“Disasters Come in All Sizes.” Rosalie Stremple and Michael F. Martone.
InfoPro (March 2000): 29-35.

“Essential Records Could Mean Life or Death for First Responders.” David
W. Carmicheal. Government Technology Magazine online (June 1, 2009).
http://www.tinyurl.com/nzjlpy

“How to Develop an Emergency Management Plan.” Virginia A. Jones, Kris E.
Keyes. The Information Management Journal (March/April 2008): 52—-56.

“Intelligent Data Protection in Today’s Enterprise.” George Symons. Continuity
Central (September 14, 2006).
http://www.continuitycentral.com/feature0392.htm

“Keep On Keeping On: The Basics of Business Continuity.” John Harney.
AlIM E-Doc Magazine (March/April 2005): 28-31.

“The Pillars of Vital Records Protection.” Alan A. Andolsen. The Information
Management Journal (March/April 2008): 28-32.

“Risk Analysis and Control: Vital to Records Protection.” William Saffady, The
Information Management Journal (September/October 2005): 62—68.

“Taking Charge: Disaster Fallout Reinforces RIM’s Importance.” Bruce W.
Dearstyne. The Information Management Journal (July/August 2006): 37—43.

“The Pillars of Vital Records Protection.” The Information Management Journal
(March/April 2008), op. cit.

“Trial by Tornado.” Willie M. Jones. InfoPro (March 2000): 37-39.

Table 10: Reading List—Videos

READING LIST—
VIDEOS

At Risk! Securing Government in a Digital World. National Association of State
Chief Information Officers (January 2008).
http://www.nascio.org/committees/security/AT-RISK-Video.cfm

Government at Risk: Protecting Your IT Infrastructure. National Association of
State Chief Information Officers (March 2007).
http://www.nascio.org/committees/disasterRecovery/drVideo.cfm

Final, July 2010



http://tinyurl.com/lflm7l�
http://tinyurl.com/nzjlpy�
http://www.continuitycentral.com/feature0392.htm�
http://www.nascio.org/committees/security/AT-RISK-Video.cfm�
http://www.nascio.org/committees/disasterRecovery/drVideo.cfm�

[This page intentionally left blank.]



IPER Training Courses Key Terms for the IPER Courses
Reference 02

Reference 02—Key Terms for the IPER Courses

Introduction

This guide to basic terminology has been compiled by the Council of State Archivists (CoSA)

for reference by students taking its Essential Records Webinar training course. This course is one
component of CoSA’s Intergovernmental Preparedness for Essential Records (IPER) Project,
which is developing and delivering training on essential records and emergency preparedness for
state and local governments in the United States. The IPER Project is funded by a grant from the
Federal Emergency Management Agency (FEMA).

This glossary was compiled in December 2009. An updated and more extensive glossary—as
well as additional information about the IPER project—is available at
http: //www.statear chivists.org/resour ce-center/iper “ Glossary of Key Terms’ link.

To enhance the definitions developed by CoSA during course development, this glossary uses
content, in whole or part, from the published glossaries of two other professional associations
and FEMA.. Content attributions are indicated at the end of each term definition, as follows:

[EMRIM] Emergency Management for Records and Information Management
Programs. Virginia A. Jones and Kris E. Keyes. ARMA International
(2001). Glossary, pp. 83-87.

[SAA] Society of American Archivists, Glossary of Archival and
Records Terminology.
http://www.ar chivists.org/glossary

[ARMA] ARMA International, Glossary of Records and Information
Management Terms.
http: //mwww.ar ma.or g/standar ds/gl ossar y/index.cfm

[FEMA1] Federal Emergency Management Agency, National Response
Framework (NRF) Resource Center Glossary/Acronyms.
http: //www.fema.gov/emer gency/nrf/glossary.htm

[FEMAZ2] Federal Emergency Management Agency, Federal Continuity Directive
1 (FCD 1), Federal Executive Branch National Continuity Program
and Requirements (February 2008).
htttp: //Amww.fema.gov/pdf/about/or g/ncp/fedl. pdf

[FEMAZ] Federal Emergency Management Agency, Developing and Maintaining
State, Territorial, Tribal, and Local Government Emergency Plans
(CPG 101). Appendix B: Glossary and List of Acronyms (March 2009).
http: //Amww.fema.gov/about/divisions/cpg.shtm

[AIC] American Ingtitute for Conservation of Historic and Artistic Works,
Definitions of Conservation Terminology.
http: //www.conservation-
us.or g/index.cfm?fuseacti on= page.viewpage& pagei d=620
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Acceptance (risk). Involves recognizing the existence of a specific risk and having to accept the
impact of the risk, should it occur. No action is taken (“do nothing” option).

Access. The ability to locate relevant records and information. May also refer to the permission
to locate, retrieve, and review information within legally established restrictions of privacy,
confidentiality, and security clearance. May also involve the physical processes of retrieving
information from storage media. [SAA] See also Confidential records, Freedom of information

All hazards. Describing an incident, natural or human-caused, that warrants action to protect
life, property, environment, and public health or safety; and action to minimize disruptions of
government, social, or economic activities. [FEMA3] See also Disaster

Alliance for Response. See Heritage Preservation

Archive. When used by records management, the terms “archive” and “archives’ often refer to
an institution that collects permanent records after their current business use has ended, preserves
them, and makes them available to the public for research and similar purposes. When used by
Information Technology, the term “archive’ refers to a collection of computer files that has been
moved from active disk storage to another location (either for backup purposes or for storage on
less expensive media) from which it can be accessed if needed. [SAA]

Archives. Materials created or received by an agency in the conduct of its business affairs and
preserved because of their enduring value; permanent records. May also refer to the department
within an organization responsible for maintaining the organization’s records of enduring value.
May also refer to the building (or portion thereof) housing archival collections. [SAA] See also
Permanent preservation, State Archives

ARMA International. A not-for-profit professional association focused on the management of
records and information in paper and electronic form. http://www.arma.org

Backup. When used by records management, the term *backup” refers to duplicate records
stored off site under environmentally controlled conditions for protection of the information in
case the original records are lost or damaged. They usually satisfy the limited-term business
retention requirements of the information contained in the backup. Backups are not substitutes
for permanent retention of electronic records, which are stored in archives. [ARMA]

Business Impact Analysis (BIA). The process of analyzing all business functions and the effects
that a specific emergency may have upon those functions. [EMRIM]

Chief Information Officer (C10). The executive officer in charge of information processing in

an organization. Typically, systems design, development, and data center operations fall under
CIO jurisdiction.

Final, July 2010 2


http://www.arma.org/�

IPER Training Courses Key Terms for the IPER Courses
Reference 02

Cold site. An alternative facility that provides space for you to bring in whatever equipment you
need, but does not provide the equipment, supplies, etc., that you need to continue operations.
Cold sites are less expensive than hot sites. See also Hot site

Confidential records. Recordsto which accessis restricted by law. Access may be limited to
authorized persons and/or for a specified period. Such records often include those relating to
personnel, client health, labor or business negotiations, and juvenile offenses, among others. See
also Access, Restricted records, Open records laws

Conservation. The repair or stabilization of materials through chemical or physical treatment to
ensure that they survivein their original form for as long as possible. The profession devoted to
the preservation of cultural property for the future through examination, documentation,
treatment, and preventive care, supported by research and education. Conservation counters
existing damage, as distinguished from preservation, which attempts to prevent damage.
Conservation does not always eliminate evidence of damage; restoration includes techniques to
return materials to their original appearances (which may include fabrication of missing pieces).
[SAA]

Conservator. Professional whose primary occupation is the practice of conservation and who,
through specialized education, knowledge, training, and experience, formulates and implements
all the activities of conservation in accordance with an ethical code such as the AIC Code of
Ethics and Guidelines for Practice (AIC Definitions). [SAA]

Continuity. An uninterrupted ability to provide services and support, while maintaining
organizational viability, before, during, and after an event. [FEMA?Z2]

Continuity Assistance Tool (CAT). Created by FEMA to work with Continuity Guidance
Circular 1. It contains a series of checklists that agencies can use to measure how well they are
achieving the capabilities outlined in the Circular. [REPR 1G]

Continuity Guidance Circular 1. Created by FEMA to provide direction for developing
continuity plans and programs for non-federal entities (i.e., state, local, territorial, and tribal
governments and the private sector). [REPR IG]

Continuity of Government (COG). A coordinated effort within each branch of government
(e.0., the federal government’ s executive branch) to ensure that National Essential Functions
(NEFs) continue to be performed during a catastrophic emergency. Note: This term may also be
applied to non-federal governments. [FEMAZ2]

Continuity of Operations (COOP) Plan. An effort within individual agenciesto ensure that
they can continue to perform their essential functions during a wide range of emergencies,
including acts of nature, accidents, and technological or attack-related emergencies. [FEMA?Z2]
See also Disaster Plan, Emergency Plan

Final, July 2010 3



IPER Training Courses Key Terms for the IPER Courses
Reference 02

Council of State Archivists (CoSA). A national organization representing the directors of the
state archival agenciesin each of the 50 states, the District of Columbia, and the territories. In 37
states, the state archivists also are responsible for records management services.

http: //www.statear chivists.org

Cycling. The periodic replacement or updating of essential records by means of arotation
schedule, replacing obsol ete copies of essential records with current copies.

dPlan. A free online tool that simplifies the process of writing a disaster plan for your
collections. dPlan in Depth displays all of the data entry formsin dPlan and creates a
comprehensive disaster plan that covers disaster prevention, preparedness, response, and
recovery. dPlan light displays only those data entry forms that are most important in preparing a
plan for emergency response. http://www.dplan.org

Data migration. The set of tasksinvolved in transferring digital materials from one hardware or
software configuration to another, or from one generation of computer technology to a newer
generation. The process of moving data from one information system or storage medium to
another to ensure continued access to the information as the system or medium is replaced,
becomes obsolete, or degrades over time. [SAA]

Delegation of authority. Identification, by position, of the authorities for making policy
determinations and decisions at HQ, field levels, and all other organizational locations.
Generdly, predetermined del egations of authority will take effect when normal channels
of direction have been disrupted and will lapse when these channels have been re-
established. [FEMAZ2]

Disaster. An occurrence of anatura catastrophe, technological accident, or human-caused event
that has resulted in severe property damage, deaths, and/or multiple injuries. Natural disasters
include “ Acts of God” events, such as earthquakes, hurricanes, tornadoes, and floods.
Technologica disasters are events caused by human error such as airplane crashes, building and
equipment failures, electrical malfunctions, and hazardous material accidents. Civil disasters are
deliberate destructive activities causing illness, injury, and death, such as theft, vandalism,
terrorism, and war. As defined in the Robert T. Stafford Disaster Relief and Emergency Assistance
Act, alarge-scale disaster is* one that exceeds the response capability of the local jurisdiction and
requires state, and potentially federal, involvement.” Similarly, amajor disaster is“any natura
catastrophe[...] or, regardless of cause, any fire, flood, or explosion, in any part of the United
States, which in the determination of the President causes damage of sufficient severity and
magnitude to warrant major disaster assistance under [the] Act to supplement the efforts and
available resources of states, local governments, and disaster relief organizationsin aleviating the
damage, loss, hardship, or suffering caused thereby.” (Stafford Act, Sec. 102(2), 42 U.S.C.
5122(2)). [FEMAS3] See also All hazards
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Disaster Plan. A document that describes how people and property will be protected in disaster
and disaster threat situations; details who is responsible for carrying out specific actions;
identifies the personnel, equipment, facilities, supplies, and other resources available for usein
the disaster; and outlines how al actions will be coordinated. [SAA] See also Continuity of
Operations Plan, Emergency Plan

Dispersal. The transfer of duplicate records to locations other than those where the originals are
housed. [EMRIM] See also Duplicate, duplication

Document. The process of recording government actions for administrative, legal, fiscal, and
historical purposes. May also refer to any written or printed work; awriting. May also refer to
information or datafixed in some media. May also refer to written or printed work of alegal or
official nature that may be used as evidence or proof; arecord. [SAA] See also Non-record
materials, Record

Duplicate, duplication. A copy, or the process of making a copy, that preserves al the essential
aspects of the original. [SAA] See also Dispersal

Electronic record. Any information recorded in aform that only a computer or other electronic
device can process and that satisfies a state’ s or jurisdiction’s definition of arecord. Electronic
records received or sent and used to conduct government business are public records. See also
Record, Records format

Electronic vaulting. Disaster-planning service that involves moving data over a network to a
secure remote site according to an established schedule. [ARMA]

Emergency. An unplanned adverse event that requires an organization’s personnd to initiate
activities to secure operations or protect organization assets from harm. [EMRIM]

Emergency management. The coordination and integration of all activities necessary to build,
sustain, and improve the capability to prepare for, protect against, respond to, recover from, or
mitigate threatened or actual natural disasters, acts of terrorism, or other human-caused
disasters. [FEMA1]

Emergency Management Assistance Compact (EMAC). A congressionally ratified
organization that provides form and structure to interstate mutual aid. Through EMAC, a
disaster-affected state can request and receive assi stance from other member states quickly and
efficiently, resolving two key issues up front: liability and reimbursement. [FEMA1]

Emergency Plan. The ongoing plan maintained by various jurisdictional levels for responding to
an array of potential hazards. It describes how people and property will be protected; details who
isresponsible for carrying out specific actions; identifies the personnel, equipment, facilities,
supplies, and other resources available; and outlines how all actions will be coordinated.
[FEMA3] See also Continuity of Operations Plan, Disaster Plan
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Emergency Support Function (ESF) Annexes. When activated to provide coordinated federal
support during an incident, presents the missions, policies, structures, and responsibilities of
federal agencies for coordinating resource and programmatic support to states, tribes, and other
federal agencies or other jurisdictions and entities. Records and natural, cultural, and historic
collections are covered by ESF-11. [FEMAL1].

Essential functions. The critical activities performed by organizations, especially after a
disruption of normal activities. [FEMAZ2]

Essential records. Records needed for the Continuity of Operations (COOP) of a government
agency during and following an emergency. They are records an agency must have to perform
one or more of the following critical functions: operate during an emergency; resume or continue
business after an emergency; re-establish the legal, financial, and/or functional status of the
agency; rebuild the community after the crisis passes. Sometimes referred to as “vital records’
(e.g., by the National Archives and Records Administration).

Essential Records Template. An IPER-suggested method for including essential records
information in an agency’s COOP Plan. The template should be used if an agency does not
already have atemplate in place.

Federal Emergency Management Agency (FEMA). Agency of the U.S. Government tasked
with disaster mitigation, preparedness, and response and recovery planning. [FEMA1]

Formats (of records). See Records format, Medium

Freedom of information. One of severa terms referring to the rights of people to access
government records. See also Access, Confidential records, Open records laws,
Restricted records

Freeze drying. Process of stabilizing water-soaked documents by freezing them to prevent
further damage from water in itsliquid state. [ARMA]

Full-scale exercise. A multi-agency, multijurisdictional, multidiscipline exercise involving
functional (e.g., Joint Field Office, Emergency Operations Centers) and “boots on the ground”
response (e.g., continuity staff relocating to their alternate sites to conduct scenario-driven
essential functions). [FEMAZ2]

Functional exercise. An exercise examining and/or validating the coordination, command, and
control between multi-agency coordination centers (e.g., Emergency Operations Centers, Joint
Field Office). A functiona exercise does not involve any “boots on the ground” (i.e., first
responders or emergency officias responding to an incident in real time). [FEMAZ2]

Grab and Go kit. A kit prepared by, and for, an individual who expects to deploy to an
aternative location during an emergency. The kit contains items needed to satisfy minimally an
individual’s persona and professional needs during deployment. May also be referred to as a
Drive-away kit. [FEMAZ]
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Hazard. Something that is potentially dangerous or harmful, often the root cause of an unwanted
outcome. [FEMA1]

Heritage Preservation. A nonprofit organization that is aleader in preservation and emergency
preparedness for cultural organizations of al kinds, including archives, libraries, and museums.
With FEMA, Heritage Preservation co-sponsors the Heritage Emergency National Task Force
to help institutions and individual s learn how to protect their valuables from emergencies of all
types and how best to respond if the worst happens. The Alliance for Response project helpsto
bring cultural institutions and emergency workers together to build effective emergency response
networks. Heritage Preservation devel oped and distributes the Emergency Response and
Salvage Wheel and the Field Guide to Emergency Response, both of which are

indispensable references.

Hot site. An alternative facility that already hasin place the computer, telecommunications,
other Information Technology, environmental infrastructure, and personnel required to recover
critical business functions or information systems. [FEMAZ2]

Incident. An occurrence or event, natural or human-caused, that requires a response to protect
life or property. Incidents can include major disasters, emergencies, terrorist attacks, terrorist
threats, civil unrest, wildland and urban fires, floods, hazardous materials spills, nuclear
accidents, aircraft accidents, earthquakes, hurricanes, tornadoes, tropical storms, tsunamis, war-
related disasters, public health and medical emergencies, and other occurrences requiring an
emergency response. [FEMA1]

Incident Command System (ICS). A standardized on-scene emergency management construct
designed to provide an integrated organizational structure that reflects the complexity and
demands of single or multiple incidents, without being hindered by jurisdictional boundaries.
ICSisthe combination of facilities, equipment, personnel, procedures, and communications
operating within acommon organizationa structure and designed to aid in the management of
resources during incidents. It is used for al kinds of emergencies and is applicable to small as
well as large and complex incidents. ICS is used by various jurisdictions and functional agencies,
both public and private, to organize field-level incident management operations. [FEMA3]

Information Technology (IT). Infrastructure, processes, and technologies used to store,
generate, manipulate, and transmit information to support an organization. [ARMA]

Intergovernmental Preparedness for Essential Records (IPER) Project. A project created by
the Council of State Archivists (CoSA) and funded by the Federal Emergency Management
Agency (FEMA). The purpose of the IPER Project isto deliver training to state and local
governments nationwide, providing the knowledge and skills needed to secure essential records
and recover records damaged by natural or human-caused emergencies. IPER’straining
curriculum consists of two primary courses. Essential Records and Records Emergency Planning
and Response. Also part of the IPER curriculum is athird, supporting course, Introduction to
Records and Information Management for Sate and Local Governments. This course provides a
basic understanding of records management and prepares employees with little or no records
management experience for the two primary courses.
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Interleaving. Sheets of paper, usually tissue, inserted between the pages of abook or album,
especially between illustrative plates and text. [SAA]

Intrinsic value. The usefulness or significance of an item derived from its physical or
associational qualities, inherent in its original form and generally independent of its content, that
are integral to its material nature and would be lost in reproduction. Intrinsic value may include
an item’s form, layout, materials, or process. It may aso be based on an item’ s direct relationship
to asignificant person, activity, event, organization, or place. Intrinsic value is independent of
informational or evidential value. A record may have great intrinsic value without significant
informational or evidential value; records with significant informational or evidential value may
have little intrinsic value. The process of copying a document may sufficiently capture its
informational or evidential value but fail to preserve some aspects of the material nature of the
original—its intrinsic value—that merit preservation. Hence, documents with significant intrinsic
value are often preserved in their original form. [SAA]

Inventory, records. See Records inventory
IPER Resource Center. See Resource Center

MayDay. Archives and cultural organizations in the United States observe MayDay on the first
day of May to focus attention on emergency preparedness.

Medium. A general term referring to the material (e.g., paper, disk, tape) on which business
information has been recorded and may subsequently be used for business purposes. [ARMA]

Microfilm. Transparent film containing highly reduced copies of documents. May also refer to
the high-resolution, low-grain film used to make such copies. Microfilm may be created in rolls,
sheets (microfiche), strips (usually in jackets), or chips (usually in aperture cards). Standard
widths of roll film include 35 mm and 16 mm. Microfilm may use gelatin silver, diazo, or
vesicular processes to form the images. [SAA] See also Microform

Microform. A general term used for any medium, transparent or opague, that holds highly
reduced reproductions, including microfilm and microfiche. [SAA] See also Microfilm

Migration. See Data migration

Mirroring. A method of data replication that maintains an exact copy of electronic records by
applying changes at the secondary site in lockstep with or synchronous with changes at the
primary site. [ARMA]

Mitigation (risk). Involves taking steps to minimize the likelihood or impact of an emergency.

Y ou may not be able to prevent arisk or threat from occurring, but you may be able to reduce the
likelihood of its occurrence, or mitigate the impact it has on your agency if it does occur.
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National Archives and Records Administration (NARA). The federa agency charged with
managing and preserving the records of the federal government. http://www.ar chives.gov

National Association of Government Archives and Records Administrators (NAGARA). A
professional association dedicated to helping government archivists and Records Managers at al
levels of government. http://www.nagara.org

National Continuity Policy (NCP). The policy of the United States to maintain a
comprehensive and effective continuity capability composed of Continuity of Operations and
Continuity of Government programs to ensure the preservation of our form of government under
the Constitution and the continuing performance of national essential functions under all
conditions. (NSPD 51/HSPD 20, National Continuity Policy) [FEMAZ2]

National Incident Management System (NIMS). System that provides a proactive approach
guiding government agencies at al levels, the private sector, and nongovernmental organizations
to work seamlessly to prepare for, prevent, respond to, recover from, and mitigate the effects of
incidents, regardless of cause, size, location, or complexity, to reduce the loss of life or property
and harm to the environment. [FEMA1]

National Response Framework (NRF). A guide for conducting comprehensive, national, all-
hazards incident management. The NRF incorporates public- and private-sector participation at
al levels, from federal agencies to the state and community level, and emphasizes the
importance of personal preparedness by individuals and their families. [FEMAZ2]

Nonrecord materials. Materias considered not falling within the definition of an official record.
May also refer to copies, duplicates, or publications that are kept for purposes of personal
reference or convenience. May also refer to materials that do not appear on arecords retention
schedule and that may be destroyed without authorization. Definitions and requirements may
vary by individua state laws, rules, and regulations. See also Document, Public record, Record

Open records law. A law created to ensure public access to government records. See also
Access, Confidential records, Freedom of information, Restricted records

Pack-out. The process of removing the boxes of records from the shelves, moving them to a
staging area, applying the tracking procedures, and moving them from there to the recovery area
or to the contractor’ s facility. [REPR 1G]

Permanent preservation. The process of preserving arecord that has been determined to have
sufficient historical, administrative, legal, fiscal, or other value to warrant continuing
preservation. (ARMA) See also Archives, State archives

Phone Tree. A pyramida network of people used to spread a message quickly and efficiently to
alarge number of people. The person at the top of the pyramid calls two or more people, each of
whom calls two or more people, and so on, until every person in the tree has been called.

[REPR IG]
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Pocket Response Plan® (PReP). A concise document for recording essential information
needed by staff in case of an emergency. The PReP is meant to complement, not replace, an
agency’ s disaster plan, ensuring that managers and staff have the most essential information with
them at all times.

Polyester film. A clear plastic film that is relatively stiff, cannot be stretched, and is hard to tear.
Polyester film is commonly used to make protective enclosures and is used as the base for some
photographic films. Not all polyester films are identical. Different manufacturing processes leave
different residual chemicalsin the film, some of which may have an adverse effect on archival
materials. [SAA]

Preparedness. Actions that involve a combination of planning, resources, training, exercising,
and organizing to build, sustain, and improve operational capabilities. Preparednessisthe
process of identifying the personnel, training, and equipment needed for a wide range of
potential incidents, and devel oping jurisdiction-specific plans for delivering capabilities when
needed for an incident. [FEMA1]

Preservation. The professional discipline of protecting materials by minimizing chemical and
physical deterioration and damage to minimize the loss of information and to extend the life of
cultural property. The act of keeping from harm, injury, decay, or destruction, especially through
noninvasive treatment. Preservation activities are often considered a subdiscipline within the
profession of conservation. [SAA]

Prevention. Actions taken to avoid an incident or to intervene to stop an incident from
occurring. Prevention involves actions to protect lives and property. It involves applying
intelligence and other information to a range of activities that may include countermeasures such
as deterrence operations; heightened inspections; improved surveillance and security operations;
investigations to determine the full nature and source of the threat; public health and agricultura
surveillance and testing processes; immunizations, isolation, or quarantine; and, as appropriate,
specific law enforcement operations aimed at deterring, pre-empting, interdicting, or disrupting
illegal activity and apprehending potential perpetrators, and bringing them to justice. [FEMA1]

Public record. Any book, paper, map, photograph, database records, email messages, images, or
other documentary materials, regardless of physical form or characteristics, that are made or
received by a government agency and are evidence of the agency’s activities or have
informational value. Each state has its own unigue definition of arecord; some have multiple
definitions in their statutes addressing retention, information systems, privacy, access, and
admissibility in court proceedings. See also Record, Document, Nonrecord materials

Record. Recorded information, regardless of medium or characteristics, made or received by an
organization in pursuance of legal obligations or in the transaction of business. See also
Document, Electronic record, Nonrecord materials, Public record
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Records Emergency Action Plan (REAP). A written, approved, implemented, and periodically
tested plan that includes the information and actions needed to respond to and recover from a
records emergency. It is not the disaster plan itself, it is only an element of the plan—the portion
of the disaster plan that relates to records. [REPR 1G]

Records format. Records exist in many formats, not just paper. These include microforms,
photographs, audio and video recordings, and electronic records. See also Electronic record,
Formats (of records), Medium

Records center. An areafor lower-cost storage, maintenance, and reference use of semi-active
(inactive) records pending their ultimate disposition. [ARMA]

Records disposition plan. See Records retention schedule.

Records inventory. A detailed listing of the types, locations, dates, volumes, equipment,
classification systems, and usage data of an organization’s records, made to evaluate, appraise,
and organize the information. [ARMA] See also Records retention schedule

Records management. The administrative and manageria activities related to managing records
throughout their life cycle—from creation to their final stage of disposition, in which they are
either destroyed or permanently preserved. May also refer to the field of management
responsible for the efficient and systematic control of the creation, receipt, maintenance, use, and
disposition of records, including processes for capturing and maintaining evidence of and
information about business activities and transactions in the form of records. [ARMA] See also
State Records Manager

Records management program. An effective program usually includes the following elements:
obtaining strong policy and financia support from the governing or supervisory authority;
developing policies and procedures for managing records and information; putting in place filing
and indexing systems and tools; conducting an inventory of records; establishing and following
records retention schedules; identifying and using technology appropriately to create, store, and
retrieve materias; storing inactive records in a cost-effective and secure manner; destroying
obsolete records in atimely and systematic manner, and documenting their destruction; and
identifying and preserving essential records.

Records retention requirements. State, federal, or local regulations to maintain and provide
access to listed records for a specified period. State requirements are often issued by rule or law
by the State Archivist or authorized Records Management Office. Federal requirements are often
specified in the Code of Federal Regulations (CFR). Local requirements may be specified in
policies, codes, regulations, or charters. Retention periods are based on legal, fiscal,
administrative, and historical requirements. See also Records retention schedule
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Records retention schedules. The documents that authorize the period of time that records are
kept before they are destroyed or kept permanently. Records retention schedules are also
sometimes used to identify essential records and to plan for their protection in an emergency.
Most government agencies, from the federal level to the local level and the territorial and tribal
levels, have mandated records retention and management requirements, governed by laws, rules,
and regulations. Typically, there are two types of records retention schedules: General Records
Retention Schedules, which cover commonly occurring cross-agency records; and Special
Records Retention Schedules, which list program records unique to a particular agency. See also
Records inventory, Records retention requirements

Record series. A group of related records that are filed and/or used together as aunit and
therefore are evaluated as a unit for retention purposes (e.g., a personnd file consisting of an
application, reference letters, benefit forms, etc.). [ARMA] See also Records retention schedule

Recovery. The implementation of prioritized actions required to return an organization’s
processes and support functions to operationa stability following an interruption or
disaster. [FEMAZ]

Recovery Time Objective (RTO). Refers to the tolerable amount of time after an emergency in
which a computer system, network, or application must be restored to functional status so that
disruption of normal operations and loss of revenue are minimized.

Resource Center (IPER). The section of the CoSA website providing access to arange of
information about records and archives, including specific regulations, statutes, standards and
other guidance, that apply to government records in each state and territory.

http: //www.statear chi vists.or g/r esour ce-center

Response. Immediate actions taken to save lives, protect property and the environment, and meet
basic human needs. Includes the execution of emergency plans and actions to support short-term
recovery. [FEMA1]

Restricted records. A limitation on access to records or to information of a specified type
imposed by general or specific requirements. [ARMA] See also Access, Confidential records,
Freedom of information, Open records laws

Retention schedule. See Records retention schedule
Retention. See Records retention schedule or Records retention requirements
Risk acceptance. See Acceptance (risk)

Risk analysis. The systematic use of available information to determine how often specified
events may occur and the magnitude of the consequences if they do occur. It is used to evaluate
the probability of occurrence of the risk identified in the risk assessment, and the impact the
occurrence of those risks would have on your records and information.

Final, July 2010 12


http://www.statearchivists.org/resource-center�

IPER Training Courses Key Terms for the IPER Courses
Reference 02

Risk assessment. Examination of the potential harm that may result from exposure to certain
hazards; the identification of risks.

Risk avoidance. See Avoidance (risk)

Risk management. The process of identifying and evaluating risk and then devel oping
strategies to manage the risk. Basic strategies for managing risk include avoidance, acceptance,
and mitigation.

Risk mitigation. See Mitigation (risk)

Salvage. The process of retrieving damaged records from areas affected by an emergency and
protecting records at risk of damage.

Schedule. See Records retention schedule

Security classification. A classification placed on records limiting their accessibility to those
having specific authority to retrieve or use them. [ARMA]

Series. See Record series

Stabilization. Treatment procedures intended to maintain the integrity of cultural property and to
minimize deterioration. [AIC]

Stafford Act. The Robert T. Stafford Disaster Relief and Emergency Assistance Act, P.L. 93-
288, as amended. This Act describes the programs and processes by which the federal
government provides disaster and emergency assistance to state and local governments, tribal
nations, eligible private nonprofit organizations, and individuals affected by a declared magjor
disaster or emergency. The Stafford Act covers all hazards, including natural disasters and
terrorist events. [FEMA1]

Staging area. Any location in which personnel, supplies, and equipment can be housed or
parked temporarily while awaiting operational assignment. [FEMA1]

Stakeholders. The persons or organizations that depend on the services of an agency. Building a
network of key stakeholders and soliciting their input and support isimportant in identifying,
protecting, and planning for access to essential records and in developing a plan for emergency
preparedness and response.

State Archives. A state government agency that serves by law as the depository of public
records of state government—records that have permanent administrative, legal, or historical
research values. Some State Archives also serve as the official depositories of permanent local
government records. State Archives collections often do not include manuscript, newspaper, or
other nonofficial sources. Many State Archives also oversee records management, setting policy
and regulations for the retention and disposition of public records.
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State Archivist. The state government official who manages the State Archives. See also State
Records Manager

State Coordinating Officer. The individual appointed by the Governor to coordinate state
emergency response and disaster assistance efforts with those of the federal government. The
SCO plays acritical role in managing the state response and recovery operations following
Stafford Act declarations. The Governor of the affected state appoints the SCO, and lines of
authority flow from the Governor to the SCO, following the state’s policies and laws. [FEMA3]

State Records Manager. The state government official who manages the state’ s Records
Management Program. In most states, this function is assigned to the State Archives. In afew
states, the Archives and Records Management functions are divided between different agencies.
See also Records management, State Archivist

Tabletop exercise. An exercise involving key personnel discussing simulated scenariosin an
informal setting. [FEMAZ2]

Warm site. An aternative facility that is equipped with some computer, telecommunications,
other Information Technology, and environmental infrastructure, and can function as backup
after additional personnel, equipment, supplies, software, or customization are provided.
[FEMAZ2]

Vacuum thermal drying. Treatment of water-soaked documents by drying under high vacuum
and high temperature to prevent further damage. [ARMA]

Vital records. See Essential records
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Watch Your Lingo!

IPER'’ s Introduction to Records and Infor mation Management course points out that archivists,
Records Managers, emergency managers, and Information Technology (IT) specialists use many
of the same terms, but sometimes those terms have different meanings for each specialty.

Record. When used by records management, the term “record” refersto any materia that
documents a transaction or activity of public business (a document, map, photograph, etc.).
However, when used by IT, the term “record” refersto a collection of fields (individual items) in
adatabase that make up a complete set of information (that is, if describing a person, arecord
would include name, address, phone number, etc.).

Essential records vs. vital records. The term “essentia records” is used by both records
management and emergency management to refer to those records that are critically important to
the continued functioning or rebuilding of an agency during and after an emergency. These same
records are al'so known widely as “vital records’; however, the term “vital records’ aso hasa
second meaning, especialy in state and local governments, and that can lead to confusion. “Vital
records” can also refer to records that document critical eventsin an individual’slife, such as
birth, marriage, divorce, and death. To minimize potential confusion, CoSA has chosen to use
the term “essential records’ throughout the IPER training, but other organizations—including
FEMA and the Nationa Archives—continue to use “vital records’ to describe records that are
critical to continuity of operations.

File. When used by records management, the term “file” refers to a collection of business
materials arranged according to a plan and related to each other in some way (for example, a case
file). However, when used by IT, the term “file” may refer to a collection of records (when used
in a data-processing context) or to an entity of information (when used in a computer application
context such as word processing or spreadsheets). In an application context, afile typically has a
unique name, a particular format, and a specific file name suffix (e.g., .doc or .xIs).

Document. When used by records management, the term “document” refers to information (such
as abook, memo, letter, or map) that can be accessed and read. However, when used by IT, the
term “document” refersto aword-processing text file, completed form, voucher, or other
representation of stored information.
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To Join the Webinar

This is the Invitation Email you will receive from the IPER staff one week before the webinar
starts. It includes all of the information you need regarding the webinar. You will also receive a
Reminder Email one day before the webinar. We recommend joining the webinar at least 15
minutes before it starts, to allow time for processing.

Figure 1: iLinc Invitation Email

Cc
Subject: EPR-GA-1001: Records Emergency Planning & Response Webinar Welcome Letter
Select the following link to add this conference to your email calendar: Aéfps./per.ilinc. com/calendar/hvipbbw/ cissici =
System Test
Records Emergency Planning & Response Webinar is being conducted in iLinc, an online webinar application. To ensure that your
computer is adequately prepared to participate in the webinar and that you will be able to connect quickly at the start of each session,
it is strongly recommended that you perform a system test.
Please test your system at least 48 hours before the first session by selecting the following link: Attps.per.iing com/systesthvipbbw
During the test, the iLinc Cientwill be installed autornatically on your computer. The Clientis a small pie software that provides
access to the virtual room in which you collaborg i i i ian.
Please check with your IT department before do| Select this link to prepare your emoved from your computer via —
the Add/Remove Programs function. system ahead of time.
If your system fails the test, please contact Ver 0 T mer, at (678) 628-7227 or
vedwards@statearchivists. arg .
Joining the Webinar
To join the webinar, select the following link: Attps. icj (This is your unique join link. Please do not
forward it to others.)
Your dial-in number is: 218-486-1616 =
Your passcode is: 401293
Participants are encouraged to join at least 15 minutes before the - " :
NOTEDD p gedtojo . _ Select this link to join the webinar
'E: Depending on your security settings, you may receive am| (yqy may need to copy this link into your browser).
get into the iLinc session.
Course References
A Records Emergency Planning & Response Webinar Course References document listing all resources, links, etc., provided in the course is
available for download by selecting the following link: https://iper.ilinc.com/content/hvfpbbw/cjssjcj. This document is provided for your
reference, and is not required to participate in the webinar.
Participants are encouraged to download all session materials and have them readily available (either printed or open on your computer)
prior to the session. Use the Resource Center link provided to download content for the upcoming session:
http:/fwww.statearchivists.org/iper/courses/repr course materials.htm. ‘\
iLinc Participant Reference Guide
To participate in the webinar successfully, you must know hoyl  8glect this link to download the course materials nce
Guide has been uploaded in iLinc for your use. The Guide is d e el
sessions, how to use the iLinc session features, and what the [You may need to copy this link into your browser]' link:
https://iper.ilinc. com/content/hvfpbbw/cjssicj.
For additional iLinc training, it is suggested that you also review iLinc's reference guides, available on iLinc's website at the following URLs:
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Before you join the webinar, you will be prompted to enter your First Name, Last Name, Email
Address, State, Job Title, and Agency. If you have previously joined an iLinc session, a cookie
on your computer may populate the information entered for the most recently joined session.

Figure 2: iLinc Join Session Window

Join Session
Enter the information and then click the "Submit" button.

EPR-X¥-0611: RECORDS EMERGENCY PLANNING & RESPONSE
i+ reguired) Mot Eric?

*First Marme: | Eric
*LastMame. Rosen
#*E-mail Address:
*5tate;  virginia
*Title: | Coutt Clerk

*hnency. | Mewport Mews City Courts

Femember me on this computer
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If the window below appears, select the yellow bar to download ActiveX or select the Manual

Join button.

Figure 3: Download ActiveX or Manual Join Window

Joining Session

To simplify joining, right-click the yellow bar above to install the Activel control.

@) This website wants to install the follow
- the

/2 Joining Session - Windows Inte
Install ActiveX Control... k ]

Installing Activel will refrash page.

If you prefer not to install our ActiveXl contral, please click "Manual Join" below and choose "Run” from the resulting dialog box.

[0 Always use Manual Join

Click on this button
to join manually.

hanual Jaoin

If you have questions, please contact technical support at 1-800-799-4510 or support@ilinc.com.

If you choose to join manually, select Run when prompted (as seen below).
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Figure 4: Manual Join—Security Warning Window

File Download - Security Warning [‘5_<|

Do you want to run or save this file?

D MName: CALSG7IT.exe
Type: Application, 515 KB

Fram:  Im-learnline-2.iline. com

[ Run ][ Save ]I Cancel l

AN

‘whhile files fram .
reentidbbemd - Select this button.

Tun or save this s
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NOTE: Depending on your security settings, you may receive a message that you need to
“allow” or “trust” the software to get into the iLinc session.

Figure 5: Manual Join—Run the Software Window

Internet Explorer, - Security Warning g|

The publisher could not be verified. Are you sure you want to run this
software?

Select this button.
\‘[ run | [__DontRun

This filz does not have a walid digital signature that verifies its publisher. You
should only run software From publishers you trust, How can I decide what
software ko run?

Audio Requirements

A teleconference has been set up to provide the audio for the IPER webinars. Therefore, you must
have a telephone to be able to listen to and participate orally in the webinar presentation.

The phone number and passcode for the session are provided in the Invitation and Reminder Emails
and are also displayed on the right of the My Controls Panel in the iLinc Session Room. Once you
dial in to the conference call, you are able to communicate with the instructor and other participants
via your telephone.
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System Requirements

Microsoft Windows 2000 SP4, XP SP2, Vista, or 7:

Internet Explorer 6.0 or higher (Recommend ActiveX-enabled)
Firefox 1.5 or higher (Recommend Java installed)

1 GHz or higher processor

128 MB RAM (256 or higher recommended, 1 GB for Vista)
56 Kbps bandwidth (256 Kbps recommended)

1024 x 768 display

Apple® Mac® (runs on Intel- and PowerPC-based computers):
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Mac OS® X 10.5 and 10.6

Firefox 1.5 or higher

Safari” 2.0 or higher

Java Runtime Environment (JRE) 5.0 or higher
1 GHz or higher processor

256 MB RAM (512 or higher recommended)
56 Kbps bandwidth (256 Kbps recommended)
1024 x 768 display
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Popup Blocker
Your browser’s popup blocker should be turned off, as seen below.

Figure 6: Pop-up Blocked Window

Pop-up Blocked

iLinc pressented this site from opening a new pop-up
tab, To allow Future sites to open a pop-up in a new
tah, disable pop-up blocking.

o

[ Do not show this message again, 'I

Y

Figure 7: Turning Off Pop-up Blocker

-8 & -Ere-@G -

Delete Browsing Histary. ..

Turn OFf Pop-up Elocker
Pop-up Elocker Settings Phishirg Filker 3

Manage Add-ons
W'ork, OFFline
_ Hindows Update

Full Screen F11

Menu Bar
Toolbars 4

Inkernet Options
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Tool Panel in the iLinc Session Room

This is the Session Room in which the webinar will be conducted. You can ask a question at any
time by typing a message in the Chat tool and sending it to the instructors. Or you may raise your
hand so the instructor knows to call on you. Please note that other attendees will not be able to
see your questions in the Chat tool if you send them using the “Private” tab instead of the
“Public” tab.

Figure 8: iLinc Session Room

€ iLinc | Essential Records Webinar g@|g|

File Edit Controls  Tools  Session  Help

4 4 | (" e Selectthe Hand Raise iconto fo;c A | wois l‘/ﬂC
= - raise and lower your hand. .

Select the "X" to exit the webinar.
i T

i attendess @ 02 =1 | l@}'zn_ﬁlides _Session]

wp | 1¥

& riortolder
| Atterides e -
|al Records Weblnar

i = Select to expand or collapse fess'on 1
o : the Feedback tool.
o ‘

O W

© M o Answer | Respond to Feedback
| questions by selecting a
radio button.

n your v

Content Area.

Please put your ph:mu on muie,

Be sure to have all Session 1 materials Please «anx: o

2 ready before the session stans. (The 1=<|1erldlwmlm !I‘rls course by PﬂiFlll'lq
link to the materials is provided in your tham in the Chat tool located on the left
Reminder Email) side of the iLinc window.

To chat, select the "Public” or
"Private" tab, type your message,

' then select the arrow button.

| Type here ko send a message
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Polling Questions

Throughout the webinar, you’ll be asked to answer polling questions that will serve as
knowledge checks and will help you apply what you have learned during the sessions. Once the
instructor launches the polling question, a new tab opens on your screen. Be sure not to switch
between tabs (you’ll have three tabs on your screen: Start tab, Slides tab, and Polling tab),
because if you do, you won’t be able to return to the Polling tab and answer the polling question.
Once the polling question shows up on your screen, select the appropriate answer (Figure 9). In
some instances, you will be asked to use the Feedback tool on the left side of your screen to
select your answer for some polling questions (refer to the Session Room section in Figure 8 to
view the Feedback tool).

Figure 9: iLinc Polling Question Example

Have you participated in a webinar before?

Lo Select your answer by
e clicking on the
€ Dont know appropriate button
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TestLinc

You will use iLinc’s TestLinc function when taking the Pre- and Post-tests during the webinar.
Once the instructor launches the test, a new tab will open on your screen (similar to the one
shown in the following figure). Once you select the Next button, the test will begin and the first
test question will appear. After selecting your answer, select the Next button to submit the
answer and move on to the next question. When you have answered the final question, select the
Done button to complete the test. NOTE: Your answers will not be submitted until you select the
Done button.

Figure10: iLinc TestLinc Tab

8’ Test: Essential Records Po... =

# Test: Essential Records Post-Test

You have 25 minutes to complete this individual assessment. In some instances, you can select more than one answer.
Good huck!

Number of Questions: 25
MOTE: If you exit the test before completion, the next time you attempt to take the test, you will be required to start over.

If you need to learn more about taking this test, view How to Take a Test.

MNext
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NOTE: We recommend that you print this Quick Reference so that you may use it as a
reference when delivering the IPER courses.

Setting Up a Course Offering

We recommend beginning the process of setting up a course offering at least four to six weeks
before you plan to hold the first session. IPER staff will require at least 24-48 hours (not
including weekends) to complete the processes involved in setting up the course. Your potential
participants will have to wait until setup is complete before registering for the course.

STEP ACTION

1. Decide what course you want to schedule and when you want to schedule it.

2. Contact IPER Staff at (678) 364-3882 or iper@statearchivists.org and give them the following
information:

e Course name

¢ Dates and times (with time zone) for each of the four sessions

¢ First and last names, email addresses, and phone numbers of the individuals who will be
serving as Instructors for the course.

¢ The conference line information, dial-in number, and passcode that will be used for the
course and an alternative conference line and passcode.

3. Wait to receive confirmation from IPER staff that the requested dates and times are available.

4, Upon receiving confirmation of the course’s dates and times, begin publicizing the course to
let potential participants know the course is available.

5. Participants will register through the IPER Resource Center by going to your state’s main page.

Uploading Your Instructor Photo

STEP ACTION

1. Open the Invitation or Reminder Email you received for any IPER course for which you are an
Instructor.

Select the link under “Upload Your Photo.”

In the webpage that opens, select “Browse.”

Navigate to the file you want to use.

gl wiNn

Select “Upload.”

Your photo appears in the “Your Picture” section.
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Figure 1: Invitation Email—Upload I nstructor Photo Link

[
Subject: EPR-GA-1001: Records Emergency Planning & Response Webinar Welcome Letter
Course References :
A Records Emergency Planning & Response Webinar Course References document listing all resources, links, etc., provided in the course is
available for download by selecting the following link: https://iper.ilinc.com/content/hvfpbbw/cjssjcj. This document is provided for your
reference, and is not required to participate in the webinar.
Participants are encouraged to download all session materials and have them readily available (either printed or open on your computer)
prior to the session. Use the Resource Center link provided to download content for the upcoming session:
http: //wwww.statearchivists.org/iper/courses/repr_course materials.htm.
iLinc Participant Reference Guide
To participate in the webinar successfully, you must know how to use iLinc, the online webinar application. An iLinc Participant Reference
Guide has been uploaded in iLinc for your use. The Guide is designed to provide you with information on how to join and attend the
sessions, how to use the iLinc session features, and what the systems requirements are. To download the Guide, select the following link:
https: //iper.ilinc.com/content/hvfpbbw/cjssjcj.
For additional iLinc training, it is suggested that you also review iLinc's reference guides, available on iLinc's website at the following URLs:
« iLinc Participant Reference Quick Start: http://www.ilinc.com/pdf/documentation/Participant-Reference-QuickStart.pdf
» iLinc User Guides: http://www.ilinc.com/training/user-guides
Questions About the Webinar Software
If you have any questions or issues about the webinar software, please contact Verna Edwards, IPER Project Curriculum Manager, at M
(678) 628-7227 or vedwards@statearchivists. org. If unavailable, contact the main IPER staff office at (678) 364-3882 or
Iper@statsarchivisisorg .
Special Needs
If you need any special assistance, please let me know via email as soon as possible, so that adjustments may be made to meet your
needs.
Upload Your Photo =
Select the link to add your photo to the session: htips://iper.ilinc.com/picture/cjssjcjarxjijii.
Instructor Contact Information
Please feel free to contact me if you have any questions or difficulty joining the webinar or accessing the materials.
Candice Odom
Candice. Odom@sos.ca.gov
-

Figure 2: Upload I nstructor Photo

Personalizing this image will help facilitate communications in iLinc sessions
by displaying to all attendees.
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Launching a Webinar Session Through the
Invitation or Reminder Email

STEP ACTION

1. Open the Invitation or Reminder Email you received for any IPER course for which you are an
Instructor.
2. Select the link in the Invitation or Reminder Email under the “Joining the Webinar” section.

The iLinc Session Room launches in a few seconds.

Figure 3: Invitation Email—Joining the Webinar Link

Co
Subject: EPR-GA-1001: Records Emergency Planning & Response Webinar Welcome Letter
Select the following link to add this conference to your email calendar: Aiips./per.ilinc. comycalendar/hvipbbw/ cissici =
System Test
Records Emergency Planning & Response Webinar is being conducted in iLinc, an online webinar application. To ensure that your
computer is adequately prepared to participate in the webinar and that you will be able to connect quickly at the start of each session,
it is strongly recommended that you perform a system test.
Please test your system at least 48 hours before the first session by selecting the following link: fttps.:iper. dinc. com/systest/hvipbbw
During the test, the iLinc Clientwill be installed automatically on your computer. The Clientis a small piece of software that provides
access to the virtual room in which you collaborate and communicate during an online session.
Please check with your IT department before downloading the iLinc Client. The fLinc Client can be removed from your computer via —
the Add/Remove Programs function.
If your system fails the test, please contact Verna Edwards, IPER Project Curriculum Manager, at (678) 628-7227 or
vedwards@statearchivists. org .
Joining the Webinar
To join the webinar, select the following link: Aftps./per.iinc. cem/Jein/Avipbbw/cissici (This is your unique join link. Please do not
forward it to others.)
Your dial-in number is: 218-486-1616 =
Your passcode is: 401293
Participants are encouraged to join at least 15 minutes before the webinar starts.
NOTE: Depending on your security settings, you may receive a message that you need to "allow" or "trust” the software in order to
get into the iLinc session.
Course References
A Records Emergency Planning & Response Webinar Course References document listing all resources, links, etc., provided in the course is
available for download by selecting the following link: https://iper.ilinc.com/content/hvfpbbw/cjssjcj. This document is provided for your L
reference, and is not required to participate in the webinar.
Participants are encouraged to download all session materials and have them readily available (either printed or open on your computer)
prior to the session. Use the Resource Center link provided to download content for the upcoming session:
http://www.statearchivists.org/iper/courses/repr course materials.htm.
iLinc Participant Reference Guide
To participate in the webinar successfully, you must know how to use iLinc, the online webinar application. An iLinc Participant Reference
Guide has been uploaded in iLinc for your use. The Guide is designed to provide you with information on how to join and attend the
sessions, how to use the iLinc session features, and what the systems requirements are. To download the Guide, select the following link:
https://iper.ilinc.com/content/hvfpbbw/cjssjc].
For additional iLinc training, it is suggested that you also review iLinc's reference guides, available on iLinc's website at the following URLs:  _
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Using the iLinc Communication Center
You will use the Communication Center to:

e Record your iLinc session

e View Pre- and Post-Test and Course Evaluation data

You must use your state’s Master Account username and password to log in to the
Communication Center. Because this is a single account, with only one username and password,
only one instructor can log in to the Communication Center at one time.

Logging in to the Communication Center

STEP ACTION

Open an Internet browser and go to https://iper.ilinc.com .

Select “Log In” on the orange menu bar.

Enter your state’s Master Account user name in the “User Name” field.

Enter your state’s Master Account password in the “Password” field.

SN N A

Select “Submit.”

Figure4: IPERiLinc Log-in Page

& IPER

Counl of Stote
Rechivists

) | Mov 23,2009 | Alltimes in Eastern Time

P, - Login

& green i . '
w9 & Enter your User Name and Password and then click the "Submit” button
i

« 231710

" .
Approximately 11,586 gallons of gas Yser Hame:
*Passwaord: Forgot Password

JOIN PRIVATE SESSION
JOIN

= Subrmit
@ Custormer Referral Program

[0 Remermber me on this computer

It's all right he.fe See greater ROL. You asked. We answered.
at your fingertips. o i .
R B Let iLinc help you plan and ilinc brings you new
£00 julonok: how, 1o cuadiss execute your nexi webinar. recording tools, social networks
and fraining classes available. infegration and more.
Learn More () Contact Us () Sign Up For Training ()
2003 iLinc Communications, Inc. | Terms of Service | Privacy Policy rowsreney £LINC

Final, July 2010 4


https://iper.ilinc.com/�

IPER Training Courses iLinc Quick Reference for IPER Instructors
Reference 04

Setting Up the Master Account

The first time a State Team logs in to the iLinc Communication Center with the state’s Master
Account username and password, they must set up the Master Account in iLinc. This requires
completing a series of three setup screens.

Screen 1

Room Name—This is a personal, instant session that iLinc creates automatically when a new
user is added. You should name this room “[State] State Team’s iLinc Session,” where the
information in brackets is the name of your state.

Audio—This is the teleconference information for the session. Leave this information blank.

When finished, select “Next.”

Figure5: Setup of Master Account Popup Screen 1

First-time Setup: Step 1 of 3

*Room Mame:

Aoudio: {*) Telephone Conference

Humhber:
FPasscode:

mModerator Code:

) Internet Audio

(3] Send invitations by clicking the ervelope icon

ﬂ Edit thi= room by clicking the pencil icon

Add sdditional sessions by clicking the "Add Mew Session”
buttan
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Screen 2

Uploading a Photo—This is the opportunity to upload an instructor photo. Skip this step by
selecting “Next.” You will have the opportunity to add your photo later.

Figure 6. Setup of Master Account Popup Screen 2

First-time Setup: Step 2 of 3
Lpload a photo of yourself.

Upload the default photo to use in-session when you have video turned off.
This photo will display for all attendees. You can skip this step and akways
upload a photo later.

| | Browse__|
‘ Supported formats: JPG, GIF, PHG
| Fecommended dimensions: 176 x= 144 px

haximum file size: 5000 KB

| Upload | Remove

Previous
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Screen 3

Notifications—The final screen shows notifications that your team may opt to receive by email.
Select any notifications your team would like to receive and then select “Finish.”

Remember that any notifications will be emailed to the Master Account email address, and will
therefore be forwarded to all State Team instructors.

Figure 7: Setup of Master Account Popup Screen 3

First-time Setup: Step 3 of 3
Select your notification preferences.

Motifications

Product update natifications

Inwitations to iLinc Best Practices webinars
Special offers on training and services

Update these and other settings in your profile by clicking the "Edit - =
Edit Profil
Profile” buttan in the upper right

Frevious
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Updating the Master Account Profile: Uploading Your Photo and
Adding Your Name

When you are logged into the Communication Center, you are logged in via the Master
Account—an account shared by all of your State Team’s instructors. Therefore, every time you
launch a session through the Communication Center, you will need to update the Master
Account’s profile with your photo and your name. Otherwise, when you are presenting, iLinc
will display either no photo or the photo and name of the instructor who last used the

Master Account.

To update the Master Account profile with your name and photo, perform the following steps:

STEP ACTION

1. Select “Edit Profile” in the top right-hand corner of the Communication Center.

2. Add your name:

¢ Type your name into the “First Name” and “Last Name” fields.

3. Upload your photo:
e Select “Browse” located under the silhouette image on the right side of the screen.
« Navigate to the file you want to use.

e Select “Upload.”
— Your photo appears in the “Your Picture” section.

4. Select “Submit” at the bottom of the page.
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Figure 8: Edit Profile Button

H IF ER I Edit Profile ch Pasamord | Help | Log Out |
Counell of State
Archivists
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JOIN

-
Ewe e Bl Page[ 1 |of1 [l il Results 1-1 of 1 | Shovwe| 1

JOIN PRIVATE SESSION

Enter Session 1D

RELATED LIMKS

Frequently Asked Questions (FAQs)
Council of State Archivists (CoSA)
IPER Froject

iLinc Training

@ Customer Referral Program

@ 2010 iLine Communications, Inc. | Terms of Service | Privacy Policy Last Login: Apr 14, 2010 [10:53 AM | powsreney _CLNC
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Figure 9: Uploading a Photo to the Master Account

H IPER | Edit Profile | Edit P asamord | Help | Log Dut|
Council of Stote

Archivists

Manage  Reports (&) ipertest user10 | &pr 14, 2010 | Alltimes in Eastern Time
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\® green ®80
e, T
Fublic
o Y105/
$% ]
Approximately 24 053 gallons of gas STANDARD INFORMATION
= (# reguired)
n 1] % User Name: Personalizing this image will help
’ facilitate communications in iLinc
J0IM PRIVATE SESSION #FirstName: | ipertest sessions by displaying to all
attendees.
JOIN *LastMame: ugert0
Enter Seszzion |0 ) .
*#E-mail Address: | user! Ogiper.org "
RELATED LINKS #Time Zone: | (UTC-05:00) Eastern Time (US & Canada) v
Frequently Asked Questions (FAQ=) #Language: | English =
B Nl
Council of State Archivists (CoSA) &
IPER Froject Fhone Mumber:

iLinc Training

Browse...

@ Customer Referral Program
Supported formats: JPG, GIF, PNG
Recommended dimensions: 176 x 144 po
haximum file size: 5000 KB

Upload Femove

DEFAULT AUDIO CONFERENCE INFORMATION
Frimary Dial-In:

Alternate Dial-In:
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Launching a Webinar Session from the iLinc Communication
Center

To record your session, you must launch the webinar session from the Communication Center.

STEP ACTION

1. In the Communication Center, verify you are in the “My Sessions” screen.

2. In the list of sessions, select “Join” next to the session name you want to begin.

The iLinc Session Room launches in a few seconds.

Figure 10: List of Sessions

% IF ER | Edit Profile | Edit Password ‘ Help ‘ Log Du(l
Coundll of State
Archivists

(i)ipenest user10 | Apr 14,2010 | Alltimes in Eastern Time

Wanage  Reports

-
@ green ©ed | [l Searr
b View Schedulad v W
& 8105
3% l{ !‘ , TYPE | SESSION NAME 1] ¥ DATE/TIME ROLE ACTIONS

Approximately 24,093 galons of gas 7 - S
JOIN -2} F2F iLinc Demaonstration Wehbinar - Practice Session wimzywt | 04i14/2010 03:30 PM Leader we &
B Ll b Page|1  [of1 L L Results 1-1 of 1 | Show| 10

JOIN PRIVATE SESSION
JOIN

RELATED LINKS

Freguently Asked Questions (FAQS)
Council of State Archivists (CoSA)
IPER Froject

iLinc Training

& Customer Referral Program

@ 2010 iLine Communications, In. | Terms of Service | Privacy Policy Last Logine Apr 14, 2010 | 10:47 AM
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Launching Slides

STEP ACTION

1. In the Session Room, select the Content tab.

2. Select the title of the appropriate slide file.

¢ Slides are indicated as “PowerPoint Presentation” in the “Type” column.

A tab will open automatically when you launch the file, with the name of the file visible on
the tab.

Figure 11: Visual Filein the Content Tab
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Progressing Through Slides

STEP ACTION

1. With the slide tab selected, select the “Next Slide” button to progress to the next slide.

2. To jump to a specific slide, select the slide from the slide drop-down menu.

Figure 12: iLinc Session—Visuals Tab

Ll e Dilal In Sumber: Posscodes 401 253

Slide Drop- Next Slide
down Menu Button

Essential Records Webinar

Session 1

Jnin pnce cell by disling ihe
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Recording Your Sessions

Note: Remember that you must launch the webinar session from the Communication Center to
record the session.

Starting an iLinc Recording

STEP ACTION

1. In the Session Room, select “Session” from the menu bar.

2. Select “Audio Connection.”

3. In the pop-up dialogue that appears, verify that the Dial-in Number and Passcode are correct;
then select “Connect.”
NOTE: If the Dial-In Number and Passcode information are not correct, select “Change” next
to the Dial-in Number and Passcode; then enter the correct numbers in each box and select
“Save.”

4. Once successfully connected, you will see checkmarks to the left of the Dial-in and Passcode.
When you see both checkmarks, select “Continue.”

5. Again select “Session” from the menu bar, then select “Record Session.”
When the recording has begun, a notification will appear in the task bar.
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Figure 13: Accessing the Audio Connection Window

r

L ilinc | Essential Records Webinar

Session

File Edit Controls  Tools

Recard Session. ..

Audio Connection, ..

Breakouk Groups

I attendees | Q01 Transfer File

Send Invite

Lock Session

Attendees k
Feedback. 3
Chat 3

= R DT Technical Details. ..

Figure 14: Audio Connection Window

£ hudio Connection : Mot Connected

Werify the audio conference infarmation in the steps below and then click, After dialing is complete wou can also:
"Connect”,
Respond to additional prompts.
1. Dialinka |III| Save | Cancel Enter Mumbers Here Send
Z. Enter Passcode *0000000* (zhange) Send verbal identification, including passcode,
[Only use with operator answerad calls))
Disconnect Conneck Cancel Identify Mow
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Figure 15: Beginning an iLinc Recording

r

&L ilinc | Essential Records Webinar

File Edit Caonkraols

Recorr

Audio Connection, .,

Breakout Groups I
Transfer File

ol attendees | Qo1

Send Invite L
Lock Session i
Attendees r
Feedback. »
Chat 3

Technical Details, ..
i

Figure 16: Recording Started Notification

put your phone on mute.

,,i‘,} Recording Started 4

Click here to manually stop, pause and resume the recording,
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Pausing and Resuming a Recording

STEP ACTION

1. In the Session Room, select “Session” from the menu bar.
2. Select “Pause Recording.”
3. To resume the recording, select “Resume Recording” from the same menu.

Figure 17: Pausing an iLinc Recording

r

&L iLinc | Essential Records Webinar
Edit
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File

@] stop Recording
Aodio Connection...

o attendees | Qo)1

Breakout Groups

Transfer File

Send Invite
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Technical Details, ..
| -
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Stopping an iLinc Recording

STEP ACTION

1. In the Session Room, select “Session” from the menu bar.

2. Select “Stop Recording.”

3. Accept the automatically generated recording name by selecting “Save” when prompted.
The recording will be saved automatically onto iLinc’s Communications Center.

Figure 18: Stopping an iLinc Recording

JLiline | Essential Records Webinar

File Edit Controls  Tools WSSy

Il Pause Recording

Wil B] Stop Recording

Audio Connection, .. il
b atrendees | @ 01

Breakout Groups
Transfer File

Send Invike |
=
Lock Session Chel+L
Attendees *
f
Feedback. *
Chat v 8

Technical Details, . Crel+5hift+T

Important Note: State Teams are required to host their recordings on their own servers;
recordings of state-specific IPER webinars will not be hosted on the IPER project’s servers.
IPER will, however, provide a link to these recordings in the state sections of the IPER Resource
Center.

Once you have created an iLinc recording, a message will be sent to the Master Account email
informing you that it is available through the iLinc Communication Center.

Recordings are available up to five (5) days following the last session (Session 4) of a course
offering. You must download the recording within this timeframe.
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Presentation Tools

Pointer Tool

Figure 19: Pointer Tool Location and Use

r f— .1
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Laser Pointer Tool

Figure 20: Laser Pointer Tool Location and Use

[ |
L iLinc || Essential Records Webinar, |._||E|r5__<|
File Edit Controls  Tools  Session  Help
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Laser Pointer
Tool Button

» Be prepared.

— . ”Arriv fly.

» Mute your phone.

from Feedback menu

To request Feedback, select Answer Set +* Do not put your phone on hold. Q l

* Participate.

B chat - Raise your hand to ask a question

fPuble [ + |[dentify yourself when speaking.

Slide 1.5

e heretosend 2 e _
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Highlighter Tool

Figure 21: Highlighter Tool Location and Use

F —
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Zoom Tool

Figure 22: Zoom Tool Location and Use

@ T .‘
L iLinc || Essential Records Webinar, |._||E|r>__<|
File Edit Controls  Tools  Session  Help
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Chat Tool

Public Chat Tool

STEP ACTION

iLinc Quick Reference for IPER Instructors

Reference 04

1. In the Chat Tool, select the “Public” Tab.

2. Type your Chat message in the message field.

3. Select the arrow button to send your message.
Your message appears in the Chat Tool.

Figure 23: Chat Tool—Public and Private Tabs

e Chat =)

Thanks all For participating in
our group discussion! Great response!
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Private Chat Tool

STEP ACTION

1. In the Chat Tool, select the “Private” Tab.

A list of attendees appears.

2. Select (double-click) the attendee with whom you want to chat.

Another Chat Tab opens, in which you can communicate exclusively with that attendee.

3. Type your Chat message in the message field.

4. Select the arrow button to send your message.

Your message appears in the Chat Tool.

Figure 24: Private Chat List of Attendees

Eﬁ Leaders & Assistants

ﬁ;‘. Candice Cdom

& Dan Cankrall

& Yerna Edwards
Ashley Mushett
Becky Julson
Daniel Cantrall
David Carmichael
Eric Rose
James Henderson
Jenifer Burlis-Fredlich
Joan Griggs
Linda Ross

Double-click an attendee ko chat privately,
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Figure 25: Private Chat in Session

Ll chat

w

| | Ashle... @

Eric Rose: What page are we on in the
Participant Guide?

Ashley Mushett: P5 2-25

Eric Rose: Thanks!

Ashley Mushett: @

iLinc Quick Reference for IPER Instructors

Reference 04
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Raised Hands

When a participant raises his or her hand, an icon will appear next to his or her name in the
Attendee List. To lower everyone’s hands, select the arrow next to the Lower Hands icon under
the Attendee list, then select “Lower All Hands.”

Figure 26: Hand Raise Tool
Wl & 7 ([Q)e &

Figure 27: Hand Raisesin Attendee List

L attendess | @ 5/ 13 =l 2l

£ Candice Ddom

@ 1D Edwards

@ Jennifer Tigner

& Eric Rose
@ Wicki walch
@ Becky Julson

@ Jaoan Griggs
=] ashley Mushett

[ christine Wiseman

[ Irene van Bavel

(4 James Henderson

[ 1ames Irby

(4 Jenifer Burlis-Freilich

:iE T!_ ll:-T

ladl Feedback =l
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Feedback Tool

STEP ACTION

iLinc Quick Reference for IPER Instructors

Reference 04

1. In the Session Room, select the Feedback Tool menu button.

2. From the list, select the type of feedback question you are posing.
The Feedback options appear in the participants’ Feedback Tool.

3. OPTIONAL: You may share the class results with the participants by selecting “Share” from
the menu.

4, When you are finished using the Feedback Tool, select “Withdraw” from the Feedback Tool
menu.
The Feedback options no longer appear in the participants’ Feedback Tool.

Figure 28: Feedback Tool

-
L iLinc | Essential Records Webinar

File Edit Controls Tools  Session  Help

@ M Y Dial In Number: Passcode: 401233

ECGEL

Session Details

Session Name: Essential Records
Webinar
Leader: Bernadette K

Audio Details
Primary Dial-In: 218-486-1616
Passcode: 401293

|l Feedback.

Torequest Feedback, select Answer Set
From Feedback menu Pace

Agresment
Assignment Skatus

True/False

O chat C) [ esiMo

ABICID
Fublic

Pie: Chart
EBar Graph

Expand for Al
Type here to send a message Collapse for all

Share your Desktop

Share a Region

@ Share an Application

@ Draw on a Whiteboard

[ send Quick Invitation

L‘J Send Invitation via IM (copy)

&) Open Green Meter for All

[8) Record Session
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Expanding the Feedback Tool for Everyone

STEP ACTION

1. In the Session Room, select the Feedback Tool menu button.

2. From the list, select “Expand for All.”

Figure 29: Expand Feedback Tool for All

7 [l
| Feedback | Share
Clear
To request Feedback, select Answer Set Pace
From Feedback menu
Agreement
Assignment Status
True/False
Yes Mo
Il Chat = aErcD
Public v Pie Chart
Bar Graph
Expand For Al
Collapse For all
Twpe here to send a message =
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Polling Questions

1

In the Session Room, select the Content tab.

2. Select (double-click) the desired question.

¢ Polling Questions are indicated as “Polling” in the “Type” column.

To pose the question to participants, select “Ask Question.”

4, Select “Share Results” to share the spread of received answers with the participants.

Figure 30: iLinc Polling Tab

=

£ iLinc || Essential Records Webinar

File Edit Controls  Tools  Session  Help

Dial In Number: Passcode: 401293

o attendees | @01

Caontent

B-20HE

\u4| Add Content

| Feedback

To request Feedback, select Answer Set
From Feedback menu

| Chat

Public

Mame

ER_Slides_Sessionl

Date Created Type Size

= PowerPoint 2896 KB
1/13/2010 11:09:00 &M (i3 Pracentatnn

PQ 1.3 - Years of Edperience in the
Field

1/13/2010 11:40:00 &M | £ Poling nke

PE 1.1

IPER Resource Center

Twpe here to send a message
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Passing the Floor

STEP ACTION

1. In the Session Room, select the non-presenting instructor’s name in the Attendee List.
2. Select the “Give Floor to Selected” icon.
3. To take the floor back, select the “Take the Floor” icon from the top row of icons.

Figure 31: Passing the Floor

b attendees | @ 02 El el

Figure 32: Takethe Floor

m “ i @,
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Powerboards

STEP ACTION

1. In the Session Room, select the Content tab.

2. Select (double-click) the title of the desired Powerboard file.

e Powerboard files are indicated as “Powerboard File” in the “Type” column.

Figure 33: Powerboard in the Content Tab

£ iLinc | Essential Records Webinar, Z E|E|

File Edit Controls Tools  Session  Help

Dial In Number: L i Passcode: 401293

& attendess | @01 r‘ Y @ @

|l Add Content |

MNarne Date Created Tvpe Size

ER_Slides_Session1 1J13/2010 11:08:00 M (3 owErbent 2696 KB
Presentation

PQ 1.3 - Years of Experience in the

) 0 KE
i 1132010 11:40:00 &M Palling

& Powerboard LKE

PB 1.1 1/13/2010 12:44:00 P File

OKE

IPER Resource Center 1/13/2010 12:59:00 PM @ WebSync URL

| Feedback

To request Feedback, select Answer Set
from Feedback menu

Ll Chat

Public

Descripkion:

Tvpe here to send a message
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Figure 34: Powerboard Mark-Up Tools

| |@PB1.1 ‘:‘ v@@
EEE T a®-(p-lanE-s-B-0 Q- BTER S DB
7 A = =
Shapes Stamps ] Text l
Can everyone hear U8~ e confirm by

replying through the Chat tool, located in the left,
bottom section of your screen. Be sure to use the
"Public" tab of the chat tool.
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Displaying Websites

Websites on the Content Tab

STEP

1. In the Session Room, select the Content tab.

2. Select (double-click) the title of the desired WebSync file.

* WebSync files are indicated as “WebSync URL" in the “Type” column.

Figure 35: WebSync in Content Tab
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10 ER. Pre-Test Questions 12-24-09 1/11/2010 3:07:00 PM  Test
ER IG Walk Through Session 1 Slides = PowerPoint 2596 KB

Il Chat = e i1 12-24-09 tilfzo102:12m0pPmM I

Presentation

Description:

Type here to send a message

I;I

Final, July 2010 33



IPER Training Courses iLinc Quick Reference for IPER Instructors
Reference 04

Instructor-Added Websites

STEP ACTION

1. In the Session Room, select the WebSync URL icon.

2. Select the address bar and type the URL provided in the Instructor Guide.

3. Select “Enter” to launch the webpage for all participants.

Figure 36: iLinc WebSync | con

Figure 37: iLinc WebSync Tab

@

£ ilinc | F2F ilinc Demonstration Wehinar, - Practice Session

File Edit Controls Tools  Session  Help

lj‘ @ - * | Dial In Number: Passcode: 467636 {j @ - _‘iLinc
o attendees | Qo)1 W=l il | | |©CDSF\-IPER...: ‘ @Y @? @

\:’ :/ @ W | http: e, stakearchivists, orgfresource-center findex-new. htm (] |E|

About CoSA

State Archivists Issues Resource Center

CoSA > Resource Center

Welcome to the CoSA Resource Center

o o o

Select state or territory | View topics

|l Feedback =l

The Resource Center provides access to guidance, policies, and best
practices for archives and records management in state and local

To request Feedback, select Answer Set governments.
from Feedback menu

Interactive Map

Click on the map, below, to access information about records and
recordkeeping in a particular state or territory.

| Chat |51

S— 0\

[ Haine

Type here to send a message o
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Displaying Handouts

STEP ACTION

1. In the Session Room, select the Content Tab.
2. Select (double-click) the Handout WebSync file.

The list of handouts appears.

3. Select the link for the handout you want to display.

The handout will open as a PDF file in WebSync.

Important Notes on WebSync

When using WebSync, there are a few things to keep in mind:

e WebSync opens an instance of the participants’ browser within the iLinc interface.
Participants have control over the browser and can follow hyperlinks without the
knowledge of the instructor.

e Participants cannot see when instructors interact with a website or PDF document shown
through the WebSync function, so scrolling, moving their cursor, etc., is not visible to
participants. Instructors will need to provide instructions on what to do (“scroll down,”
“select this,” etc.). However, when the instructor selects a hyperlink, the webpage will
change for all participants.

e Depending on the participant’s computer settings, hyperlinks to PDFs (such as the
handouts) may open in PDF software (e.g., Adobe Acrobat) instead of in the WebSync
browser. This could cause confusion for participants, and you may need to tell them to
return to the iLinc Session Room window when you are finished presenting the PDF.
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Displaying Your Own Documents

STEP ACTION

Select the arrow located next to the “Share” button.

Select “Application” from the drop-down list.

1

2

3. Select the checkbox next to the application you want to share.
4 Select the green “Play” button at the bottom of the screen.

The iLinc Session Room will minimize and become translucent. The document you are sharing
will become the primary window. An additional window labeled “Sharing” will also appear.

5. When you are finished sharing the document, select the “Stop” button in the “Sharing” window.
This will stop sharing the document and return the Session Room to its original state.

Figure 38: Sharing a Document via Application Share

€ iLinc | Essential Records Webinar

File Edit Controls Tools Session  Help

= f—? * | Dial In Number: Passcode: 401233

E. 2 O = (5 |
' [E Desktop .
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g |Slid= 01

Share Button

Essential Records Weblnar

Session 1

|l Feedback

To request Feedback, select Answer Set

from Feedback menu your Invitation or

Reminder Emails.
Pleass put your phone on mute.

n 1 materials Please take an share your
starns. (The g rse by entering

" Y ] provided in your cated on the left
I Chat =l i Reminder Ema side of the iLinc wi

[ —— () [\ A

| Type here to send a message
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Figure 39: Beginning an Application Share
L iLinc | Essential Records Webinar |:||§|E|
File Edit Controls Tools  Session  Help

m %r 'é MUJ @ A E v | Dial In Number: 0w s Passcode: 401293
I Attendees | 0/1 Content |@ER_5Iid... ‘Applic... ] = @ @

Select the application{s) from the list and click Start {below) to share,

[0 T aMD:iCcc-aEMCapturingwindow
O 'E HO 1-1_FEssential_Records_Pilot.pdf - Adobe Acrobat Pro

\l Feedback

To request Feedback, select Answer Set
fFrom Feadback menu

el Chat

Public Frivate

Type here ko send a message
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Figure 40: “ Sharing” Window and Minimized Session Room

i - o ) o
? Create - E@ Combine = @ Collaborate ~ [ Secure - f Sign ~ Farms = E Multimedia = /_P Comment =

DB a4

[

ssential Records Webinar
Session 1

Handout 1.1—Essential Records

Priority for
access*

Essential records are
records that:

Priority 1:
First 0—12
hours

Are necessary for emergency
response

Are necessary to resume or continue
operations
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Course Evaluations

STEP ACTION

1. In the Session Room, select the Content tab.

2. Select (double-click) the Course Evaluation.

¢ Evaluations are indicated as “Survey” in the “Type” column.
The Evaluation will open automatically as a new tab in the participants’ screen.

Figure 41: Course Evaluation in Content Tab

| Conkent | @‘ | @ & @f @
| lutl Add Content |
Mame Date Created Type Size &
14 | REPRPO 1.6 4/2/2010 10:39:00 AM (2] Paling o
= 0KB
I5 REPRPQ 1.4 4/2/2010 10:36:00 AM Paling
= 0KB
16 REPRPQ 1.3 4/2/2010 10:32:00 &M Paling
- oKe
17 REPRPQ 1.2 4/2/2010 10:30:00 &AM Paling
= 0KB
18 REPRPQ 1.1 4/2/2010 10:29:00 &AM Paling
= 0K
13 REPRPQ1-5 4/2/2010 10:37:00 &M Paling
20 ER & REPR PB 1.1 12{10{2009 4:41:00 PM | @ Eﬁ:’erbwd IIKE
21 REPRPB 1.2 4{3(2010 4:24:00PM | @ Eﬁ:’erbwd L KB
, 1KB
22 REPRPB 2.1 4{3(2010 4:24:00 PM Eﬁ:’erbw‘j
23 REPRPB 3.1 4{3(2010 4:25:00PM | @ Eﬁ:’erbwd 1KB
24 REPRPB 4.1 4{3(2010 4:z6:00PM | @ Eﬁ;’“erhnard L KB
oKe
25  REP&R Post-Test 4/15/2010 10:10:00 &M | Test
|| 26 Student Assessment of Course and Instructors 4/15/2010 10:11:00 AM | Survey DKE 3
Description:
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Pre- and Post-Tests

1

In the Session Room, select the Content Tab.

2. Select (double-click) the desired test.

e Tests are indicated as “Test” in the “Type” column.

The test will open automatically as a new tab in the participants’ screen.

Figure42: TestLincin Content Tab

~
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STEP ACTION

1. Select the “X” icon in the upper right corner of the Session Room window.

A notification appears, asking if you are sure you want to end the session. There will also be a
checkbox allowing you to “Dismiss all participants.”

2. Check the box to dismiss all participants and then select “Yes.”

The session will end and the Session Room will close.
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Accessing Test and Evaluation Data from the iLinc
Communication Center

STEP

ACTION

Log in to the iLinc Communication Center using your State Team’s Master Account.

iLinc Quick Reference for IPER Instructors
Reference 04

In the Communication Center, select “Reports” from the menu bar

In the next screen, select “Test/Survey by Question.”

1
2
3.
4

Select the “List Assessments” button on the right side of the screen.

The list of available tests and evaluations will populate. Remember that the evaluations are
called “Surveys” in iLinc.

Note: If you are retrieving the results for only a test or only a survey, you can narrow the
results by selecting the appropriate checkbox to the left before selecting “List Assessments
button.

Select the radio button next to the test or evaluation.

In the “Criteria” section, change both date boxes to be the date when the test or evaluation
was taken.

For the Pre-Test, this will be the date of Session 1.

For the Post-Test and Evaluation, this will be the date of Session 4.

In the “Results” section, select “Excel Spreadsheet.”

Select “Submit.” You will be prompted to download an Excel spreadsheet of the results.

Final, July 2010

42



IPER Training Courses

Figure 43: Reports from Menu Bar
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Figure 45: Report Retrieval Form
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Reference 05—Webinar Troubleshooting Guide

Before contacting IPER staff or iLinc Technical Support, check to see if your issue is noted in
the following tables.

Table 1: Important Contact Numbers

CoNTACT NAME NuMBER EmAIL
IPER Staff #1 678-364-3882 iper@statearchivists.org
IPER Staff #2 678-628-7227 iper@statearchivists.org
iLinc Technical Support 1-800-799-4510

Your Conference Number and
Passcode (fill in)

Your Alternate Conference
Number and Passcode (fill in)

Table 2: Audio Issues

AuDIO ISSUE SOLUTION

1 | One participant cannot | 1. Using Private Chat, instruct the participant to dial back.

hear you 2. Make sure the participant dialed the correct conference line Dial-in
Number and Passcode. Type the information into the Chat tool.

(See also: Issue Audio 3. Remind the participant that the audio will come from the phone and
Issue #3) not the computer speakers. We recommend that participants should
use headsets on their telephones, and that the volume is turned up.

4. If the participant still cannot hear you, and the session is being
recorded, tell them that you will email information on how they can
download the iLinc recording from the IPER Resource Center.

5. Tell them to check with their telephone service provider for
assistance.

Note: If you are in Session 4 and the participant cannot take the post-
test, they can view the generic course or a recording of this course if
available. Inform the participant that you will provide further instructions
via email. Coordinate with the IPER staff and follow up with the
participant as appropriate.
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AuDIO ISSUE SOLUTION

2 | No one can hear you 1. Make sure your phone is not muted.

2. Inform the other instructor via Chat that you are having difficulties
and ask him or her to take over.

Hang up and dial back in.

If you still cannot connect, change phones.

If you still cannot connect, inform the other instructor via Chat.
The other instructor should continue with the session.

o ok w

—_

3 | A participant cannot Tell the participant to hang up and dial back in.

enter the phone 2. Make sure the participant dialed the correct conference line Dial-in
conference room Number and entered the correct passcode. Type the information into
the Chat tool.

Note: Some phones do not make the “right tone” and sometimes the
conferencing software cannot “hear” the passcode.

3. If the conference system you are using has an operator assistance
feature, use the Chat tool to instruct the participant to dial the
conference number and follow the conference line’s instructions for
operator assistance. The participant will need the passcode handy.
An operator will connect them to the conference.

4 | You cannot enter the 1. Hang up and try dialing back in.

phone conference room | 5 \Make sure you dialed the correct conference line Dial-in Number and
entered the correct passcode.

Note: Some phones do not make the “right tone” and sometimes the
conferencing software cannot “hear” the passcode.

3. If the conference system you are using has an operator assistance
feature, follow the conference line’s instructions for operator
assistance. You will need the passcode handy. An operator will
connect you to the conference.

5 | Audio quality is bad or 1. Check your equipment.

is not working for the 2. If your equipment is functioning, use the Chat tool and tell everyone
session to hang up and dial back in. Type the Dial-in Number and passcode
in the Chat tool.

3. Instructors should also hang up and dial back in.

4. If the quality is still bad or the audio is not working, use the Public
Chat tool to ask the participants to hang up and dial the alternate
number.

Note: Your alternate number should be a different provider/carrier.
Use the Public Chat tool to communicate instructions with the
participants and the Private Chat tool to communicate with the
instructional team.
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6. | A participant put the 1. The non-presenting instructor should launch a Powerboard with a
phone on “HOLD” and message alerting the group that someone accidentally put their
everyone hears hold phone on hold instead of mute and to please take their phone off
music or a recording hold and hang up.

2. The non-presenting instructor should try dialing 0 for the
company/agency “operator.” (This may actually work in some
conferencing systems!) If someone answers, say, “wrong number,”
and wait for the other party to hang up.

3. If you get a recording loop, try to listen to the instructions or an
organization name. Look on the participant list and see if you can
match a name with the organization. If you find a match, the
nonpresenting instructor should email or privately call the participant.

4. If none of the above works, and it is impossible to continue, use the
Public Chat tool to ask the participants to hang up and dial the
alternate number. Type the new number and passcode into the Chat
tool and/or put up a Powerboard with the new dial-in information.

Table 3: iLinc Issues

ILINC ISSUE SOLUTION

7 | One participant cannot | 1. Instruct the participant to double-check the Reminder Email for (this
log in to iLinc session), and click the link under “Joining the Webinar.”

2. Make sure that the participant typed the same email address into
the iLinc Session Log-In screen to which the welcome email
was sent.

3. Send the participant another invitation: In your iLinc Client
Application, select “Session” from the Menu Bar, and then “Send
Invite.” Complete the information and send the invitation.

4. Direct the participants to call iLinc’s technical support at
1-800-799-4510.

8 | You cannot log in to 1. Double-check the session information.

iLinc 2. Let the other instructor know that you are having difficulties and
need for him or her to take over.

3. Make sure your Internet connection and computer are functioning
properly.

4. If your computer and Internet are functioning properly, contact
iLinc’s technical support at 1-800-799-4510.

5. If you cannot log on, and the other instructor needs a speaking
break, the other instructor should continue to show the slides and
run iLinc while you instruct from your IG. You may need to provide
verbal cues, such as “next slide” or “go ahead and launch polling
question x.x,” etc.
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9 | Noonecanloginto 1. Dial into the conference call.
iLinc (at the beginning | 2 | et participants know that there is some technical difficulty and that
of the session) you will notify technical support.

3. One instructor should continue with the session. Instruct participants
to follow along using their Participant Guides. Call out slide numbers
and PG page numbers as you go.

4. The non-presenting instructor should contact the IPER staff from the
phone list to verify the session information. If you get new log-in
information, be prepared to share that information with the group.

5. If the session information is correct, then contact iLinc’s technical
support at 1-800-799-4510.

6. IfiLincis down, continue with the session, referring participants to
their PGs and calling out slide numbers. One instructor should
periodically check to see if or when iLinc comes back up.

Note: If you are in Session 1, and you cannot resolve the issue, you
must reschedule the session because it is not possible for
participants to make up the pre-test. Inform participants that you
will provide further instructions via email. Coordinate with the
IPER staff and follow up with the participants as appropriate.

If you are in Sessions 2, 3, or 4, depending on your preference,
you may continue teaching using the PGs, or you may elect to
reschedule the session. If you elect to reschedule, coordinate
with the IPER staff and follow up with the participants as
appropriate.

If you are in Session 4 and choose to continue, but cannot
conduct the post-test, inform participants that they will be given
instructions via email about how to take the test. After the
session, coordinate with the IPER staff and follow up with the
participants as appropriate.

10 | Your iLinc freezes (or 1. Let the other instructor know that you are having difficulties and
your browser crashes) need for him or her to take over.
in the middle of a 2. Restart your computer and log back in.
session

Note: If you get an error message stating that you are already
logged in, wait for 5 minutes and try again. It takes a little time for
iLinc to realize that you are gone.

3. If you are still experiencing a problem, make sure your Internet
connection and computer are functioning properly. If your computer
and Internet are functioning properly, contact iLinc’s technical
support.

4. If you cannot log on, and the other instructor needs a speaking
break, the other instructor should continue to show the slides and
run iLinc, while you instruct as usual. Provide verbal cues, such as
“next slide please,” or “launch polling question x.x,” etc.

Final, July 2010 4



IPER Training Courses Webinar Troubleshooting Guide
Reference 05

ILINC ISSUE SOLUTION

11 | iLinc stops for 1. Check the session time. If the session has continued past the
everyone in the middle scheduled completion time, you will not be allowed to rejoin the
of a session session because the system, based on the start/stop time, will

consider the session ended.

2. If your session time is not over, let participants know that there is
some technical difficulty and that you will notify technical support.

3. One instructor should continue with the session. Instruct participants
to follow along using their PGs. Call out slide numbers and PG page
numbers as you go.

4. The other instructor should contact iLinc’s technical support at
1-800-799-4510.

5. IfiLincis down, continue with the session, referring participants to
their PGs and calling out slide numbers.

6. One instructor should periodically check to see if or when iLinc
comes back up.

Note: If you are in Session 1, and you cannot resolve the issue, you
must reschedule the session because it is not possible for
participants to make up the pre-test. Inform participants that you
will provide further instructions via email. Coordinate with the
IPER staff and follow up with the participants as appropriate.

If you are in Sessions 2, 3, or 4, depending on your preference,
you may continue teaching using the PGs or you may elect to
reschedule the session. If you elect to reschedule, coordinate
with the IPER staff and follow up with the participants as
appropriate.

If you are in Session 4 and choose to continue, but cannot
conduct the post-test, inform participants that they will be given
instructions via email about how to take the test. After the
session, coordinate with the IPER staff and follow up with the
participants as appropriate.

12 | You or a participant 1. Check the session time. If the session has continued past the
lost connection with scheduled completion time, you will not be allowed to rejoin the
iLinc and cannot get session because the system, based on the start/stop time, will
back in consider the session ended.

2. If the session time is not over, and an error message appears
stating that you are already logged in, wait for 5 minutes and try
again. It takes a little time for iLinc to realize that you are gone.

3. If the participant still cannot log in, direct the participant to call
iLinc’s technical support at 1-800-799-4510.

4. If you are not able to log in, the other instructor should take over and
continue with the session.
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Note: If you are in Session 1, and the participant cannot log in to take
the pre-test, the participant must reschedule because it is not
possible to make up the pre-test. Inform the participant that you
will provide further information via email. Coordinate with the
IPER staff and follow up with the participant as appropriate

If you are in Sessions 2, 3, or 4, tell the participant to follow along
in the PG.

If you are in Session 4 and the participant cannot take the post-
test, inform them that they will be given instructions via email
about how to take the test. After the session, coordinate with the
IPER staff and follow up with the participant as appropriate.

13 | “You are already If you or a participant crash and try to log back in to iLinc and receive an
logged into iLinc” error | error message that you are already logged in:
message 1. Wait for 5 minutes and try again. It takes a little time for iLinc to

realize that you are gone.
2. Continue to follow along using the PG.

14 | Participants cannot see | 1. Make sure that you have expanded the Feedback tool for everyone.

the Feedback Tool 2. Remind participants that the Feedback tool is on the left of the iLinc
Session Room window, in the middle, and that they can expand or
collapse the tool themselves by clicking the little triangle on the

top left.

15 | Participant complains If the participant has a weak connection, a bandwidth monitor will
that connection is slow | appear next to the participant’'s name indicating the strength of the
or that it is taking a participant’s connection as shown below:
long time for the

. - -
slides/images to load 3 — Weak connection
-0 = Very weak connection

- = Disconnected
1. Ifitis weak, let the participant know. Instruct the participant to try
logging out / logging back in.
2. Tell the participant to close other applications that they may be
running.

3. If the problem continues, tell the participant to follow along using the
PG. Call out slide numbers. Suggest they try connecting from a
different computer or Internet connection if possible.
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4. While there is no indicator alerting you if your connection is weak,
do the following:

— Close other applications you may be running.
— Do not use Application Share, as that can “eat” bandwidth.

5. If you or the participant cannot resolve the issue, call iLinc Technical
Support before the next session for advice.

16

Participant is stuck in
“zoomed-in” or “full-
screen” mode

1. Let the group know that you are going to do some quick
troubleshooting.

2. Select “Controls” from the menu bar.

3. Select “View.”

4. Select “Zoom for All” or “Full Screen for All” (this will affect
everyone).

5. Deselect “Zoom for All” or “Full Screen Mode” to put everyone back
in the default view.

17

Participant is stuck in
iLinc’s “How to Take a
Test” popupl/tab.

1. Tell the participant to look at the top of the content area.

2. Call out the tabs that they might see (Start, Session Slides, Test,
and WebSync URL).

3. Tell the participant to click on the “Test” tab (it will probably be
toward the end).

18

Participant can’t follow
along in WebSync

Remind participants that they have full control and can scroll along as
you call out instructions.
Note: Participants cannot see instructors interacting with the site

(scrolling, moving their cursor, etc.), so you'll need to call out instructions
on what to do (“scroll down,” “select this,” etc.).

19

Participants can’t see a
PDF or document that
you are sharing

Note: Depending on their computer configurations, software programs
may launch on participants’ computers instead of in the iLinc browser.
WebSync opens in the iLinc Window; PDFs and Word documents may
open either in the iLinc Window or launch a separate program on
participants’ computers.

Tell participants to look at the program buttons next to their Start Button
(Windows) and look for a new PDF or Word document.
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