HMS
Work Request for Conservation and Digitization Services
Standard Operating Procedures

   _________________________________
	
[image: ]    
      _________________________________

	
	Prepared by:

	
	HMS Operating Procedures Working Group


NATIONAL ARCHIVES AND RECORDS ADMINISTRATION
June 7, 2012
  Version-1.1

Document Change Log

	HMS  Processing Standard Operating Procedures Change Log

	Version
	Date of Change
	Sections Impacted 
	Summary of Changes
	Changed by

	1.1
	6/7/2012
	
	Updated term “risk assessment” to “needs assessment”.
	· Allison Olson




Work Request for Conservation and Digitization Services
· Asks for work to be completed in the near future or flags future work as “deferred”.
· Documents which records will be sent to the lab and when they are returned.
· Documents what work is desired.
· Documents what work is completed. 


Work Requests in HMS do not replace communication between the archival units and the labs.  Each lab will continue to complete work based on their annual plans and smaller unplanned projects.   Requestors will create work requests for Digitization Services or Conservation and then send their lab contact an email to let them know it is in the system.  If requestors have any questions about the work, contact Digitization Services or Conservation. 
Part 1- Requesting person
1. Go to the Record Entry Tab.
2. Query for the record entry.
3. Click on the lower level Needs Assessment Tab.  Check that a corresponding needs assessment exists if required.  A need assessment is required before creating a work request with preservation actions, except for single or scattered records where the whole record entry has not been evaluated.  Single or scattered records may occur when records are selected for exhibit, when a researcher has trouble accessing specific records, or in other similar cases.  If no needs assessment exists and is needed, create one by following the HMS SOP for Needs Assessment.
4. Click on the Needs Assessment ID hyperlink of the New or Active needs assessment. Check that the needed preservation actions are entered on the needs assessment.  Update the needs assessment if needed.
a. Return to the Record Entry Tab by clicking the back button on the browser. 
5. Create all folders or items needed for the work request. Follow the HMS SOP for Populating Containers.
6. To create a work request including all the containers in a record entry 
a. Click on the Record Entry on the Record Entry List Applet.
b. Click the Create Work Request Button.
Or
7. To create a work request with some of the containers in a record entry
a. Click on the lower level Assets Tab under the Record Entries Tab. 
b. Highlight all Containers that need work.
c. Click Create Work Request Button.
 		Or
8. To create a work request with a folder or folders. 
a. Click on the lower level Assets Tab under the Record Entries Tab. 
b. Click on the Asset ID Hyperlink of the container. 
c. Highlight all the needed Folders. 
d. Click Create Work Request. 
Or
9. To Create a Work Request with items from the same folder
a. Click on the lower level Assets Tab under the Record Entries Tab 
b. Click on the Asset ID Hyperlink of the Container.
c. Click on the Asset ID Hyperlink of the Folder. 
d. Highlight all the Items to be placed on a work request 
e. Click Create Work Request. This creates a work request and the highlighted items become Selected Assets on the work request.
Or
10.   See Appendix A for instructions to create a work request with records from multiple record groups or multiple record entries or to add records from multiple record groups or record entries to a work request.
11. Change Work Request Type to Preservation or Reformatting.
12. If Work Request Type is Preservation, select Justification.
13. Select Project Name, if applicable.  Project Names are on a pick list based on Projects created by your unit on the Project Tab.  The Project Name only shows when the record groups listed for the project matches a record group on the work request.
14. Enter Description, a short identifier of the work request. This is generally used like a nickname for quick identification.   
15. Enter Comments, such as who to contact to return the records and any local work numbers.
16. Change the Priority to The Archivist, High, Medium, or Low.
17. Select Vendor, if work will be completed by a vendor.
18. Enter Due Date, if needed by a certain date. 
19. Click Task Plan Tab. 
20. Click the New button next to Task Plan
21. Enter Task Plan. Tasks plans are the same as the preservation actions on the needs assessment plus a few additional actions.
22. Enter Description of the task plan to explain specific requirements.
23. Enter the Number of Pages for Textual/Cartographic/Still Images Preservation Copy or Access Copy.  This is the number of scans needed. If both sides of a paper are scanned that is two pages. Count any size page as one.  
24. Enter the Batch # on the Task Plan, if needed. See Appendix B for information on batches.
25. Enter the Sequence # if needed.  They put the task plans in the order they should occur.
26. Create as many task plans as needed for one assigned unit.
27. Enter Assigned Unit.  Don’t assign the work request to the unit until the records are ready to come to the lab.
28. For NWTD (Conservation) and NWTS-PI (Photo Imaging Lab in Digitization Services) enter the Lab Location of A1 or A2 depending on which building the records are being sent to. 
29. If the same records are going to multiple assigned units, click the Copy Work Request button to create a work request with the same assets and task plans. Revise so that the correct assigned units and task plans are listed. 
30. Email the unit that the work request is ready.  The work unit can only see the work request once they are listed in the Assigned Unit.  Double check that the correct assigned unit is entered.
31. When the unit asks for the records, bring a printed copy of the Work Request Report with the records. If the units are not ready for the records from a large ongoing project, change the Work Request Status to Deferred after consulting with the work unit.
32. Skip to Part 3 of the SOP for how to retrieve the records from a lab and Part 4 for how to handle movement of the records when they are in a lab.



Part 2 The staff from the work unit completes these steps after the requesting unit creates a work request and enters the assigned unit. 
1. Go to the Work Request Tab.
2. Query for the Work Request ID.
3. Click the lower level Task Plan Tab.
a. Looks over the work request to see if there are any problems. Is a needs assessment listed if preservation actions are involved? A needs assessment is not required for single or scattered records where the whole record entry has not been evaluated.  Are the requested actions the correct one?  Do the preservation actions requested on the needs assessment match the task plans on the work request? Is the correct project listed?
4. Contact the requestor to bring the records to the lab. 
5. Optional: update the Receipt Status to Pull Materials.  
a. On the lower level Task Plan Tab, scroll to the bottom of the screen until you see the assets listed. 
b. Changes Receipt Status for each asset to coming to the lab to Pull Materials.
6. When the records arrive at the lab, update the Receipt Status for all received assets.
a. On the lower level Task Plan Tab, scroll to the bottom of the screen until you see the assets listed.  
b. Changes Receipt Status for each record in the lab to Received in Lab. This acknowledges conservation or digitization services custody of the records.  
7. Change Work Request Status to In Progress. 
8. Optional: Create batches to assign containers to staff or document records receiving different task plans as needed.  Lab staff can assign each task for a batch to a specific employee.  See Appendix B for more information about batches.
9. Update Task Plan Status to In Progress when work is started.
10. Conservation only: create Tasks under the Task Plans to document the treatment steps taken.  Tasks can be from the pick list or free text. 
a. Change the Status for each Task to Completed when the work is done.
11. On the Work Log Tab of the Work Request, individual staff members or a designated individual reports the Actions Completed, Numbers of Units, and selects the Type of Units, the Month, and the Year.  Conservation enters in Hours the number of hours of work. Digitization Services does not enter the Hours.
12. Attach reports about the work to the Work Request. Conservation attaches pdfs of the signed treatment proposal and the treatment report.  

a. Click lower level Attachment tab.
b. Click New Button.
c. Click the icon in the field and search for the desired file.
d. Click Ok.
13. Change Task Plan to Completed, when finished with the work.
14. Change Receipt Status to Awaiting Pickup. This means that Conservation or Digitization Services has completed the part of the work for which the records are needed.  Contact requestor to return records. 
15.  See Part 4 for information about moving records while in the lab’s custody.


Part 3 Requesting Staff completes the Work Request.

1. Changes Receipt Status to Returned to Unit next to each selected asset. This indicates the requesting unit has custody.
2. Change the Work Request Status to Closed when all material is picked up from the Work Request.  
3. Change the Asset Status to Available indicating the records are on the shelf. 
4. Go to Needs Assessment Tab and update the completed actions if needed.

Part 4:  Moving records while in lab custody. 
In the event, records in the labs are moved between buildings:
1. The lab staff changes the Lab Location at the header level to the new building A1 or A2. 
2. If different records on the same work request are in different buildings, the Lab Location at the header level is changed to A1 and A2.  
a. Then next to each Selected Asset enter which Lab Location they are in. 

In the event, records need to be temporarily removed from the lab and other records remain in the lab:
1. The person picking up the records changes the Receipt Status to Temporarily Released. 
2. The person picking up the records must document the new location with a work request.
3. When the record is returned to the lab, the lab staff changes the Receipt Status to Received in Lab. 

In the event, an item or folder in the lab needs to be separated from its container: 
1. The person picking up the records must create the folder and item if they don’t exist in the system.
2. The person picking up the records adds the folder or item to the work request, making it a Selected Asset. See Appendix A for instructions.
3. The person picking up the records changes the Receipt Status to Returned to Unit if the records are permanently leaving or Temporarily Released if the records will come back to the lab. 
4. The person picking up the records must create a new Work Request to document the records new location if applicable. 

Appendix A
Create a work request with records from multiple record groups or multiple record entries or add to assets from multiple record groups or multiple record entries.
1. Enter all records in HMS first.  
2. Click on the Work Request Tab.
3. Click New to creating a new work request. Add all required fields including the RG for all assets. 
                    Or
4. Select the existing work request to add additional assets.
5. Click on the lower level Asset Tab
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a. The RG that has the arrow next to it has its record entries displayed in the Asset Tab.
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b. Find the record entry of the records and click on it.  The record entry with the arrow next to it has its containers displayed to the right.
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c. The System automatically shows all containers in the record entry. To find the folders or items. Select Folders or Items from the Show pick list. 
d.  Click Add button next to the asset. 
or  
Add All Assets button to add all the assets.
 
e. Repeat steps until all needed Assets are selected.

Appendix B
Batches

Batches allow different assets on the same work request to receive different Task Plans or document different tasks or employees who work on them. Batches are not required. If  batches are not filled in all records receive all task plans.  All assets with the same Batch Number receive all the task plans with the same Batch Number. 
Each asset and each task plan can only have one Batch Number.
1. Go to the Work Request Tab lower level Task Plan Tab.
2. Enter the Batch Number next to the task plan.
3. Enter the Batch Number next to the asset.

To enter the Batch Number for multiple assets:
1. Go to the Work Request Tab near the top, enter the Batch Number.
2. Highlight all the containers to receive that Batch Number. 
3. In the lower level Selected Asset Tab, click Assign the Batch Number button. 
4. Repeat until all Batch Numbers are assigned.
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