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PURPOSE

To instruct state of Michigan (SOM) agencies about the use of the File Analytics
Service to clean-up electronic records storage locations, and the process for
acquiring the service.

APPLICATION
Executive Branch Departments and Sub-units and all other state operations that
need to review electronic storage locations for clean-up.

CONTACT AGENCY

Department of Technology, Management and Budget (DTMB)
Office of Support Services (OSS)

Logistics and Operations Support (LOS) Division

Records Management Services (RMS)

3400 N. Grand River Avenue

P.O. Box 30026 Lansing, Ml 48909

Telephone: 517-335-9132
Email: recordscenter@michigan.gov

Website: https://stateofmichigan.sharepoint.com/sites/SOM-SPC-Records-
Management

SUMMARY

State of Michigan (SOM) agencies generate a lot of electronic records that are
categorized as unstructured data. Unstructured data may include, but may not be
limited to, word processed documents, spreadsheets, email, digital images,
electronic presentations, and other documents with flexible content and formats.
These electronic records are stored in a wide variety of locations.

In an effort to help SOM agencies adequately maintain their records and dispose of
them (either destroy or transfer to the Archives of Michigan) in compliance with their
approved retention periods, DTMB Records Management Services (RMS) offers a
File Analytics Service to assist with the use of a tool called OpenAxes Radar (OAR).
OAR can scan designated storage locations to find and sort redundant, obsolete,
and trivial (ROT) records and facilitate the records’ proper disposal. With
permissions granted from the agency, OAR can scan shared drives (NAS, SAN, and
Isolon), and M365 data storage locations (SharePoint, Exchange, OneDrive).

Administrative Guide to State Government Page 1 of 3
Procedure: 0910.13 File Analytics


mailto:recordscenter@michigan.gov
https://stateofmichigan.sharepoint.com/sites/SOM-SPC-Records-Management
https://stateofmichigan.sharepoint.com/sites/SOM-SPC-Records-Management
https://stateofmichigan.sharepoint.com/sites/SOM-SPC-Records-Management/SitePages/Schedules.aspx
https://stateofmichigan.sharepoint.com/sites/SOM-SPC-Records-Management/SitePages/FileAnalytics.aspx

APPLICABLE FORMS
None.

REFERENCES
File Analytics Service Charter

PROCEDURES

Agency

¢ May decide to have its electronic records storage locations analyzed
to identify ROT records that are eligible for disposition (either hard
deletion or transfer to the Archives of Michigan).

e Fills in and submits a charter to use the File Analytics Service to RMS.

¢ Identifies the records series from an approved records Retention and
Disposal Schedule that may apply to records stored in locations to be
scanned.

e Signs the charter when received for approval from RMS via the SOM
eSignature tool.

e |dentifies the storage locations that will be scanned by OAR and
authorizes OAR to access those locations for the scan automation
account.

e Can opt to conduct a ROT scan only, or a full content scan. If a full
content scan is conducted, identifies any unique search criteria that
will be used by OAR when scanning the designated storage locations.

e May assist RMS with OAR configuration and testing to ensure the
scan meets the agency’s needs.

e Reviews the file audit generated by the OAR scan (via the web portal
dashboard) and recommends what action (disposition or continued
retention), if any, should be taken on the files using the dashboard in
a timely manner.

e May approve or reject the recommended actions (disposition or
continued retention) for the files in accordance with the timeline
established by the service charter.

e Shall not use the service for longer than the timeline established by
the service charter.

Records Management Services

e Provides a File Analytics tool for SOM agencies to use, maintains the
authorization for the tool to operate, addresses functionality issues
with the tool, and ensures vendor compliance with the contract.

¢ Reviews the charters submitted by agencies that want to use the
service and routes them for approval using the SOM eSignature tool.
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¢ Notifies agency’s Records Management Officer that the agency is
starting a new File Analytics project.

e Provisions the agency’s reviewer and approver accounts in OAR after
the charter is signed.

e Provides user training about the functionality of OAR.
e Works with the agency suggester to configure the OAR scan.

e Conducts the OAR scan, generates the file audit, notifies the agency’s
suggester that the file audit is ready to be reviewed in the web portal
dashboard.

e Monitors the review and approval of the file audits during the review
period and assists the agency with any potential questions.

e Executes the approved actions (disposition or continued retention)
authorized by the agency.

e If records are identified as “archival”, connects the agency with the
Archives of Michigan (govarchives@michigan.gov) to assist in the
transfer of records for permanent preservation.

e Operates a File Analytics Help Desk (dtmb-
imagingservices@michigan.gov) and website to assist users of the
service.

e Closes the reviewer and approver accounts when the project ends.

*kk
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