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1 Introduction
This document is especially designed for the content providers of the Archives Portal Europe
(archivesportaleurope.eu) to ingest their data into the portal. It serves as a step-by-step manual
for data ingestion and management for the portal. It will describe how the content providers
need to prepare their data and how to use the tools provided by the APEnet project to deliver,
manipulate, publish, manage, and maintain the data compliant with APEnet specific uses of
international archival standards.
Note: This document represents the current state of the technical developments to build the
pilot version of the Archives Portal Europe. Even though the general workflow will remain as
it is described here, there might be some changes in the future along with the further
enhancement of the tools as well as with content providers’ needs and wishes, that the portal
and its infrastructure will have to adapt to.
The Archives Portal Europe is established on the following data management lifecycle:
Step A. Data preparation in local environment
Step B. Data submission
Step C. Data processing
Step D. Data check
Step E. Data publishing
Step F. Data delivery and publishing in Europeana (optional)
Step G. Data management and maintenance
Figure 1 illustrates this basic step-by-step workflow which mostly corresponds to the
sequence of the chapters within this document. First, data needs to be prepared by the content
providers. Then, they submit, process and check their data in order to make them available in
the APEnet standards. As well as publishing data on the Archives Portal Europe, they have an
option to deliver data to Europeana via the portal’s framework. Data maintenance will be
required to keep all information up-to-date.
In order to support the content providers, the APEnet project team has prepared two tools
which cover all steps of the lifecycle. The Standalone conversion tool deals with Step A and C,
while the portal’s Dashboard takes care of Steps B to G. Figure 2 visualises how a content
provider interacts with the Dashboard system, as a user, in order to follow the steps described
above.
With the help of the two applications, content providers are capable of managing their data
easily and effectively. This handbook explains all they need to use these tools.
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Figure 1. Step-by-step data management lifecycle for the Archives Portal Europe
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Figure 2. User interaction with Dashboard data management system

2 Minimum data requirements
In order to contribute content to the Archives Portal Europe, there are some minimum
technical requirements:
•

•

All source files submitted to the Archives Portal Europe should be in XML format.
They have to be compliant with one of the following standards: EAD 2002 2 resp.
EAG 3 or need to follow the standards ISAD(G) 4 resp. ISDIAH 5 and need to be
provided with a separate XSLT for their conversion to EAD resp. EAG (in the
near future, the Archives Portal Europe may as well ingest EAC-CPF 6 and METS 7 ).
It is highly recommended to use UTF-8 encoding.

Please see the project website 8 for the administrative requirements such as copyright and
business and legal agreements.
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http://www.loc.gov/ead/eadschema.html resp. http://www.loc.gov/ead/ead.xsd
http://censoarchivos.mcu.es/CensoGuia/doc/EAG.DTD.txt
4
http://www.icacds.org.uk/eng/ISAD(G).pdf
5
http://www.ica.org/sites/default/files/ISDIAH%20Eng_0.pdf
6
http://eac.staatsbibliothek-berlin.de/
7
http://www.loc.gov/standards/mets/
8
http://www.apenet.eu/
3
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3 Data preparation (Step A)
Before sending data to the Archives Portal Europe, content providers need to get their
data ready.
First of all, content providers need to prepare data to be delivered to the Archives Portal
Europe in their own systems’ environment and there can be several steps to do so.

3.1 Data export (Step A-1)
All providers need to have source files on their hands. These can be database exports or a
copy of existing XML files. During export, they may need to map their data to a local XML
format or to a target schema such as EAD 2002. It is wise to collect all files in one place (e.g.
one folder) which would be of help for submitting data in one-go, f.i. when intending to use
either an OAI-PMH repository or a FTP server to upload files or when wanting to upload
several files combined in a ZIP folder via HTTP. It is also recommended to keep track of file
versioning because data updating would happen in the future.

3.2 Data processing by locally used tools (script etc.) (Step A-2)
<<OPTIONAL>>
Content providers may need to convert their data into XML format or directly into EAD2002
resp. APEnet EAD, or they may prefer to process data by themselves in order to optimise
their data for exchange. For optimisation, “Mapping towards and normalisation in APEnet
EAD – Best Practice Guide” 9 should be consulted.

3.3 Data processing by APEnet standalone conversion tool (Steps A-3 to
A-5) <<OPTIONAL>>
3.3.1 The reasons for using the standalone tool
The APEnet standalone conversion tool allows the content providers to prepare APEnet
compliant data locally, i.e. before uploading data to the Archives Portal Europe. The same
processing can be done centrally on the portal’s Dashboard (chapter 6), however, there are
many reasons to use this tool before data submission:
1) to make data processing smoother
Particularly when a content provider would like to submit a large amount of data in
one step and/or large-sized data (e.g. over 30MB or more), it is much quicker to
process data locally, and upload it to the Archives Portal Europe later.
2) to skip steps on the Dashboard
Once a content provider has created APEnet compliant data, it is possible to skip some
of the otherwise required steps on the Dashboard. This again saves time.
3) to help other content providers and the APEnet project team
Heavy load can be avoided in the Dashboard. That helps other content providers to use
the Dashboard more effectively. That also reduces the maintenance cost of the APEnet
project team.
The actual processing of data as far as validation and conversion are concerned is described in
chapter 6.

9

http://www.apenet.eu/index.php?option=com_content&view=article&id=50&Itemid=65&lang=en
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3.3.2 The functionalities of the tool
The Standalone conversion tool currently enables the content providers:
•
•
•
•
•

to validate files against the archival standards EAD – either against EAD2002 in
general or more specifically against the APEnet EAD schema –, EAC-CPF and EAG
to convert local XML files to the commonly used APEnet formats
to edit some parts of the converted APEnet EAD files, f.i. to check resp. add
normalised dates that can be used for date related search in the Archives Portal Europe
later
to create a Holdings Guide based on existing finding aids (when a Holdings Guide file
in EAD/XML format is not available yet)
to save the converted files in APEnet EAD resp. APEnet EAG format to be able to
deliver them afterwards to the Archives Portal Europe

The menu: consists of five parts (Figure 3) – “File” where one can select file(s) to be
imported for conversion, save the converted file(s) in APEnet format, and quit the tool;
“Options” to manage the codes for one’s country as well as for the content providing
institution, change the language of the user interface (English, French, or German), and select
a locally-developed XSLT script for the data conversion of; “Actions” to alternatively initiate
the validation resp. conversion; “Windows” to alternatively select one of the tabs within the
main view; “Help”where et al. a link to the APEnet project’s website is provided.

Figure 3. Menu of the standalone tool
The list: displayed on the left side, showing all files that have been imported via the menu
“File > Select file or directory” (Figure 4). By clicking on one file it is chosen for validation
and/or conversion which can be initiated either via the menu “Actions” or via the
corresponding buttons in the “Summary” tab of the main view.
It is also possible to choose more than one file at once which will activate the buttons below
the list to either “Convert and validate selected files” in a batch mode or to “Create Holdings
Guide” based on the selected files.

5

Figure 4. The list and tab view of the standalone tool
The tabs: represent different actions that can be conducted with the tool. The first tab in the
main view of the tool is the “Summary” tab, where one can initiate the validation and/or
conversion process once a file from the list has been selected. Furthermore one can choose the
XSLT (default one as provided by the tool or a local one) that should be used for conversion
as well as the XSD (EAD2002, APEnet EAD, EAC-CPF, EAG) against which the files
should be validated. When conducting a validation resp. conversion, the “Summary” tab will
show the status of the data processing.
The “Validation” tab notifies the user of her/his file being valid resp. provides a report on
possible validation errors (see chapter 6.1).
The “Conversion” tab states only the country code that has been used for identification of the
correct parts of the default XSLT script used for conversion. It might as well notify the user of
some elements or attributes that have been ignored during conversion, since they are not part
of APEnet EAD (see chapter 6.2). Please refer to “Mapping towards and normalisation in
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APEnet EAD – Best Practice Guide” to understand the mapping and normalisation best
practice for the APEnet project.
The “Edition” tab allows editing some predefined elements and attributes within the
converted and validated APEnet EAD file. To permanently keep the changes the edited file
needs to be saved as APEnet EAD. Saved APEnet EAD files will be stored in the “output”
folder of the tool.
Within the Archives Portal Europe three layers are used to structure the provided information:
Findings Aids, Holdings Guides (see chapter 8) and the Archival Landscape (see chapter 4.2).
All three of these layers are encoded in APEnet EAD. In case a content provider does not use
a Holdings Guide in EAD yet, the Standalone tool helps to create a Holdings Guide from a
batch of Finding Aids. The result will be a simple list of the Finding Aids including the main
information from their highest description levels, i.e. the fonds’ title, reference code and dates
of creation, plus the information needed to actually link the newly created Holdings Guide to
the Finding Aids in the HTML display of the Archives Portal Europe.

4 Provider’s account
The Dashboard account starts from filling the content providers’ information
All content providers will have a Provider’s account created on the Archives Portal Europe in
order to use the Dashboard. It is the user-friendly one-stop web application where content
providers are able to manage their data. It includes all necessary functionalities for the
providers to upload, validate, convert, normalise, check, publish, and deliver data to
Europeana on-demand.
Figure 5 illustrates the complete Dashboard workflow which is more detailed than Figure 1.

7

Figure 5. Complete Dashboard workflow
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After having logged into the Dashboard (Figure 6), the very first thing to do is to add
administrative information on the institutions of one’s country, who will be providing content
to the Archives Portal Europe. A first step in preparation for this is the creation of the
Archival Landscape as an entry point to the 3-layer data structure of the Archives Portal
Europe starting with the constituent countries represented within the Archives Portal Europe
and narrowing down to the single institutions, which could f.i. be grouped by regions or by
the administrative of the country.

Figure 6. Log-in screen of the Dashboard
The basic information of EU member states currently being represented by minimum one
institution within the Archives Portal Europe is already available as a starting point for
download or online-editing (see below). For more information and details on the use of EAD
for Archival Landscape in the Archives Portal Europe see the document “<EAD> ENCODED
ARCHIVAL DESCRIPTION EAD as used within the Archives Portal Europe for the
Archival Landscape – Description and Best Practice Guide 10 ”.
After the Archival Landscape information is completed, the information on the individual
institutions should be filled, which is described in APEnet EAG format. Each institution will
be provided with a specific content management account within a country account, therefore,
being possible to submit data by institution.

4.1 The Archival Landscape
The Archival Landscape will provide an entry point to a navigation tree structure starting with
the constituent countries represented within the Archives Portal Europe and drilling down via
the single institutions and their holdings to the separate finding aids with information on the
archival material itself. By this the Archival Landscape offers the users the possibility to
browse through the provided information additionally and in coexistence with an overall full
text or refined search.
Since the basic structure for the Archival Landscape starting with one’s country is already
provided within the Dashboard, the first step when editing the Archival Landscape is to add
some information on f.i. the administrative or regional structuring of archival institutions
within one’s country as well as to add the constituent institutions that will be providing data to
the Archives Portal Europe. To do this, the section “Edit Archival Landscape” within the
Dashboard includes a specific web form (Figure 7).

10

http://www.apenet.eu/index.php?option=com_content&view=article&id=50&Itemid=65&lang=en
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Figure 7. Editing the Archival Landscape on the Dashboard
Via the drop-down menu on the right, it is possible to define, if a group for structuring the
Archival Landscape should be added or if one would like to add a single institution directly.
When intending to group the participating institutions, it is recommended, to first ensure these
groups’ overall structure and sequence, so that they can be added directly in the correct order.
To add an institution to an already existing group, this group should be marked in the list
displayed below the entry box. Then just type the name of the institution and click the button
“Add to list”. As soon as you are confident with the institutions and/or groups added, click the
button “Save” to approve your changes.

Figure 8. Archival Landscape example
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Alternatively to editing the national part of the Archival Landscape EAD online via the
Dashboard, it can as well be downloaded, edited locally and re-submitted (Figure 8).
Download and re-submission of course is possible after having edited the Archival Landscape
first via the Dashboard.

4.2 Content provider information
When having prepared the Archival Landscape, the user moves on to the Manage Content
section from the menu. At this stage, s/he needs to select the institution for which s/he would
like to manage his/her content (Figure 9). This is a specific data management account for the
provider within the country account. The user will use it especially for that provider, but s/he
can move to other provider’s accounts for the management of the different content, if that is
his/her responsibility.
If it is the first time to manage the account of this provider, it is necessary to either upload an
already existing EAG document on the selected institution or to create a simple draft EAG via
the web form as offered by the Dashboard.

Figure 9. Selecting an institution to manage its content
4.2.1 Create EAG by web form on the Dashboard
The easiest way to get a draft EAG document providing information about the selected
institution is to use the web form on the Dashboard (Figure 10). Most information herein is
mandatory as the APEnet project is in favour of a minimum approach. This information is
described in the APEnet EAG format (for more information and details on the use of EAG in
the Archives Portal Europe see the description in “<EAG> ENCODED ARCHIVAL GUIDE
EAG as used within the Archives Portal Europe to describe Institutions with archival holdings
– Description and Best Practice Guide” 11 . When using the web form to create an EAG
document, the user can furthermore download the file afterwards to use and manage it within
other (own) systems.

11

http://www.apenet.eu/index.php?option=com_content&view=article&id=50&Itemid=65&lang=en
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Figure 10. Editing the content provider information (EAG webform)
4.2.2 EAG upload
When a content provider is already using EAG in his/her own systems, it is possible to upload
existing EAG documents via the Dashboard (Figure 11). The uploaded data will be validated
automatically against the APEnet EAG.
Note: If the webform is used or if already existing EAG documents are uploaded, it is to be
ensured, that the name given for an institution within the EAG (either web form field
“Archival Institution name” or the EAG element <autform>) has to be identical with the name
given for this institution within the Archival Landscape.

Figure 11. EAG upload
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5 Data submission (Step A-6 and B)
For data submission content providers can choose from one of the three submission
methods: OAI-PMH, FTP or HTTP.
After having provided information on an institution (chapter 4.2), ingestion of archival data
for that institution can get started. The Dashboard provides with three popular data
submission methods. Table 1 is a list of the pros and cons of the different approaches that one
might want to consider.

Pros

Table 1. Pros and cons of data submission methods.
OAI-PMH
FTP
HTTP
Data delivery can be Data can be remotely No local installation
automated
manageable (without needed
having data on a local
Data can be
machine, it can be
Great familiarity with
synchronised with
delivered from the
the technology
local database system FTP server)
Data can be exposed
to other service
providers

Cons

De-facto standard of
data exchange within
cultural heritage
sector
Server has to be
deployed locally

Server has to be
deployed locally

Data delivery is
always manual

Set-up is most
Data delivery is
difficult among others always manual

5.1 Data type
Apart from EAG and Archival Landscape EAD upload as described in chapter 4, there are
two data types to be submitted via the Dashboard to the Archives Portal Europe. One is
Finding Aids which should be EAD 2002 XML compliant. The other is Holdings Guide
which is also a subset of EAD2002 XML.
After the submission of data, it is necessary to select the data type which allows the
Dashboard to recognise the difference (Figure 12). If Finding Aids already converted locally
to APEnet EAD resp. Holdings Guides created locally with the Standalone conversion tool
are uploaded, the type will be detected automatically.
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Figure 12. Data type selection
From now on, Finding Aids are used as an example for the Dashboard workflow, but the
principle of using the Dashboard is almost the same for Holdings Guides. As for the specific
use of the Dashboard for the Holdings Guide, please see chapter 8.

5.2 OAI-PMH
5.2.1 OAI-PMH set-up
In order to provide data to the Archives Portal Europe by OAI-PMH, content providers either
need to have it already or to set-up a new OAI-PMH repository on their server. It is outside
the scope of this document to describe how to set-up an OAI-PMH repository, rather the first
part of this section provides some general guidance and checkpoints when preparing the
repository. The second part will explain how to harvest data using the Dashboard.
The most peculiar thing about OAI-PMH data delivery to the Archives Portal Europe is that
content providers themselves harvest their data from their repositories. As such, content
providers act as data senders and data receivers. This is not a typical implementation of OAIPMH, however, this is the way to use OAI-PMH for the Archives Portal Europe. An
advantage of this method is that the OAI-PMH function of the Dashboard enables the content
providers to fully control their ingestion process.
There are many open source OAI-PMH tools 12 , therefore, content providers can choose the
most suitable one for their own implementation. When implementing an OAI-PMH repository,
it is recommended to test the own repository before submitting data to the Archives Portal
Europe. In particular, it should be ensured that the following six request types are supported:
•
•
•
•
•
•

Identify
ListSets
ListMetadataFormats
ListRecords
GetRecord
ListIdentifiers

There are several (online) testing tools that can be used for this purpose (e.g. OAI repository
Explorer 13 and Data Provider Validation and Registration 14 ).

12

For more details see http://www.openarchives.org/pmh/tools/tools.php
See online http://re.cs.uct.ac.za/
14
See online http://www.openarchives.org/Register/ValidateSite
13
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5.2.2 Organising sets and identifiers
It is essential to create sets per file (i.e. Finding Aid EAD, Holdings Guide EAD, and
EAG). Identifiers have to be unique and persistent URI, therefore it will not change over time.
If the EAD files are already grouped, the OAI sets can be organised based on the
categorisation of the files (e.g. by period, type of archives, physical location, theme etc). For
example, if there is a hierarchical grouping of EAD files related to European maps:
European map archive
- Portugal maps
- Austria maps
- Vienna maps
OAI-PMH sets should look like:
European_map_archive
European_map_archive:Portugal_maps
European_map_archive:Austria_maps
European_map_archive:Austria_maps:Vienna_maps
Relevant documents to look at:
OAI-PMH website
http://www.openarchives.org/pmh/
Various scenarios of OAI-PMH repository implementation (pp. 12-18)
http://www.theeuropeanlibrary.org/portal/organisation/cooperation/telplus/documents/TELplus
_D2.1_31052008.pdf
Best practice for OAI PMH Data Provider Implementations and Shareable Metadata
http://www.diglib.org/pubs/dlf108.pdf
Persistent Identifier implementation
http://www.knaw.nl/ecpa/publ/pdf/2732.pdf
In the Dashboard content providers go to the section “Upload Content” and selects OAI-PMH
from the upload type checkbox. There is some information required to be filled in, including
base URL, setnames, and metadata format (Figure 13). When data is uploaded, the content
provider can see the files in the Content Manager section (see chapter 6).
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Figure 13. OAI-PMH harvesting on the Dashboard

5.3 FTP
5.3.1 FTP set-up
There are many commercial and non-commercial FTP servers, a comparison of different FTP
software can, for example, be found at Wikipedia 15 .
When using an existing or newly set-up FTP server to deliver data to the Archives Portal
Europe content providers are asked to check if their FTP server is working properly and it is
highly recommended to test the server before actually submitting data.
5.3.2 FTP download by the Dashboard
The following steps would be related to using FTP via the Dashboard (Figure 14):
1) Go to “Upload Content” from the menu
2) Select “FTP” from upload type, fill in URL, port, username and password, and hit
“Connect to FTP server”.
3) Select files from your FTP server and transfer data
4) Check if all files are listed in the Content Manager

Figure 14. FTP downloading on the Dashboard

15

http://en.wikipedia.org/wiki/Comparison_of_FTP_server_software
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5.4 HTTP
This is probably the easiest solution of all, as one can simply use HTTP upload via the
Dashboard (Figure 15). It is possible to upload a ZIP file containing multiple XML files. This
enables the users to upload files more conveniently.
1) Go to “Upload content” from the menu
2) Select “HTTP” from upload type checkbox
3) Browse and select files from your local computer and hit “upload”
4) Check if all files are listed in the Content Manager

Figure 15. HTTP uploading on the Dashboard

6 Data processing (Step C)
Data must be compliant with the APEnet schema and optimisation can be done by the
Dashboard
Submitted data now needs to be processed in order to be APEnet-schema compliant and
usable on the Portal.
Content providers often hold many data files, but the Dashboard allows them to execute batch
data processing. Please see chapter 10 for details.

6.1 Data validation (Step C-1)
All files submitted to the Archives Portal Europe via the Dashboard must first be validated
against the APEnet schemas.
The validation of data is always the first step after having uploaded files to the Archives
Portal Europe to ensure that the data can be processed correctly. This is to be conducted no
matter if one already has converted files with the Standalone tool (i.e. when uploading data
already transformed to one of the APEnet formats) or if one intends to do the conversion for
the first time via the Dashboard.
17

After uploading data the Dashboard provides a list of all files that have been delivered for the
constituent institution so far (Figure 16). One can find identifying information on the file
itself (identifier, title of the finding aid, last upload date), and can also see information on the
state of the different steps in data processing which will all be set to “no” for newly uploaded
files. “No” in this case just stands for “not processed yet”. Only in the column “Conversion”
might appear an “Ok” instead, should the files uploaded already have been converted to
APEnet EAD locally. Furthermore there will be some buttons available for next actions.

Figure 16. Content Manager on the Dashboard showing uploaded files

Figure 17. The first step is to “Validate”
By clicking on the button “Validate” the validation of the file against the according APEnet
schema is initiated (Figure 17). If the validation is successful, one can proceed to data
conversion (chapter 6.2) or data indexing (chapter 7.2), depending on whether it is intended to
convert the uploaded files via the Dashboard or they already have been converted locally. If
some errors occur, an error report is shown when clicking the button “show error” button. By
this an additional window will open and provides the line numbers of errors and a short
description (Figure 18).
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Figure 18. Error message after validation
Example is as follows:
“l.24 c.117: cvc-attribute.3: The value 'duto' of attribute 'langcode' on element
'language' is not valid with respect to its type, '#AnonType_langcodeam.langcode'.”,
which means that there is an error at line 24, character 117 from the beginning of the
line.
If these error messages refer to attributes within the original data wherein values in
compliance to certain ISO standards are expected, like in the example above with the attribute
LANGCODE for language information, that has to be compliant with ISO standard 639-2, or
the attribute NORMAL for normalised dates, that have to be compliant with the ISO standard
8601, a check on the original data might be needed before continuing the data processing.
Other error messages, f.i. with regard to different values used with the attribute LEVEL, will
be dealt with by conversion.

6.2 Data conversion (Step C-2)
If the submitted file is not valid against the corresponding APEnet schema, the Dashboard
will request the user to convert it to APEnet EAD.
Conversion – of Finding Aids or Holdings Guides – is started by clicking on the button
“Convert to APEnet EAD” in the column “Actions”. As for the validation there will a report
on the conversion process provided afterwards via a button “Show warnings” below the new
state “OK” in the column “Conversion”.
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Figure 19. Warning message after conversion
This conversion report will typically just notify about the country code used as background
information to correctly process your data. It might additionally inform of the elements that
might possibly have been excluded from the transformation, since they are not used for the
Archives Portal Europe or since they are not “known” to the conversion script (e.g. the
elements <sponsor>, <editionstmt> and <colspec> in the example above). If the report does
include those elements’ notification, the content provider could report back to the APEnet
technical development team to discuss:
•
•

if it would be possible to adapt the conversion script, so that the information provided
in the currently excluded element would be transferred to an analogous element within
the APEnet standards or
if it would be suitable to generally add the excluded element as a new entry within the
APEnet standard.

Please refer to the document “Mapping towards and normalisation in APEnet EAD – Best
Practice Guide” 16 to understand the mapping and normalisation best practice for the APEnet
project.
After a successful conversion it is strongly recommended to validate the file (once more) to
ensure everything went fine. Therefore it is necessary to click the button “Validate” again. As
a result of this second validation an “OK” will be generated for both “Validation” and
“Conversion”. The validated file will now be saved in the data management system of the
Archives Portal Europe.

7 Data checking and publishing for the Archives Portal Europe
(Step D and E)
Content providers are able to check the validity of their data in a simulation
environment before publishing.
Before publishing data on the Archives Portal Europe it is very important to check it in the
simulation display.

7.1 Data preview (Step D-1)
This function is available via the button “Preview” after a successful conversion and
validation of the uploaded files and enables the content providers to preview their data in
16

http://www.apenet.eu/index.php?option=com_content&view=article&id=50&Itemid=65&lang=en

20

order to check the outcome of the data processing (Figure 20). If a content providers spots
some problems or is not comfortable with the result, it is always possible to go back to the
previous steps to modify the data and check the result again. In such a case, the data needs to
be deleted first (see chapter 7.3).
The preview is able to show, how the detailed display of data looks like (Figure 21). This
preview display is identical with the “second display” as it is shown when one of the search
results is clicked in the Archives Portal Europe. The preview, however, neither provides, how
search results are displayed in the first place nor how data is presented in the navigated search.
At the moment, the only way to check the complete data display and search functionalities is
to index data (chapter 7.3) and use the Portal.

Figure 20. Preview display

Figure 21. User can explore the tree structure in the preview display

7.2 Data indexing for the Archives Portal Europe (Step E-1)
By now the data is APEnet standard compliant and it is stored in the database system behind
the Dashboard. However, the data should be indexed in order to be searchable and findable on
the Portal. The users of the Archives Portal Europe are not able to see the data until indexing
is complete. This step is as simple as clicking the “Index” button in the Content Manager
(Figure 22). Indexing may take some time depending on the size of the data.
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Figure 22. Indexing in the Content Manager

7.3 Data publishing for the Archives Portal Europe
After indexing, data is finally published on the Archives Portal Europe and visible to the
general public. It takes maximum one day to see data on the Portal due to the technical
configuration of the indexing system. If this is not the case, content providers should contact
the APEnet project team.
Once the indexing is complete, it is highly recommended to check the Portal whether data is
visible or not and how it is searchable and displayed (Figures 23 to 25).

Figure 23. Data as search results in “Context” view
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Figure 22. Data as search results in “List” view

Figure 25. Finding aids as listed in navigated search
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If unexpected errors and mistakes are found, it is possible to deactivate it by the Dashboard
within a reasonable time (e.g. within 1 day). There are two options for deactivating data
(Figure 26).
•

•

“Delete” button removes the file from the system and the Dashboard completely. The
data will no longer be available in the index and the database storage, thus neither
shown on the Dashboard nor on the Portal. If the file should appear on the Dashboard
again, it needs to be uploaded once more.
“Delete only from the index” removes the data only from the index (i.e. Portal),
therefore, the file remains stored in the database system and the data remains visible
on the Dashboard. When the data have to be visible in the Portal again, hitting the
“Index” button will do that.

Figure 26. Two delete options available
For more tips and issues of managing data with the Dashboard, please see chapter 9.

8 Holdings Guide
The Dashboard supports the link between Holdings Guide and Finding Aids
The previous chapters have mainly dealt with Finding Aids, but it is possible to include an
institution’s Holdings Guide in the Archives Portal Europe, too. As described in chapter 5,
uploading a Holdings Guide is done in the same way as Finding Aids. When the Holdings
Guide has been successfully uploaded, the “Go to the Holdings Guide” link in the Content
Manager gives access to the Holdings Guide page (Figure 27).

Figure 27. Go to the Holdings Guide
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The “Link Finding Aids” button allows to create links between the Holdings Guide and
uploaded Finding Aids (Figure 28). In the column “Holdings Guide” of the Finding Aids page
it will become visible whether the links are established between Holdings Guide and Finding
Aids (Figure 29).

Figure 28. Holding Guide view

Figure 29. Holdings Guide column in Finding Aids page shows the link establishment

9. Data delivery
<<OPTIONAL>>

and

publishing

for

Europeana

(Step

F)

Content providers are free to decide if they want to deliver data to Europeana.

9.1 APEnet’s role and consideration of delivering data to Europeana
Europeana is an APEnet’s strategic partner in the framework of the European Commission’s
projects and the APEnet, as a representative of European archives encourages its participants
to supply data to Europeana in order to have more presence from archival domain in that
cross-domain portal. One of the biggest advantages of feeding data to Europeana is to enhance
visibility of the valuable resources from the content providers to the wider public. In return,
the content providers will probably receive more Internet traffic. It is also the idea that the
Europeana users are able to find information about rich and diverse European cultural heritage
including resources from museums, libraries, archives, and audio-visual collections through
one portal. However, it is not always easy for the content providers to meet all requirements
of Europeana. The Archives Portal Europe is, therefore, committed to offer an user-friendly
function on the Dashboard for this purpose.
APEnet respects the content provider’s decision on whether they would like to use this
function and what data they would like to share with Europeana. The table below summarises
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several issues to take into consideration, when delivering data to Europeana. Please note that
this situation may change when Europeana adds new functionalities and changes their Portal.

Pros

Table 2. Issues of data delivery to Europeana to take into account
Issues of data delivery to Europeana
Increase data visibility to the wider public
Increase Internet traffic to content providers’ websites

Cons

Sharing data with other cultural heritage institutions
Decrease the richness of source data (dumb-down to Dublin
Core-based schema)
Data display may not be ideal (no hierarchical display)
Europeana concentrates on digital objects, thus excluding other
digitally available descriptive data

The Dashboard is fully equipped to deliver data to Europeana. All that is necessary is to select
those EAD Finding Aids files (APEnet EAD) intended for delivery to Europeana, and to
convert them into an Europeana compliant format (i.e. ESE – Europeana Semantic Elements).
A preview is also available so that it is possible to get a good idea of how the data will be
displayed in the Europeana portal. Within the Dashboard it is also possible to delete the data
already delivered to Europeana. Please note that Holdings Guides and Archival Landscape
files will not be used for the Europeana delivery.
Relevant documents to look at:
Provide Content to Europeana Introduction
http://version1.europeana.eu/web/guest/provide_content/
Europeana’s metadata schema (Europeana Semantic Elements Specifications Ver3.3)
http://version1.europeana.eu/c/document_library/get_file?uuid=a830cb84-9e71-41d6-9ca3cc36415d16f8&groupId=10602
Technical Report: Archival Digital Object Ingestion into Europeana (ESE-EAD
harmonisation) v1.0
http://version1.europeana.eu/c/document_library/get_file?uuid=a2a94cb0-509a-4460-add15bea1c1bb361&groupId=10602

9.2 Data conversion (Step F-1)
Since Europeana uses their own data schema, it is necessary to convert the APEnet EAD to
ESE (Europeana Semantic Elements). Experts from the APEnet project have already defined
the best possible mapping rules, therefore, content providers only need to fine-tune the
mapping.
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Figure 30. Convert to ESE button
When hitting the “Convert to ESE” button in the actions column, a new page will appear
(Figure 31). There are two mandatory fields to be filled for the conversion:
“Type” allows the user to select the Europeana object types which include TEXT, IMAGE,
SOUND and VIDEO. This is Europeana’s requirement for their functionality (see ESE
specifications ver3.3).
“Hierarchy prefix” provides an opportunity to decide how EAD hierarchy should be presented
in the Europeana item-centric display. It is a kind of a compromise for EAD users as
Europeana does not have a facility to accommodate hierarchical data display at the moment.
The text typed in the text box will be put in front of the concatenation of the <unittitle>’s of
the higher hierarchical levels, which will indicate the context of each archival object (default
value is “Context information”). For this reason, it is very important for the content providers
to understand how the ESE mapping is done under the hood of the Dashboard (Figure 32).

Figure 31. Convert APEnet EAD to ESE options

Figure 32. How “hierarchy prefix” will affect data in Europeana mock-up display
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There are other options that would improve the data quality when converting to the ESE
format. Inheritance of upper elements, origination, and language is possible, as well as manual
language selection.
“Inherit elements from c-file level to c-item leve” enables the user to populate ESE not only
with c-item level information, but also with all information of its higher c-file level, thus
preventing providing meaningless ESE record information in case of a limited c-item level
description due to the hierarchical structure of the original data.
“Inherit origination from higher levels” will add the <origination> information of higher
levels to the ESE records, while “Inherit language from higher levels”will do the same for
<language> information of the higher level <langmaterial> element.
If a content provider wishes to provide language information manually (f.i. because the high
level information summarises all language possibilities of the entire archival fonds, which
will not be appropriate to be mapped to each individual archival object), then it would be
recommended to choose a language from the dropdown box “Select language manually”,
which will then be used to populate the ESE <dc:language> element. In case any of the low
level descriptions already contains <language> information, this will be preserved and not
replaced by the higher level information.

9.3 Data preview (Step F-2)
The result of the conversion can be previewed and is downloadable, so that a content provider
can make sure whether the data has a good quality to send it to Europeana (Figures 33 and 34).

Figure 33. ESE can be previewed and downloaded
It should be noted that the column “Converted to Europeana” displays the amount of ESE
records created (see Figure 33 for example). DAO refers to the <dao> element of EAD which
is used as a base for the conversion of EAD into ESE, because <dao> usually contains digital
objects as Europeana defines them. However, the Dashboard user sometimes sees the
“DAOs:0” as a result of ESE conversion. This implies that the Finding Aids s/he selected
have no <dao> elements, thus producing no ESE records.
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Figure 34. ESE records can be downloaded as a XML file
In the preview, you can click on a link in the left part of the screen and see the selected record
on the right hand with a digital object attached (Figure 35). <europeana:object> and
<europeana:isShownAt> links are active in the right part of the screen, therefore, it is possible
to verify how the hyperlink at the Europeana page would work (Figure 36).

Figure 35. ESE preview
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Figure 36. ESE preview linking to a provider’s website

9.4 Data delivery (Step F-3)
If the content provider is satisfied with the preview, it is time to deliver the data to Europeana.
This function allows to store the ESE data in the OAI-PMH repository of the Archives Portal
Europe, where the Europeana harvester will harvest it at a certain interval. Possibly email
notification will be sent when Europeana has finished harvesting, but this function is not yet
implemented.

9.5 Data publishing
At the moment, there is no way of being automatically notified that the delivered data is
published and visible on Europeana. APEnet will evaluate the possibility to check the
ingestion status of Europeana in the near future.
Therefore, it is necessary to check the data in Europeana manually as follows:
1) visit europeana.eu website and type “*:*” in the search box (Figure 37).
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Figure 37. Europeana front page

2) refine the search by selecting the name of the institution to check data for (in the
menu at the left menu). The result should be all content submitted by that particular
institution (Figure 38).

Figure 38. Europeana full search result
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3) check the number of records written under the name of the institution chosen
(Nationaal Archief in this case) (Figure 39)

Figure 39. Data filtering/faceting by provider
4) compare the number with the number of delivered records in the Dashboard
5) if the number is the same, the delivery of data to Europeana was successful

Figure 40. Checking thumbnails
32

10. Batch processing (Step C-G)
Multiple data can be processed simultaneously.
It is tedious to manually process data individually when having dozens and hundreds of files,
therefore, the Dashboard has a facility to commit batch processing. The batch processing
buttons are located above the data list and include (Figure 41):
•
•
•
•
•
•
•
•

Convert all eligible finding aids
Validate all eligible finding aids
Index all eligible finding aids
Delete all finding aids
Delete all finding aids from index
Convert current finding aids to ESE
Delete ESE files from current finding aids
Download all ESE files

They are all self-explanatory, but, it is important to understand that the batch processing
applies for the files that are pending for the next step, thus called “eligible”. For example,
“index all eligible finding aids” will pick up the files which have status OK for validation and
conversion, because their next step is indexing. All other files are unaffected by this operation.

Figure 41. Batch processing buttons
As batch processing could take a long time and a human error can be dangerous, a
confirmation window will appear before starting the operation (Figure 42) . It also mentions
how many files will be processed by the batch operation.
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Figure 42. Batch processing confirmation

11. Data management and maintenance (Step G)
Publishing your data on the Archives Portal Europe is not the end.

11.1 Checklist for the data management
The published data has to be maintained and properly managed in the future, to enable the
users of the Archives Portal Europe to find the most up-to-date information. Especially the
following principles should be noted.
1) Keep the institutions’ contact information (i.e. the EAG document) up-to-date. This
allows the APEnet project team to manage the website and ask for help if something is
needed. In addition, the users of the Archives Portal Europe may need to contact
content providers for more information.
2) If any change happens in source data and files such as EAD or EAG, it is important to
upload the latest version of the files as soon as possible. Especially if there is a change
of identifiers (URL, reference number etc), new data should be updated as soon as
possible. This will prevent any missing information and broken links.
3) If data is delivered to Europeana and has been updated in the Archives Portal Europe
afterwards, it is necessary to also update the Europeana delivery. The Dashboard has
to be used to once again convert updated data into ESE and re-deliver it, because the
data in Europeana will not be updated automatically.
4) If it is needed to delete data from the Archives Portal Europe and/or Europeana, it has
to be done using the Dashboard. Deactivation of data in the Archives Portal Europe
and Europeana needs to be executed separately.

11.2 Other useful functions of the Dashboard
11.2.1 Search function
As there could be hundreds of files on the Dashboard, a search function is useful to find the
files (Figure 43).
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Figure 43. Search function
11.2.2 File statistics
The Dashboard also shows some statistics of the currently available files, which makes it easy
to manage data (Figure 44).
The available overall statistics are, for example, as follows.
•
•
•
•

Total number of converted files: 1114 / 1114
Total number of validated files: 631 / 1114
Total number of indexed files: 128 / 1114
Total number of converted to Europeana files: 128 / 1114

Data list in the table also shows the detailed statistics of two kinds:
•
•

“Units (of index)” are the number of levels in the Finding Aid indexed. It is an
indicator of how much data is indexed and searchable on the Portal.
“The number of <DAO> elements” corresponds to the number of ESE records (i.e. the
number of digital objects for Europeana).

Figure 44. Statistics of uploaded files
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Thanks to the Dashboard, content providers are able to manage their data in one interface.
They can do everything described in this document, but they can as well upload new files,
update new information, and modify or delete uploaded data, etc for maintenance.
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Glossary
Archival landscape
Gives an overview over the archival institutions having provided content to the Archives
Portal Europe. It could f.i. be structured geographically, starting with the different European
countries, followed by a list of archival institutions situated in these countries, which then
probably would be ordered according to the administrative structures within the country in
question. It is the highest level of description within the Archives Portal Europe, encoded in
EAD (Encoded Archival Description) and linked to the single archival services and the
descriptions of their holdings.
It may as well contain links to EAG documents on the different archival institutions.
Dashboard
Web environment where content providers can manage the whole process of their contributed
data. They can control the data ingestion, archive, and dissemination in a single interface. The
functions currently include uploading (via HTTP, FTP and OAI-PMH), validating (against
EAD2002, APEnet EAD, EAG), conversion (local EAD to APEnet EAD), indexing and
delivering data to Europeana (conversion from APEnet EAD to ESE/EDM). The dashboard
accommodates the tools for conversion from local EAD to APEnet EAD and from APEnet
EAD to ESE.
EAG (Encoded Archival Guide)
An XML standard for encoding information on institutions with archival holdings. It is
compliant to ISDIAH as maintained by the ICA.
Finding aid
A finding aid provides information on any kind of archival material, mostly describing a
single fonds or collection, describing it as a whole as well as describing its different
components. Furthermore a hierarchical structure of the fonds or collection can be represented
within the finding aid, if applicable.
Within the Archives Portal Europe, finding aids will be encoded in EAD.
Holdings guide
A holdings guide can be understood as an overview over the holdings maintained by a certain
repository. A holdings guide can be a simple list, just grouping and naming the different
records creators, fonds and collections, as well as a more elaborate, hierarchically structured
document giving additional information like a summary, the dates of creation, etc. for the
different fonds and collections. Within the Archives Portal Europe, holdings guides will be
encoded in EAD, probably using a subset of elements compared to finding aids. The holdings
guides constitute the intermediate level within the Archives Portal Europe and they are linked
to the corresponding finding aids. Each one structures the list of findings aids of a
contributing institution. Futhermore it can give information on fonds or collections that are
not yet accessible via online finding aids. In future, it also may contain links to EAC-CPF
(Encoded Archival Context – Corporate bodies, Persons, and Families) documents describing
the records' creators.
OAI-PMH (The Open Archives Initiative Protocol for Metadata Harvesting)
A protocol used to exchange metadata in cultural heritage sector. Due to its simplicity, there
are many benefits for both APEnet administration and content providers to adopt this standard.
Data delivery could be quite automated compared to other methods, and there is an advantage
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of data management such as assignment of identifiers and data updating. APEnet will use
OAI-PMH to deliver data to Europeana and content providers can use the Dashboard
effectively to harvest their data via OAI-PMH.
Three layers
The data structure used in the Archives Portal Europe to describe archival materials. It is
called three layers because the structure contains three levels: finding aids, holdings guides,
and the archival landscape (from the bottom to the top).
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