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1. Introduction

The purpose of the Universal Archiving Module (UAM)to simplify the incorporation of
records and their descriptions into the agencyesbnic Records Management System
(ERMS), converting them to a format that matchegiirements, and forwarding those with
an archival value to the public archive.

1.1 Glossary

Archival creator — a legal or physical entity whasgivities result in the creation and
accumulation of records that form an archive.

Archive — a comprehensive assemblage of recorddemier received in the course of the
archival creator’s activities.

Project — the process of preparing a set of recandstheir metadata for delivery into the
National Archives’ digital repository.

Public archive — the National Archives of Estonmd &s subdivisions.

DEC - Document Exchange Centre, a record tranafgrament which allows for secure
exchange of electronic records between differeriREsystems.

UAM — Universal Archiving Module.

UAM ID - unique reference code created within UAM.

ERMS classification code — Classification code usetie ERMS to identify description

units and records.

Migration — the process of converting computersfilom an obsolete file format to a new file
format to overcome software obsolescence .

Validation — the process of checking data agaiedam criterion / set of rules.

Metadata — data about the data. For example a demide can be described by metadata
elements like file name, size, format, etc.

Archival format — a file format used for long-tepreservation of digital files. In Estonia, the
list of archival formats is available in the Nat@birchives’ digital archival system strategy
and archival guidelines.

Archival structure — the hierarchical classificatistructure used to classify single records at
archives. The classification levels at the Natiohahives of Estonia are: archive/fond > sub-
archive/sub-fond > function > series > sub-series.

Record container — an XML container designed todfier the record and its metadata into the
National Archives’ digital repository.

2. General Instructions

2.1 Form buttons

Each input form has its own set of buttons. Howgseme buttons repeat across forms, with
the same functionality (Save, Delete, Print, Mark).

The SaveandPrint buttons are always active (if the form has besedat least once), and
can be clicked. Other buttons may be inactive mesgircumstances, if the corresponding
action is not allowed (for example, the archivaator cannot be deleted if it is the parent for
at least one archival project). The circumstanoeshie inactivity of buttons are explained
separately in each form’s description.

Save(available on all forms) — saves the form. Mandafelds (marked with an *)
must be filled first.
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——~! Add archival creator (available on archival creator form) — opens afon add an
archival creator.

! Add project (available on archival creator form) — opens afto add a project. The
archival creator form must be saved first. Only pngect can be open at a time.

_l—| Copy project (available on project view) — used to copy a @bje

@ Print (available on all input forms) — used to printfodata. The current form must
be saved first.

— Delete(available on all input forms) — deletes the opbject and its sub-objects. The
form must be saved first.

|
==*! Add sub-fond (available on fond form) — opens a form to addla®nd. The fond
form (or previous form) must be saved first.

=

== Add function — (available on fond form) — opens a form to addrection. The fond
form must be saved first.

™+ | Add sub-function (available on function form) — opens a form to adslib-function.
The function form must be saved first.

=

== Add series(available on function form) — opens a form to adskries. The (sub-
)function must be saved first.

ey
~ Add sub-series(available on series form) — opens a form to addtaseries. The
series must be saved first.

T

' Add dossier(available on series form) — opens a form to addssier. The project
must be approved and the (sub-)series must be saved

=5

Create relationship (available on fond, function, series and dossemtk) — creates a
relationship between a previously marked objecttardselected object. Requires a creation
purpose (the Description field). The selected abgdustory will be updated with the
provided description.

Merge (available on fond, function, series and dossiemt) — the button is only active
when another same level object is marked. It isipéssto merge only objects that are in the
same level or object and its sub-object.

-
= Add as child (available on fond, function, series and dossiemt) — the marked
record will be moved and made a child of the sekkcécord.

D Mark (available on fond, function, series and dossiemg) — the selected object will
be marked.



Upload new file (available on file form) — the button is only shoum the file form. An
imported file that is not in an archival format damreplaced with a new file.
Open computer file (available on file form) — the button is only show the file
form. It opens an imported file with default soft@a
1
Save computer file on medigavailable on file formy-the button is only shown in the
file form. The file can be saved to a local drive.
@ Cancel work on the form (available on all input forms) asks the user to confirm, and
if so, cancels unsaved changes to the form.

Open file — the button is shown when viewing the contenthefrecord container in
the file form. The file can be opened.

2.2 Adding a New Row
There are two ways to add a new row:
e Save the entire form (clicRave
e Pres<£nter on your keyboard.
Access restrictions

Restriction type Valid from «  Valid until Duration of restriction  Source of restriction

#

¥ Sensitive and private personal ... EZDDD year v 2075 year 75 years The source of restriction
Restriction set by transferrer 15, 10,2000 date 15. 10,2050 date 50 years The source of restricti...

If the mandatory fields have not been filled, thgstem will produce a warning and highlight
the empty mandatory fields in red.

Access restrictions
Restriction type "'.i'alil:l from  \alid until Duration of restriction Source of restriction
T Resfricton setby tr... = 15,10,2000 date 15, 10,2050 date 50 years [x]
| Error | -
Access restrictions from s
Restriction type {Ql This line contains errors. Do you want to make corrections? E" Source of restriction

LYo | No

Copyright and intellectual =

Clicking Yesin the warning window will let you correct the daClicking on the red icon
will display the details of the error.

Clicking No in the warning window will erase the entire rowf{just the part that was left
empty).

2.3 Deleting Data in the Form

To delete rows in the form, click on the row younivtb remove and press tBeletekey on
your keyboard.



2.4 Sorting

The data in the form can be sorted (within onello€o do this, click on the column header.
Access restrictions

Restriction type « Valid from Valid until Duration of restriction | Source of restriction

#

¥ Sensitive and private personal ... EZDDD year - 2075 year 75 years The source of restriction
Restriction set by transferrer 15. 10,2000 date 15.10.2050 date 50 years The source of restricti. ..

An arrow will appear in the header of the columat tis used to sort the data.
Right-click on the column header to see the varsmrting options.

Access restrictions
Raotuictiac touna —_u=lid from Walid until Duration of restricion | Source of restriction

. Sort Ascending

Z || 5ort Descendin
b5 AJ’ 9 year v { 2075 year 75 years The source of restriction
Farsoning . 2000 date 15.10, 2050 date 50 years The source of restricti. ..

Accl = Group By This Colurnn

=is== Show Group By Box Valid until Duration of restriction Source of restriction

Remowe This Column
Column Chooser
il Best Fit

Best Fit (all columns)

grictions (IPR)
Filter Mode 4

he Foundation Description

Sort Ascending— rows are sorted by column contents, a>z.

Sort Descending- rows are sorted by column contents, z>a.

Clear Sorting — the previously applied sorting is removed.

Group By This Column — the data is grouped by the contents of thisroalu

Group By Box — the data is grouped by the contents of multplemns.

Column Chooser— used to move columns.

Best Fit— the column width will be adjusted based on thatents (to best fit the data
on the screen).

Sorting is only visual, and will not be carried ote a printout.

2.5 Archival classification tree view options
The following buttons are available above the df&sdion tree:

U- Expand branches- clicking the icon will open active brancheshe tlassification
tree.

E“ Expand all branches- clicking the icon will open all branches in ttlassification
tree.

EJ - Collapse branches- clicking the icon will collapse active brancheshe
classification tree.

- Collapse all branches- clicking the icon will collapse all branchestbé
classification tree.

Example of a classification tree modification opso
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Clicking thePlus sign will open the classification tree and dispilag object’s sub-elements.

Right-clicking on the name will open the contextrme

e Delete— the objects marked in the menu (and their sybett) will be deleted. Please
note: the system may not delete an object thgtés conly objects selected in the
menu. Please note: there is no way to deleterhi@sually.

e Mark —the selected objects will be marked.

e Add as child— the marked record will be moved and made a dfittie selected
record.

e Merge - only visible when a different object of the satyyge has been marked. Only
objects of the same type or an object and its fippecbcan be merged.

e Create relationship— a relationship will be created between a preslipmarked
object and the selected object. The provided detsani will be added to the selected
object’s activity history.

To select multiple objects from the classificattoee, hold dowrCtrl (to select individual
objects) orShift (to select a range of objects) while left-clicking.

3. Working with the application

Below you can see the general workflow. You muattstour work with describing the
archival creator before you can construct an aettstructure.

Describe the Describe an D?SC”be the Validate your
: : . archival structure . ;
archival creator archival project archival project

metadata
_ Upload the Get approyal for
Validate your : . the archival
- g archival material Correct errors
archival project structure from the

metadata - .
national archive
B
National archive can ask

you to make some changes
Send your archival in your project

Correct errors «% project to the

national archive

Drawing 1. General workflow.

Sending your archival project to the national arehs the last step you can perform with this
application. Official confirmation that the currgurbject is successfully completed is given
by using external communication tools.

3.1 Describing the Archival Creator

The archival creator can be described both manuatiy by importing a description in the
XML format from the National Archives.



3.1.1 Manual Description
Open theFile menu and sele&dd archival creator. The archival creator addition form type
window will open.

=

Select archival creator type

Organisation

Person

Drawing 2a. Archival creator description type satat

There are choices “Organisation” and “Person”. Gimogpone of the options changes only the
names of description elements of an agency/archreator. The next screenshot shows a

form of choice “Organisation”.

=2 E =i e

Archival creator
IDENTITY | DESCRIPTION | FUNCTIOMS | IMTERMAL STRUCTURE | HISTORY | RELATIONSHIPS | DESCRIPTIOM COMTROL
Official names
Mame Valid from Valid until

#
¢ Company X 01.01.2011 date

Official name abbreviation
Mame Valid from Valid until

Official names in foreign languages
Mame Valid from Valid until Language

Reqistry code

Reference code *  ERA.15

Drawing 2b. Archival creator description form.



To save the data, at least the mandatory fieldsk@dawvith an *) must be filled. In addition,
at least one official name form must be added.

The inactive buttons on the form are:

All exceptSaveandCancelif the archival creator has not been saved.

All exceptSaveandPrint if the archival project has been marked as appgtove
Add sub-creator always if it's the sub-archive creator form.

Deleteif the record has a project or sub-creator astegtiaith it.

3.1.2 Adding an Archival Creator from an XML File

Open theFile menu and sele&dd creator from XML . The browser will open the file
selection window.

Open

Look in: |‘{jtest £| 0 & e M-

&

Ity Recent
Cocumerts

!

e
A1)
]
%
o
=

g

My CDiocuments

L.ﬁ-;

Ity Computer

-

File pame: ABC.123_[2010-11-08_16-07-47}ath v [ Open |

My Network | Fies of type: [ = arh) v| | Cance |

Drawing 3. Adding an archival creator from an XMlef

Determine the location of the file to be importedlect the file, and clickpen. If the XML
is valid, then the general view of the archivalatoe will be populated with the data from the
file, including all sub-creators.

Archival creator |

Tree
R ] Creator ABC

i Sub-Creator 1
f Sub-Creator 2
Drawing 4. Archival creator general view.

3.1.3 Updating the Archival Creator and Sub-Creator Data
Updating the archival creator data is only possitiée the archival structure is unapproved
(seeStarting a new archival projectOnce the archival structure has been approthedorm
is locked and the data cannot be changed.



To update the creator data, open the archivalarganeral view (left-side menu) and click
on the archival creator's name. The right-side wimdvill display the archival creator form.

3.2 Describing the Archival Project

In the context of the UAM, project is the transfer of deliverable records to the mubli
archive.

3.2.1 Starting a New Archival Project

To create a new project, open the archival creatsub-creator view and cligkdd project.
The data entry form will open.

= = |55 |1 || ©

Project

Project name *

Authar's first and last name *
Location

Position *

Agency *

Archival list Mo.

First folder Mo.

Creation date 16.11.2010
Modified

Transfer date

Transmission description

Drawing 5. Project adding view

Dates cannot be filled manually, they will be auatically populated by the system:
e Creation date— the date when the project was created.
e Modified — the date when the project was last modified.
e Transfer date — the date of the project’s last transmission.
e Transmission description— whether the document was transferred via the DE&h
XML file was created.

The project status selection affects the UAM'’s vadrain the future (the behavior differs
between the LITE version and the standard version).

The LITE version does not include the project sta@and thereforeloes not include the
limitations based on the project status.
e Changing the archival creator data
o The standard version allows changes to the archreator data only while all
of the creator’s projects are iArchival structure unapprovear Project
transferredstatus.
e Changing the archival structure.
o The standard version can only change the archiuadtsre when the project’s
status isArchival structure unapproved
e Changing dossiers, including record managemenb$sidrs
o The standard version can add and merge dossielsingebrted records to
dossiers and delete records from dossiers only wihenproject status is
Archival structure waiting for approvalr Archival structure approved

10



e Validation of mandatory fields for archival strucwnits corresponds to the standard
version’s validation when the project statugishival structure unapproved.

e Mandatory unit fields are subject to the same adiah rules in both the LITE version
and the standard version. Validation of mandateejd$ does not depend on the
project status.

The inactive buttons on the form are:
e Open, Transfer, Print, Copy, Deleteif the project has not been saved.

3.2.2 Updating the Archival Project Data

To update the archival project data, go to thevattareator general view (in the left-side
menu) and click on the project name. The projechfwill open in the right-side window.

3.2.3 Copying the Archival Project

A new archival project can be initiated by copythg existing project. Open the archival
creator view and clickCopy project. The project description form will open. Since tisig
new project, the fields in the view must be filledh the required data. Once that is done,
click Save

HE=2 @ We

Project
Project name * Copy
Author's first and last name * | John Smith
Location Estonia, Tartu
Position * archivist
Agency * The National Archives of Estonia
Archival list Mo, 1
First folder Mo, 1
Creation date 16.11.2010
Modified 16.11.2010
Transfer date

Transmission description

After the form has been saved, the archival cre&agmneral view will include an option for
the newly copied project.

Tree
BEEE
= ::»_v:' Creator ABC
A Sub-Creator 1

-~
+- ih Sub-Creator 2

-

& Preject Mo 1
All data down to the series level will be copiedrrthe selected archival project to the new
project.

3.3 Describing the Archival Structure Metadata

There are three ways to enter the archival strachetadata:
e The user will create functions and series in theMUanually, by entering the data in
the corresponding views.

11



e The user will import the series and functions fribre agency’s document
management system (see sectiobd@ding series/function metadata into the UAM

e The user will import the archival structure from>aiiL file (see the sectioQreating
an archival structure from XML

3.3.1 Fond level description

Open the project (th@pen button in the archival creator project form), andhe archival
structure general view, click on the fonds namee iitetadata description form will open.
To add a new sub-fonds, open the (sub-)fonds fartnctick Add sub-fonds

B |83 | | (=) O

IDENTITY STATEMENT | CONTEXT | CONTENT AND STRUCTURE | COMDITIONS OF ACCESS AND USE | RELATIONSHIPS | DESCRIPTION CONTROL
UAM ID ERA.15

FMNS = ERA
Previous FNS
Title * Fond
Limit dates 2000-2005
Amount
Amount 4« Unit

#*

Keywords that describe the transfermed material

Keyword »
#*
Date modified 05.10.2011
Number of objects Series: 1, Dossiers: 1, Records: 2, Computer Files: 4

Drawing 6. Fonds metadata

An approved archival structure requires that the fields Scope and Content and System of
Arrangement be filled.

TheActions table cannot be filled manually. The data willibgerted automatically when an
object is merged, added as a child, or deletedmipla if two functions are merged into one,
the new function’s actions table will contain a nastion:Function merged: 1.1.1
Function_Name.

The inactive buttons on the form are:

e All exceptSaveandCancelif a new sub-fonds is being added, and the viesvritd
been saved.

o All exceptSave Mark , Print andCancelif the archival project has been marked as
approved.

e Create relationshipif no other object has been marked.

e Merge if no object of the same type has been marked.

e Add as childif no series/function has been marked.

3.3.2 Function level description

To describe the metadata of an existing functientogthe archival structure’s general view
and click on the function’s name. The metadata rgesan form will open.
To create a new function, open the (sub-)fonds fanch clickAdd function.

12
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B 22| «||de M@ @ es =

Function
IDENTITY STATEMENT | COMNTEXT

Function Mo * 1
ERMS Reference Mo,

Title = Function
Meta
Table | %ML

Parameter « Value

Actions

Action performed by | Performers role Description Action time -

Date modified 05.10,2011

Mumber of objects Series: 1, Dossiers: 1, Records: 2, Computer Files: 4

Drawing 7. Function metadata
To save the data, at least the mandatory fieldsk@dawvith an *) must be filled.

TheActions table cannot be filled manually. The data willibgerted automatically when an
object is merged, added as a child, or deletedmipla if two functions are merged into one,
the new function’s actions table will contain a nastion:Function merged: 1.1.1
Function_Name.

The inactive buttons on the form are:
¢ All exceptSaveandCancelif the function has not been saved.
o All exceptSave Mark , Print andCancelif the archival project has been marked as
approved.
Add function, always if this is a sub-function form.
Create relationshipif no other object has been marked.
Merge if no object of the same type has been marked.
Add as childif no series/function has been marked.

3.3.3 Series level description

To change the metadata of an existing series, thygearchival structure general view and
click on the series name.

To add a new series, open the (sub-)function farchselectAdd series In both cases, the
metadata description form will open.

13
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IDEMTITY STATEMENT | CONTEXT | CONTENT AMD STRUCTURE | CONDITIONS OF ACCESS AND USE | RELATIONSHIPS | DESCRIPTION CONTROL
UaMID = ERA.15-1- |1

ERMS reference code

Title * Series
Limit dates 2000-2005
Amount
Amount «  Unit

#

3 100.00 box

Keywords that describe the transfemmed material

Keyword "
#
Date modified 05.10.2011
Mumber of objects Dossiers: 1, Records: 2, Computer Files: 4

Drawing 8. Series metadata
To save the data, at least the mandatory fieldsk@dawvith an *) must be filled.

TheActions table cannot be filled manually. The data willibgerted automatically when an
object is merged, added as a child, or deletedmipla if two Series are merged into one, the
new Series actions table will contain a new acti#eries merged: 1.1.1 Series_Name.

The inactive buttons on the form are:
¢ All exceptSaveandCancelif the series has not been saved.

e All exceptSave Mark , Print, Add DossierandCancelif the archival project has
been marked as approved.

Add series always if this is a sub-series form.

Create relationshipif no other object has been marked.
Merge if no object of the same type has been marked.
Add as childif no series/function has been marked.

3.4 Uploading archival descriptions

To upload metadata to the UAM, open the previousiated project (on the archival creator
general view, click on the project name), opengifigect menu and selecbad data.
Next, make a selection:

e From individual computer file — select and upload a single file.

14



Open @

Loolk in: |kf',\test V| 0 ? 2 -

@ ABc.123 [2010-11-08_156-07-47).arh
@l Function_and_series_descriptions, xmi

My Fecent & Dossier_descriptionsz, xml
Cacumerts |2 Records_and_computer_files. xm
Deskdop

File pame: | Function_and_senes_descnptions xml W | Cpen

I;-_-. ‘g
.3—5._ J 5 =
@ 1 Ek
= =3 e
& 3
[

My Netwark Files of tvpe: (i) v! [ Cancel ]

Drawing 9. Series/function XML selection view
or

e From folder — upload an entire folder.

Browse For Folder

B ) test
= ) test?
= ) test3
I test4
D tests 1 =
D testa 2
= I3 tests

o
[

el A M

(>

[

[Make Mew Folder ] Ok H Cancel ]

Drawing 10. Series/function XML folder selectiorewi

To import, all files in the folder and its subfotdemust be in a valid format. If a file in an inwal
format is found, the import will fail and no filegll be uploaded to the UAM. The UAM will display
an error message.

If the data has been imported successfully, theommeport is displayed and thaport
window will display the data from the XML contert.list of imported data will also be
displayed.

15



Import
(=] gﬂ 1 - Institution management
= 1.1 - Administration
g& 1.1-1 - Meeting minutes of rectorate
=« 1.2 - Organization and directing
ga 1.2-1 - Economical declarations

Ze 1.2-2 - General plans
g& 1.2-3 - Work plans of institutes
= Eﬂ 2 - Rezearch
gﬂ 2-1 - Statistical reports
Ze 2-2 - Protocols

Drawing 11. Imported series

The imported series/functions can be opened (lckialy on the name) and edited. The
metadata editing form will open (see sectiscribing the Archival Structure Metadgta

3.4.1 Creating an Archival Structure from XML
Open the archival project. Open the project menudick Select data> Load archival
structure. A browser window will open to select the file.

Open

Look in: |';jtes1 v| 0 o v

&

Wiy Recent
Ciocuments

X

My Documents

My Computer

-

ABC.123_[2010-11-08_16-07-47}.arh vl | open |

File name:

by Network | Fles of ype: | ah) v [ Ccomca |

Drawing 14 *.arh file selection view

The UAM will verify the input file and read the fation and series metadata from it. If the
input file is invalid, the UAM will display an erranessage.

16



3.4.2 Connecting Imported Series/Function Data to the Archival
Project
Imported data must be added to the project manugtlg project archival structure must be
unapproved.
Select the series/function, then right-click anéseVark .

e To select multiple series/functions, Belect all You can also hold dowshift (to
select a range of objects) Gtrl (to select individual objects) while clicking oreth
required series/functions.

To delete the series/function, selBelete

Import
BEEE
o)z 1 - Institution management
= 1.7 - Administraticn
1.1-1 - Mesting minutes of rectorate
- & 1.2 - Organization and directing

1.2-1 - Economical ¢ 9 Delete

[+ Mark

1.2-2 - General plan

1.2-3 - Waork plans o
oz 2 - Research
2-1 - Statistical reporis
2-2 - Protocols

Drawingl2. Selecting a series in the import window.

Once the series/function has been selected, deetarthival structure general view and find
the place where the selected data will be movednBelecAdd as child. The objects will

be moved to the project.

Project No 1
EEEE
S @J ABC 123 - Creator ABC
- F ABC.123.2 - Sub-Creator 2

: m_ Add sub-function

+

% Add series
| Delete
[+ Mark

|®  add as chid

Drawing 13. Archival structure general view

3.4.3 Repeated Import of Series/Function Metadata
If a series or function that already exists is agked to the UAM, the values of the fields will
be overwritten.
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3.5 Uploading Archival Material (Dossier/Record/File) Metadata to
the UAM

Once the archival creator and archival structuta Have been approved by the public
archive’s archivist, the data can be marked asaweprin the UAM (in the project editing
form), to make sure that the data is not accidgnéaited during future activities. The
approval is received from the public archive’s arh outside the UAM, and applied by the
agency’s archivist. Editing the dossier, record filledevel metadata is forbidden while
waiting for the approval to be applied.

To upload the archival material metadata to the YApEn the project menu and selecad
data. Then make a selection:
¢ From individual computer file — select and upload a single file.

Open

Lookin: |'{jtestE V| 0 ? ¥ '

|2 Function_and_series_descriptions. xrl
|2 Dossier_descriptions., xml

My Recent |_'_.§} Records_and _computer_files. xml

Cocuments

=

2
P
(]
a
(&1
o

3

My Diocuments

<

My Computer

L

File pame: |Heu:u:urds_and_u:clmerter_files:-Inl Y| [ Q[:uen ]
My Netwark Files of type: l:_‘_‘j- v-! | Cancel |

Drawing 15. Dossier/record/file XML selection view

or

e From folder — upload an entire folder.
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Browse For Folder

B ) test -
= ) test?
= ) test3
I test4
D tests 1
D testa 2
= I3 tests

o !
I~

el A M

[make Mew Folder ] QK H Cancel ]

Drawing 16. Dossier/record/file XML folder seleatioiew

To import, all files in the folder and its subfotdanust be in a valid format. If a file in an inwhl
format is found, the import will fail and no filegll be uploaded to the UAM. The UAM will display
an error message.

The UAM will verify the input files and metadataycaread the technical metadata from the
files. Files not in the archival format will be cgrted as necessary (Seenverting imported
files).

3.5.1 Converting Imported Files

File conversion is part of the data import proc#fsthe imported data contains files that are
not in the archival format, they are converted ma#tcally. After the conversion, the name of
the file will be the same, only the extension Wil changed. If automatic conversion fails, the
files must be converted by other means and thdaaep in the UAM. Such files will have
theUpload new computer fileicon in the UAM:

B &[] ]fi][e

Computer file
File name * proto02.abc
File format ABC
Criginal Yes
Final Yes

In archival format Mo

Copy MNo

File size in bytes 753153

File Type

Hash value 52ec7d64c099ec29f518daf8779a68e85db 165cd0fd 257 1029290 18d2 1304136
Hash algorithm SHAZ256

Hash Date 26,10.2011

Software Name

Software Version

Drawing 16b. File view
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After the file import, a report will open, contang (among other data) information about the
conversion that took place during the import.

& Import report

49 objects were added to current project. 0 objects were not found to belong to the current structure and were placed into |ﬂ
import section, B
Imported 23 computer files {after removing the digital sionature)
3 computer files are not in archival format

2 computer files were converted to archival format

1 computer files need to be converted manually

Following items were added tothe project's hierarcy of descriptions:

2-1-1 - Beport
reportd 1, pdf

2-1-2 - Report
reportd 2. pdf

2-1-3 - Report
plan.png (the migration path: jpg-=png}

2-2-1 - Meeting minute
pridl.pdf

2-2-2 - Meeting minute
pri02.pdf

2-2-3 - Meeting minute
pri03.pdf

1. 1-1-1 - Meeting minute
protol.pdf {the migration path: doc-=pdf)

1.1-1-2 - Meeting minute
protod2.abc{convert manually)

1,1-1-3 - Meeting minute
proto03.mp3

1, 1-1-4 -Meeting minute
protodd.mp3

1,1-1-5 - Meeting minute
protod5.mp3

Drawing 17. Import report

All conversions performed during the import arebliss both in the original file and the
resulting file’sActions list.

3.5.2 Connecting Imported Material Data to the Archival Project

A relationship is created automatically betweenithgorted data and the project, but only if
the series/function had been imported before aeid ERMS reference code is the same as
the dossier.

If the data has not been moved to the project aaticaily, this can be done manually (see
section 8.1Connecting Imported Series/Function Data to thenial Projec).
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3.5.3 Repeated Import of Archival Material Metadata

If a dossier that already exists is uploaded tdtA#, the dossier'sNamefield will be

overwritten.
If a record/file that already exists is uploadedi® UAM, and the identically named
record/file is found, the user is asked whetharddate the data or add a new record/file.

3.6 Describing the Archival Material Metadata

3.6.1 Dossier metadata
To describe the metadata of an existing dossiem dipe archival structure general view and
click on the dossier name. When adding a new dosstectAdd dossierin the series form.
In both cases the metadata description form widrop

BHw® e (=) | Tl ©

Dossier

IDENTITY STATEMENT | CONTEXT | CONTENT AND STRUCTURE | COMDITIOMNS OF ACCESS AND USE | RELATIOMSHIPS | DESCRIPTION COMTROL
UAMID = ERA.15-1-1- |1
ERMS reference code
Kehtiv FNS
Previous FNS
Title Dossier

Title 4+ Language

Title in foreign languages | #*

Limit dates * 2000-20035

Amount
Amount & Unit

#*

Keywords that describe the transferred material

Keyword "
#
Date modified 05.10.2011
Number of objects Records: 2, Computer Files: 4

Drawing 18. Dossier metadata
To save the data, at least the mandatory fieldsk@adawvith an *) must be filled.

If one or more records have been added as chitdrdre dossier, theatescannot be
changed.

TheActions table cannot be filled manually. The data will bedrted automatically when an
object is merged, added as a child, or deletedmipla if two dossiers are merged into one,
the new dossier’s actions table will contain a m&ton:Dossier merged: 1.1.1 Some
Dossier.

The inactive buttons on the form are:
¢ All exceptSaveandMark if the function has not been saved.
¢ All exceptSave Mark, Print andCancelif the archival project has not been marked
as approved.
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e Create relationshipif no other object has been marked.
e Merge if no object of the same type has been marked.
e Add as child if no series/function has been marked.

3.6.2 Record level description

To describe the record metadata, open the arcsinaiture general view and click on the
record name. The metadata description form willhope
The record level cannot be created manually. Redatal must be imported into the system.

= (M e (= W]
Record
IDEMTITY STATEMENT | CQr'-J'I'I_BqT | CC_)I'-I'IT_ﬂ'-JT AN STR_LICI'URE CDNDI‘I‘IOHS OF ACCESS AND USE ] RELA‘I_‘[ONSHIPS DESCRIPTICN COHTRDI: |

HAMID = ERA.15-1-1-1- |1
ERMS Reference Code
Title = Archival no, 6389
Titles in other languages Title &  Language
#
Registration date 2000 year =
Amount
Armount a  Unit

#
» 151,00 photo

Keywords that describe the transfemed material

KEI.I'W;JI'd a
#
Date modified 05.10,2011
MNumber of objects Computer Files: 3

Drawing 19. Record metadata

TheActions table cannot be filled manually. The data will bsdrted automatically when an
object is merged, added as a child, or deletedmipia if the record has been moved to a
different dossier, the record’s actions table wdlhtain a new actiofPrevious location:
Previous dossier name

The inactive buttons on the form are:
e All exceptSave Print andCancelif the archival project has not been marked as
approved.
e Create relationshipif the project has been approved and no othercobgs been
marked.

3.6.3 File Metadata
To describe file metadata, open the archival stirecjeneral view and click on the file name.
The metadata description form will open.

The file level cannot be created manually. Fileadatist be imported into the system. The
UAM will read the file metadata, and it cannot loited.
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@

=) [@] = || &

Computer file

File name * protokoll 1. pdf

File format POF

Criginal Mo

Final Yes

In archival format Yes

Copy Mo

File size in bytes 42618

File Type Text

Hash value ddd74b3b5222096657be 18c732a57389f 223 26 2dbf 78250 2650c0a6d 7c9 2709
Hash algorithm SHAZGE

Hash Date 26,10.2011
Software Mame OpenOffice.org 3.3

Software Version

Drawing 20. File metadata

Descriptions of some data:

e In archival format — determines whether or not the import/processing result file is
in the archival format.

e Original - determines whether this is the original imported file or a processed file.

e Final - determines whether or not the file has been successfully processed in the

previous step. Final = Yes is for files that have not been touched (conversion,
decapsulation).

e Usability — determines whether this is the original file or a dissemination file.

Files cannot be deleted manually.

3.7 Validating the Archival Project

To validate the output parameters for the metaofatiae archival structure and records, open
the project menu and clickalidate. The system will execute the validation procedaoheck
that the data is correct) and will display the es@ncountered in the archival project in the
validation window (bottom left).

Validation
------ @ ERA1S - Asutus X - "Content” must be filed. -
e @ ERA.1S - Asutus X - "System of amangement” must be filled.
- [E ERA.15 - Asutus X - "Preservation history” must be filled. i

Drawing 21. Validation results

Click on the error in the validation window to opdse form where the error was encountered
and repair it.

Typical validation errors and their descriptions:
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¢ “Element name” must be filledMandatory fields (marked with an *) are not filled

e Series cannot have other direct subordinates thdmseries and dossiershe object
cannot have two objects of different types as dhjeats.

e Fond must contain at least one dosskeach fond/series must have at least one
dossier.

e There are more than one items with the same titteis level.Objects on the same
level within the same description unit must be ueiq

e There are two archival creators with same offigiame.The official names for sub-
creators under a common A language can appeaooock/ at one level.

¢ A language can appear only once at one leVke language selection list can only
include the same language once.

¢ One keyword can appear only once at one ldeywords must be unique within one
description unit.

e There are more than one dossiers in the descriptiahwith the same title and same
dates.The dossier view's title and dates must be unique.

e <File name> — Computer file is not in archival foamnThis file does not meet the
requirements for the archival format. This is jastarning, and does not impact
further activity.

Validation errors must be resolved before the archial project is transmitted (Error!
Reference source not fouhdf there are no validation errors, the messag8lo errors
found in archival structure! will be displayed.

3.8 Transmitting the Archival Structure to the Public Archive for
Approval
The UAM can be used to save the archival creatdraachival structure data to an XML file
and send it via email or DEC to the public archevar'chivist for approval. To transmit the
data, open theroject menu and sele@end A selection window will open:

& UAM: Transmission

%) DEC {Document Exchange Centre)
Transfer media type
() Bdemal media

?raa:(-uas:nﬁ'tltjgd Archival structure and record containers ]

l Send ] I Close I

Drawing 22. Transmitting the archival structure

3.8.1 Transmitting Data via DEC

To send the data via the Document Exchange CddbEE), all the DEC/X-Road settings
must be defined. SeleDXEC as the option to transmit the archival structure.
The DEC can be used to send:
e Archival structure
e Archival structure and record containers
Select the appropriate option and clg&nd
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After the records have been transmitted, the tréssam report will be displayed. This shows
how many containers were created, and whether there any errors during the
transmission.

4% Transmission report

Luccessfully oreated 23 containers,

[ Save ] [ Close

Drawing 23. Transmission report

3.8.2 Saving Data to Media

To save the data to the computer’s hard drive/mgrsiick/etc., seledExternal media as the
transfer method. The following can be saved:

e Archival structure

e Archival structure and record containers

e Folder structure

In either case, you will need to specify ttecation on disk — the place where the files will
be saved.

To save the archival structure and record contgjrselect th&lax media capacity. If the
container size is larger than the selected maximapacity, a system of folders titleidsk 1,
disk 2etc. will be created on the media. Each “diskésgsmaller than the selected media
capacity.

% UAM: Transmission

() DEC {Document Exchangs Centre)

Transfer media type
{(#) BEdemal media

?raatnasmtlt:gd Archival structure and record containers. ]
Location on disk C:\tempiUAMTlesy
Max media capacity {(GE) 4,7

[ Send ] [ Close

Drawing 24. Saving data to media
3.9 Additional Menu Options

3.9.1 Viewing the Record Container

Open theFile menu and seledtiew record container. In the window that opens, select the
XML file for the record container whose contentsiyeould like to view.
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Open

Look in; | |3 dokumendid o | Q& ® mE-
. BrcvSmB SR @ ABC, 123,2-1.2-3-1-1.uad
5 i 3 @ aBc.123.2-1.1-112.0ad @ ABC.123.7-1.2-3-12 uad

Wy Recent @ ABC.123.2-1.1-1-1-3.uad @ ABC.123.2-2-1-1-1,uad

Clocumerits @ ABC.173.241.1-1-1-4uad @ ABC.123.2-2-1-1-2.uad

@ ABC.123.2-1.1-1-1-5uad @ ABC.123.2-2-1-1-3.uad
L & 5BC.123.2-1. 111 6uad @ ABC.123.2-2-2-1-1L.uad

Desktop @ apc.1723.2-1.1-1-1-Fouad @ ABC.123.2-2-2-1-2.uad

& aBC.123.2-1.1-1-1-8uad @ ABC.123.2-2-2-1-3.uad

@ aBC.123.71,1-1-1-%,uad

‘j @ aBc.123.2-1,1-1-1-10.uad

; @ ABC 123 2:1.7-1-141.uad

@ ABC.123.2-1.7-1-1-2.uad

& ABC.123.2-1.7-1-1-3.uad

g?! & 28C.123.2-1,2-2-1-1L.uad
: & ABC.173.2-1.2-2-1-2.uad

‘E I [ABC 123.2-1 1111 uad v Open
My Network Files of type: |i_‘.ua|:|] v| [ Cancel ]

Drawing 25. Selecting the record container

After the record container is selected, the coetésncontents will be displayed, including the

record and links to files.
Record

J IDENTITY STATEMENT | CONTEXT | CONTENT AND STRUCTURE | CONDITIONS OF ACCESS AND USE | RELATIONSHIPS | DESCRIPTION CONTROL |
UAM ID

ERMS Reference Code L1-1-1

Project
= & ABC.123- Creator ABC
=8 ABC.1232-Sub-Creator 2
Hierarchy E| 1 - Institution management
=N 1.1 - Administration
= :.' 1 - Meeting minutes of rectorate
~I%y 1-1 - Protocols 2008 (1-10)
Title Meeting minute
Title Language
# Click here to add a new row
Titles in other languages
Reqistration date 07.01.2008 date
Amount
Amount «  Unit
#* Click here to add a new row
3 0.34 MB

Keywords that describe the transfemred material
Keyword

#* Click here to add a new row

Drawing 26. Record metadata
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If the ERMS reference codes are the same for ttwrdeand the project, then tReoject
field will contain a link the archival project. €k the project name to open the project form.

Click the file name to open _the file form.

3 —————————u B
& UAM: Computer file: kkin01.pdf == | (=
E
Computer file
UAM ID efa.1-1.1-1-1-1-1
File name kkirin 1, pdf
Format F‘DF
Original Yes
Final Yes
In archival format Yes
Copy Mo
File size in bytes 673433
File Type
Hash value afaf2dbeeb36582f58 21173598 252524600 5adfa994fd9 14ad0c3bb4248eac
Hash algorithm SHAEEE
Hash Date 30,11, 2011 ¥
Software Mame Adobe PDF Library 7.0
Software Version
Actions
Action per-fnrme-:l bi-' Performers role "[fiesu.'ip.tinn Action time
v

Drawing 27. File metadata

Click Open file to see the file contents.

3.9.2 System Settings

To use UAM, you must first configure the systentisgs. The initial configuration is
performed during the system’s installation andfits® execution of the UAM. If settings
need to be changed or augmented later, this cdoreby selecting the File menu, then
Settings. The input fields available in the Setimgndow are described in detail in the UAM
Installation Guide.
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Locations of computer files

Loaded materials: * |C:"-iemp"-.Ll.i‘-.I'v'IfiIesK'-. | [j
Source: |C:"-1emp"-.Ll.-‘i‘-.I'v'IfilesX'-. | [:]
Destination: |C:"-iemp"-.Ll.i‘-.I'v'IfiIesK'-. | [j
Printouts: |C:"-1emp"-.Ll.-‘i‘-.I'v'IfilesX'-. | [:]
Location of Java

Java interpreter (java.exe) location (JRE 1.5 or later):
C:AProgram Files Javatjre1.5.0_21%bin | E]
DEC / ¥-Road

Sender ID code:

Sender reqistry code:

%-Road proxy IP:

Receiver reqgistry code:

Information of companents

Import using plugin: [FI

Input configuration: | | E]
Output configuration: | | [:]
Computer file converter: |Open0ﬁice.urg 24 |
Image Converter: |.NET Bitmap Class |
= e |dhove (Rel. 1.1, 2008-02-21) |

[ Save ][ Cancel ]

Drawing 28. System settings

3.9.3 Comparing Archival Structures

Select a project. Next, open tReoject menu and sele@ompare archival structure.
There are two options for comparison:
e Compare to another project in the UAM

& UAM: Choose a project (=3

Drawing 29. Project selection

e Compare to an archival structure XML



Open

Look in: |h:_‘,ttest V| Q ? ot s "
[S)testz
L ) ABC.123 [2010-11-08_16-07-47].arh
Iy Recert
Cocuments
7
Deskdop
iy Cocuments
My Computer
L File pame: |.¢.EC.123_[2:1E-11-EE_1 £-07-47).ah v | open |
My Network | Flesoftype:  |(am) v| | cance |

Drawing 30. Selecting an XML for comparison

After the comparison method and the project/XME filre selected, a form will be displayed,
containing the project’s structural tree (downhe series):
e The added description hierarchy is highlightedrieen
e The removed description hierarchi is highlightedead
e Parts with a different name but the same ID aréliggted in blue.

& UAM: Comparison of archival structures

EX

Project No 1 ./ Copy

Results
| [EECEER
= [ ABC.123 - Creator ABC - missing (1)
= B ABC.123.2 - Sub-Creator 2 - Siide S

1 - Institution management
1.7 - Administration
B3 1 - Meeting minutes of rectorate |
1.2 - Orgamzation and directing
- ge 1-Economical declarations

gﬁ 2 - General plans

i
|:—| I:\.I‘:!

[ | Reversed comparizon

[ Refresh ][ Close

.. g8 3-Work plans of institutes
= f= 2-Resesarch

=

ae 1- Statistical reports
g

1.1 - Statistical graphs

i ¥y 2 - Protocols

Drawing 31. Comparison of archival structures

SelectReversed comparisorto flip the comparison around. Originally the UANMDbpect was
compared to the XML file, now the XML file will beompared to the UAM project.
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If the project data in the UAM has changed in theantime, clickRefreshto see the most
recent data.

3.9.4 Search

The UAM can be used to search for units withingame project. Select the project, then
open theProject menu and sele@earch There are two search methods:

o Full text search (simple search) across all UAM fetds (including reference codes)

<& UAM: Search: Project No 1 E@E|

Search keyword

[ Advanced search=:

[ Search ][ Close

Drawing 32. Simple search

e Advanced search (by title/file name, reference ¢ddées, hierarchy level)

4% UAM: Search: Project No 1 |Z||E|le

Search keyword

<<Hide details
Details

Level -

Title / Mame

Reference code
T
Date ate date

[ Search H Close

Drawing 33. Advanced search
The search covers the currently open project.déilgents are not searched.

If the search is successful, the search resultdigptayed in the same window:

4% UAM: Search: Project No 1 |Z||E|[Z|

Search keyword protocol

Advanced search=>

Search ] [ Close

123.2
[ ABC.122.2-2-2-1 - Protocols fyear 2008)
123211

Drawing 34. Search results

Doubleclick on the title or right-click and sel€apento go to the description unit.
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If the search is unsuccessful, the mes$geesults were founid displayed.

3.9.5 Undoing Actions

The UAM supports:
e Cancelling the addition of a new unit, using @encelbutton on each form.
e Cancelling the changes to a unit’'s data, usinghecel button on each form.
e Undo non-form actions such as merging units, mowingd deleting them.

When performing non-form actions, tAetions menu will contain atundo option along
with a description of the action (and a timestan§@lecting this menu option will restore the
system status to what it was before the actionekample, if the menu option refers to the
addition of a new unit, the system will be restoi@the condition before the unit was added.
If the menu option refers to the merger of two synihe system will be restored to the
condition when the units were still separate.

e |f the Undo submenu’s topmost option was selected, only orierais undone.

¢ If one of theUndo submenu’s lower options was selected, all actitmowvea it in the menu are
undone.

e Each undone action will create an option inAlitions menu’sRedosubmenu.

Activities | Help

| Unda L4 m 1:41:27 PM - Delete: Dossier 1-1 - Declarations Mo, 1-3

1:40:492 PM - Mew Dossier 2-2 - Plans (3-5)

1:40:25 PM - Merge: ABC. 123.2-1.2-2 + ABC. 123.2-2-1 - General plans

1:39:50 PM - Merge: ABC,123,2-2-2-1 + ABC, 123.2-2-1-1 - Protocols (vear 2008)

Drawing 35. Undoing actions

Activities | Help
Undo b
Redo r || 1:40;25 PM - Merge: ABC,123,2-1.2-2 + ABC,123.2-2-1 - General plans

1:40:4% PM - Mew Dossier 2-2 - Plans (3-5)
1:41: 27 PM - Delete: Dossier 1-1 - Dedarations Mo, 1-3

Drawing 36. Redoing actions

e To redo the last undone action, open Alitions menu, then th&®edo submenu, and
select the topmost menu option. For example, ifinle@u option refers to the creation
of a new unit that was cancelled via thhedo menu, the unit will be created again.

e To redo a series of undone actions, openAiti@ns menu, then th&edo submenu,
and select a lower menu option. All the actionsvalibwill also be redone.

e Each redone action will create an option inAmtéions menu’sUndo submenu, just as
happened when the actions were performed originally

e |If a lower menu option is selected from tRedo submenu, all the redone actions are
added to th&ndo submenu in reverse order.

Undoing and redoing is only possible for non-forcti@ns. For example, if a relationship is
created between units and a field in one of thosts is edited afterwards, then undoing the
relationship creation does not restore the editdd fo its old value.
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Please note: Undo and redo options are cleared thieearchival material’s metadata is
uploaded to an archival project.

3.9.6 Printing Data
The UAM supports printing out the contents of evieryn, via thePrint button. The
Printouts menu supports the following printouts for the euntty selected project:
e Archival structure printout
e Archival list printout
e Integrity report printout
e Error list printout.



