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Migration’s what you need, if you want to be a records
.......... manager!

"I just save everything on our shared drive.” Many of you will have
experienced that sinking feeling when you hear those words. I know I do,
four years on from the introduction of our Electronic Document and
Records Management System (EDRMS).

I've been in this role for almost two years and I've dedicated a lot of time
to migration — no, not migrating myself to a perfect world where records
management is the top of everyone’s agenda, but migrating all of our
corporate documents into one central document store!

The introduction of our EDRMS, Meridio, was rolled out before I moved
into my information management role and a large amount of work was
undertaken by each department to migrate large amounts of corporate
information into the system at the time.

Now, Record Breakers, themed around world records, taught us a lot
about the lengths people would go to to meet Roy Castle and break world
records, but it also taught us that dedication is what you need, and
dedicated I am.

However, when I moved into my current role of Lead Information
Governance Officer - Information Management (perhaps I could break a
world record for the longest job title ever?) I was handed the
responsibility of being an administrator for Meridio. I started to panic. I'd
heard the word Meridio when I worked elsewhere in the business and I
knew we’d moved a lot of information from our shared drive, but I hadn’t
really used it much. In my defence I would say “I don’t use Meridio
because all my casework information is stored in our case management
system” - a phrase I'm now often on the receiving end of!

I quickly became aware that despite all the effort that had gone into the
migration work initially, we still had rather a lot of legacy shared drives
that contained rather a lot of corporate information. So, I made it my
mission to get work started on migrating documents we still needed into
Meridio. When I wrote “"Deletion of Shared Drives” on my ‘to do’ list I
don’t really think I knew what I was letting myself in for, especially given
I had to achieve this without any budget.
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Project Brief

Writing the project brief felt relatively straightforward - I knew what we
needed to achieve:

e Identify all remaining shared network storage areas and confirm the
relevant business owners;

e Establish if the information within the shared drive needed to be
retained for business need or preservation

e Where information met our disposal criteria — dispose of it

e Where possible - migrate information we needed to keep in Meridio
and;

e Where there was a legitimate business need to maintain the shared
drive — ensure reasons for retention were recorded

So, I had my desired outcomes down on paper but then came the hard
work - my project needed a title. It needed to be catchy, straight to the
point and bring a smile to the faces of my project board members. Then it
came to me - people never wanted to give up their shared drives, they
never wanted to say goodbye to them. So, from that day on, Operation
Astley was born. Plus my sources inform me that Rick Astley is a record
breaker in his own right, being the only male solo artist to have his first
eight singles reach the top ten in the UK. He too could have met Roy
Castle...

If I'm honest though the real hard work began when I identified and listed
all the shared drives. I obtained access to all the remaining shared drives
to identify what we had and who was the relevant business owner. I
remember this day well because I almost had to lock myself in a

darkened room when I saw all the shared drives we still had and how
much information was still held on some of them. To make matters
slightly worse some of the shared drives were still being used on a regular
basis.

Never gonna give you up.... Never gonna say goodbye....

One fully functioning EDRMS and forty-two shared drives. The numbers
were against me but I remained dedicated - I would get this migration
done even if it meant playing Rick Astley on repeat over the tannoy to
force people to give in and help me! Luckily, I didn't need to do that. I
identified business owners for the majority of the shared drives and
started the process of talking to them, explaining my aims and objectives
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and the benefits of having all of our corporate documents and records in
one place.

I tried the initial tactic of giving my meetings intriguing subjects so that
people didn't start filling their calendars up with ‘keep free’ appointments
as soon as they saw the words ‘shared drive migration to Meridio’. This
worked for a short time although word got around the business rather
quickly that I was on the migration war path!

Rather quickly after sending out my meetings requests I was being
actively avoided in the corridor and progress felt slow, but we soon
identified a few of the shared drives that met our disposal criteria and
hitting the delete button helped lift my spirits. Unfortunately, in reality,
this meant we were left with the rather large shared drives that were full
of information that was of corporate importance and might need to be
migrated...........

I decided my best option was to approach the individuals responsible for
the shared drives in question and try and come up with a migration plan
together. They were the equivalent of “"Norris on the Spot” from Record
Breakers - they had an encyclopaedic knowledge of the information they
created. After some sweet talking and the hard sell of Meridio we had a
plan - lock key individuals from certain departments in a room with
laptops and let them migrate. No seriously, that was the plan!

Many of my fellow records management colleagues will be all too familiar
with the phrase ‘I just don’t have enough time to do it’, and I appreciate
time is precious, especially when you have targets to meet and deadlines
to comply with. However, good records management is key to good
business practices and we therefore needed to make time for it.

I booked out rooms, borrowed laptops from IT and booked out days at a
time in people’s calendars. To show it was something I was willing to help
with, I booked out my time as well and made myself available for every
migration session we had. I could assist with decisions on retention and
disposal, create new folders or even just be there to make tea. I wanted
migration to be successful but I also wanted it to be a joint effort between
departments to achieve a common goal.

Progress was good — we were migrating information to Meridio, the
shared drives had been locked down for read only and so Meridio was
being used to add new content as well. Staff could see the migration pile
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decreasing and they could see the benefits of using Meridio as it became
more commonplace - a triumph in my eyes!

My action plan had been successful with our Human Resources
department as their shared drive slowly emptied out, so I moved on to
our Legal Team. I used the same action plan - showed them how to
migrate efficiently, stocked up on tea bags and didn’t perplex them with
the only question Norris McWhirter couldn’t answer on Record Breakers,
“"Which tree has the most leaves?” for those of you who are still with me.

As I am sure you can imagine, work is still on-going in this area, but we
have made excellent progress and I would go so far as to say we have
broken some records (they might be slightly made up so I'd ask you to
just go with it....)
e Only 4 shared drives now remain that contain information that
needs to be migrated
e We have only 5 shared drives that contain information that cannot
be migrated to Meridio
e We still have only one Meridio but it holds over 250,000 corporate
documents and records
e People at work don't dislike me too much (at least I don't think they
do!)
e I've avoided getting in any trouble for locking senior staff in rooms
and forcing them to carry out migration work!

On a serious note, I think the importance of information and records
management has been really highlighted across the business by this piece
of work. People have been able to see the day to day benefits of using our
EDRMS for sharing knowledge as well as complying with our legal
obligations for themselves. Also, I've seen a keen interest in records
management that you don’t usually see unless you meet up with other
IRMS members!

Although the work in this area isn't complete yet I can see light at the end
of the very long tunnel and I think this migration work has been a really
positive step forward. The next record to break is the transfer of
information to The National Archives for permanent preservation, but
that’s a whole other story....
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