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1 Introduction
This document is as a step-by-step guide for data ingestion and management for the content
providers of the Archives Portal Europe (www.archivesportaleurope.eu). It describes 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.
During the lifetime of the APEnet project, two different instances are runned in parallel and
offered to the content provider:
- the production environment: it corresponds to the back-office (called Dashboard in the
project) and front-office (called Portal) actually on line;
- content checker environment: is a simulation environment of the production
environment, Dashboard and Portal, specifically reserved to the content providers to
test and check their data, also to learn in full security how to ingest and manage their
data. Needless to say, it is highly recommended to use the content checker first before
using the production Dashboard.
For all these instances, except of course for the Portal in production environment, login and
password are required to ensure security at all steps (and assure that the public will not see the
data).
The final data provided to the end-users of the portal are of three main types:
- files describing the institutions that contribute to the Portal, and that are displayed in
the directory part of the Portal,
- files describing all the fonds and collections kept by an archival institution at a high
level and in a general approach: the Holdings Guide and Source Guides, the latter
possibly providing information on thematically related fonds and collections kept by
one or several institutions,
- files describing the archives at a low level and in detail, each file referring to a single
fonds or collection or to a subgroup of it and giving, if any, access to the digitised
documents via links to the content providers websites: the Finding Aids.
To assure a real interoperability and make the different files searchable in the same way, they
have to be “aligned”, “standardised”. To achieve this goal, the APEnet project developed
European target profiles and schemas as well as tools, standalone or on line.
Depending on the local situations, the different types of files already exist or not; if existing,
they can be directly uploaded in the Dashboard, if they do not exist, the project provides two
different ways to create them, on-line or off-line.
The Archives Portal Europe is established on the following data management lifecycle2:
Step A. Data preparation in local environment
Step B. Data submission in the Dashboard
Step C. Data processing in the Dashboard or in local environment
Step D. Data check in the Dashboard
Step E. Data publishing in the Portal
2

For details see figure 1 on page 6.
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Step F. Data delivery and publishing in Europeana (optional)
Step G. Data management and maintenance in the Dashboard
In order to support the content providers, the APEnet project team has indeed developed two
tools which cover all steps of the lifecycle. The Data preparation tool3 deals with Steps A and
C, while the 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 to manage their data
easily. This manual explains all they need to know to use these tools.
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. Finally, they publish their data on the Archives Portal Europe. Besides,
they have an option to deliver data to Europeana via the Dashboard’s framework. Data
maintenance will be required to keep all information up-to-date.

3

The tool (one zipped file) and its specific manual (PDF) are downloadable at:
http://www.apenet.eu/index.php?option=com_content&view=article&id=94&Itemid=150
It takes no more than 5 mn to install it on any computer and only requires to have Java (1.5 and after)

5

Figure 1. Step-by-step data management lifecycle for the Archives Portal Europe
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Figure 2. 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 ideally be in XML
format.
They have to be compliant with one of the following standards: EAD 20024 or EAG5
or need to follow the standards ISAD(G)6 resp. ISDIAH7 (in the near future, the
Archives Portal Europe may as well ingest EAC-CPF8 and METS9).
It is highly recommended to use UTF-8 encoding.

Please see the project website10 for the administrative and legal requirements.
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http://www.loc.gov/ead/eadschema.html and http://www.loc.gov/ead/ead.xsd
http://censoarchivos.mcu.es/CensoGuia/doc/EAG.DTD.txt
6
http://www.icacds.org.uk/eng/ISAD(G).pdf
7
http://www.wien2004.ica.org/sites/default/files/ISDIAH%20Eng_0.pdf
8
http://eac.staatsbibliothek-berlin.de/
9
http://www.loc.gov/standards/mets/
10
http://www.apenet.eu/
5
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3 Data preparation (Step A)
Before integrating data to the Archives Portal Europe, content providers need to get
their data ready. The data can be produced locally in different forms:
- database
- xml files
- ead files
- non xml files (such as Word for instance)
Depending on the local situation, the steps may be different, and the preparation work can be
important or not. All providers need to have source files in their hands. These can be database
exports or a copy of existing EAD/XML files depending on each content provider’s
environment.

3.1 Data export (Step A-1)
During export, the content providers may need to map their data to a local XML format, to a
target schema such as EAD 2002 or directly to the EAD schema as it has been defined for the
use in the Archives Portal Europe (see step A-2).
It is recommended to collect all files in one place (e.g. one folder) which would be of help for
submitting data in one-go, whatever possibility to deliver the data will be used: either an OAIPMH repository to send the files, or a FTP server to upload the files, or sending 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-2Optional)
Content providers that need to convert their data may do it either into basic XML format or
into EAD2002 or into APEnet EAD. Instead of using the APEnet tools, they may prefer to
process data by themselves in order to optimise their data for exchange. For optimisation, the
document “Mapping towards and normalisation in APEnet EAD – Best Practice Guide”11
should be consulted.

3.3 Data processing by APEnet data preparation tool (Steps A-3
to A-5 - Optional)
3.3.1 The reasons for using the data preparation tool
The Data Preparation Tool allows the content providers to locally prepare data compliant to
the standards of the Archives Portal Europe, i.e. before uploading data to the Portal. Besides,
it can be used independently of any data ingestion process, as a convenient way to check
one’s data and verify that they are compliant to the archival standards EAD2002 and EACCPF.
Furthermore, even if the same processing can be done centrally on the Dashboard (chapter 6),
however, there are many reasons to use this tool before data submission:

11

http://www.apenet.eu/images/docs/apenet_mapping_normalisation_guide.pdf
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1) 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) skip steps on the Dashboard
Once a content provider has created data compliant with the standards definition for
the Archives Portal Europe, it is possible to skip some of the otherwise required steps
on the Dashboard. F.i. the EAG document needed to describe one’s institution (see
chapter 4.2) could already be created locally, same for the Holdings Guide of the
institution. Furthermore some steps like checking the documents’ types (Finding
Aids/Holdings Guides) would only need confirmation when uploading the locally
converted files to the Dashboard. This again saves time.
3) help other content providers and the Archives Portal Europe 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
Archives Portal Project team.
4) work in own environment and not on-line
This can be useful for performance issues, or security issues if the content provider
does not want to send data on the web before they are fully ready.
The actual processing of data, for validation, conversion and edition, is described in chapter 6.

3.3.2 The functionalities of the tool
The Data Preparation 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 ensure that they are compliant;
convert local XML files to the commonly used APEnet formats (with the
possibility to import locally developed XSLT);
edit some parts of the converted APEnet EAD files, f.i. to check or add normalised
dates that can be used for date related search in the Archives Portal Europe later;
create a Holdings Guide based on existing Finding Aids (when there is no
Holdings Guide file in EAD/XML format);
create an EAG document to describe one’s institution (when an EAG document is
not available);
save the converted files in APEnet EAD or APEnet EAG format to be able to
deliver them afterwards to the Archives Portal Europe.

The menu consists of five sections (Figure 3)
1. “File” where one can select file(s) to be converted, save the converted
file(s), and quit the tool. One can select a whole directory instead of
selecting one file after another;
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2. “Options” to manage the codes for one’s country as well as for the content
providing institution (“Global identifier”), change the language of the user
interface (English, French, or German), select a locally-developed XSLT
script for the data conversion, and initiate the creation of an EAG
document;
3. “Actions” to alternatively initiate the validation and conversion; Keyboard
shorcuts exists.
4. “Windows” to alternatively select one of the tabs within the main view;
There are also keyboard shortcuts for this.
5. “Help” where links to the XSLT guidelines and the APEnet project’s
website are provided.

Figure 3. Menu of the Data preparation tool
The screen of the Data preparation tool is globally divided in two parts: list of files to be
operated on the left, tabs displaying the possible actions and results of these actions on the
right (Figure 4).
The list of files to be operated:
The list is displayed on the left side, showing all files that have been imported via the menu
“File / Select file or directory”. If the content provider has decided to create his Holdings
Guide and/or EAG document via the Data preparation tool, these files will be displayed in the
list as well, once created.
By clicking on one file it is selected for validation and/or conversion which can be initiated
via the corresponding radio buttons in the “Summary” tab of the main view, or via the menu
“Actions”. Selecting several files will activate the buttons below the list of files to:
- operate the files in a batch mode,
- create a Holdings Guide, based on the selected files.
The color of the files changes once an action has been performed on this file: if successful,
green characters are used, if not, red characters. (Figure 5)

10

Figure 4. Overview of the Data preparation tool
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Figure 5. different colours indicate the files that have been processed.
The “Summary” tab allows to:
− initiate the validation and/or conversion process of the files;
− choose the XSLT that should be used for conversion (default one as provided by the
tool or a local one imported via the menu Options / Use your stylesheet);
− choose the XSD against which the files should be validated: EAD2002, APEnet EAD
as XSD 1.1 or XSD 1.0, EAC-CPF, EAG, APEnet EAG. By default, APEnet EAD
(XSD 1.1) is selected.
When conducting a validation or a conversion, the “Summary” tab will show the status of the
data processing and indicate the next step.
The “Validation” tab
It notifies the user of her/his file being valid or not and provides a report on possible
validation errors (see also chapter 6.1).

Figure 5bis. Validation report
The “Conversion” tab
− states the country code that has been used for identification of the correct parts of the
default XSLT script used for conversion. This code can be modified via the menu
“Options”;
− notifies 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).
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Figure 5ter. Conversion report
Please refer to “Mapping towards and normalisation in APEnet EAD – Best Practice Guide”12
to understand the mapping and normalisation best practice for the APEnet project.
The “Edition” tab
It allows editing some predefined elements and attributes within the converted and validated
APEnet EAD file. These elements and attributes are the following:
• eadid @mainagencycode
• eadid @countrycode
• eadid / text()
• langusage / language
• langusage / language / text()
• langmaterial / language
• langmaterial / language / text()
• unitdate @normal
• titleproper / text()
• c @level
The idea is to improve the display of the data within the Portal, without necessarily change the
original data, by providing extra-information. (see also chapter 6.3). Once edited, the files
need to be saved.
Saved APEnet EAD files (via the menu Edit/save) will be stored in the “output” folder of the
tool. The errors log file is also automatically saved in this folder. It is important to keep it in
case of problems to report it to the technical team of the Archives Portal Europe.

12

http://www.apenet.eu/images/docs/apenet_mapping_normalisation_guide.pdf
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Figure 6. Output folder

3.3.3. Creating a Holdings Guide
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 4.3).
All are encoded in APEnet EAD. In case a content provider does not use a Holdings Guide in
EAD yet, the Data preparation tool helps to create a Holdings Guide from a batch of Finding
Aids.
To create a Holdings Guide, simply select the needed Finding Aids in the list and click on the
“create Holdings Guide” button. The result will not be a simple list, but a tree structure to link
finding aids to the holdings guide
The result is a simple list of the Finding Aids including the main information from their
highest description levels, i.e. the title of the fonds, 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.
For the Holdings Guide itself an identifier and a title are required, a short description of its
scope and content may be added as well and is highly recommended.
In a second step it is possible to structure one’s Holdings Guide by adding new sublevels in
order to group Finding Aids in a hierarchical way (Figure 7). Adding a sublevel is possible
via a right click. For each sublevel a title needs to be given, while the addition of an identifier
and a short description is optional but recommended (Figure 8).
Content providers are recommended to include a short description in the dedicated field (that
corresponds to the scopecontent element. The description can be done either for the complete
Holdings Guide or for each of the created sublevels. It is intended to provide some
information on how their Holdings Guide is structured and how the Finding Aids have been
grouped within. The arrangement of a Holdings Guide can – depending on the local workflow
and on the tradition in describing archival content – be quite different. The range could be
from simple lists of the different fonds and collections to more elaborate, hierarchicallystructured documents either following a chronological order (ie by era) or an administrative
one (ie by provenance) or representing a mix of both. Including such information on the
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archival processing in the creation of a Holdings Guide will help the future users of the
Archives Portal Europe to better understand and therefore more efficiently use the existing
structures for their own purposes.

Figure 7. Creating a Holdings Guide – Adding sublevels

Figure 8. Creating a Holdings Guide – Editing sublevels
Once all wanted sublevels are added and all Finding Aids included in them (by simple drag
and drop, but be aware that once in a level, a Finding Aids cannot be changed and moved to
another one), each of them can be deliberately moved up and down the structure for readjustments if needed (Figure 9). After clicking the button “Save” the newly created Holdings
Guide will appear in the general list of files of the Data Preparation Tool, at the bottom, and
need to be validated in the summary tab to complete the process.
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Figure 9. Creating a Holdings Guide – Adjusting the hierarchy and structure
Furthermore, it is possible to retrieve the tree structure from an already created Holdings
Guide by clicking the button “Load” after having opened the frame for the creation of
Holdings Guides. This structure is stored in the “output” folder of the tool after once having
saved a Holdings Guide there.
Creating an EAG file for its own institution
To easily create an EAG file, the tool provides a simple form, available from the menu
“options”, containing only the mandatory fields that required for APEnet (Figure 10).
Once created, the file has to be validated and is saved in the “output” folder.

Figure 10. Filling the form to create an EAG file
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For more information on the use of EAG within the Archives Portal Europe, please refer to
the documents available on the project website:
http://www.apenet.eu/index.php?option=com_content&view=article&id=50%3Astandards&c
atid=37%3Astandards&Itemid=65&lang=fr#USEEAG
Most of the functionalities provided in the Data preparation tool are also available in the
Dashboard.

4 Using the Dashboard - Provider’s account
The Dashboard is the user-friendly one-step 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, index and publish their data in the Portal, as well as to
deliver data to Europeana on-demand.
The Dashboard is divided in three sections, available once connected:
- Manage archival landscape: edit, upload, preview, download, change identifiers
- Manage institutions: view list of institutions, change institution manager
- Manage content: view/modify, upload, download EAG file; change institution’s name;
upload content; content manager.
The next chapters present the different actions that the users may perform within the
Dashboard.
All content providers will have a Provider’s account created on the Archives Portal Europe in
order to use the Dashboard. The Dashboard account starts from filling the content providers’
information
Two user groups are currently specified for the Dashboard being responsible and having
access to different actions, therefore, this manual should be read according to which user’s
group one’s belong to: Country Managers or Institution Managers.

4.1 Country Manager and Institution Manager
National archives and state administration for the archives will act as country managers for
their countries. The Country Manager is responsible for the country’s section of Archival
Landscape (see chapter 4.3) which lists archival institutions in her/his country and possibly
groups them according to regional, administrative and other structures. When naming an
institution within the Archival Landscape, the Country Manager can directly assign an
Institution Manager for this archive, who will be in charge of all following steps (e.g. creation
of an EAG document, uploading and managing archival content). The Country Manager is at
the same time the Institution Manager for her/his own institution.
Institution Manager is the one creating an EAG document of his/her institution when logging
into the Dashboard for the first time and being in charge of managing the archival content of
the institution (Holdings Guide, Finding Aids, etc.).
The actual set-up mainly depends on the administrative structure within the different
participating countries and it could as well be possible that next to the Country Manager some
Institution Managers are as well taking care of ingesting content from several institutions. The
17

Dashboard allows a flexible changing of this account setting via the “Manage institutions”
section of the main menu (Figures 18 and 19) at any time.
A Country Manager – or an Institution Manager – also ingesting content one behalf of other
institutions is required to select an Institution Manager account in the Content Manager
section. An Institution Manager only managing his/her own institution’s content will be able
to directly access the own account via the general log-in.
Looking at the blue header on the left side of the screen, the user easily recognises the type of
account s/he is using (Figure 11).

Figure 11. Account type is written in blue Country manager and institution manager

4.2 Content Provider’s account
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After having logged into the Dashboard (Figure 12), the content provider can change her/his
user name and password. Please go to “Edit user information” available on the top right
(Figure 13).

Figure 12. Log-in screen of the Dashboard

Figure 13. Edit user information
The content providers can change the language of the interface by using the drop-down box
on the top right corner of the Dashboard. This can be changed anytime when using the
Dashboard. Note that the red title and sub-title of the pages acts as bread-crumb in the
different sections and pages of the Dashboard.
To begin with the content ingestion, the very first thing to do for the Country manager is to
add administrative information on the institutions of one’s country, who will be providing
content to the Archives Portal Europe. The first step in preparation is, therefore, the creation
of the Archival Landscape as an entry point to the 3-layer data structure of the Archives Portal
Europe13, before giving access to institutions managers.
13

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” (http://www.apenet.eu/images/docs/apenet_ead_archival_landscape.pdf).

19

The Institution Manager can start adding information about her/his institution directly.

4.3 The Archival Landscape
The Archival Landscape provides an entry point to a navigation tree structure represented
within the Archives Portal Europe, starting with the constituent countries and drilling down
via the single institutions and their holdings to the separate Finding Aids with information on
the archival material itself. This hierarchical structure is provided in the “Navigated search
options” of the Archives Portal Europe. Herein 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 14).

Figure 14. Editing the Archival Landscape on the Dashboard
Via the drop-down menu on the left of this webform, it is possible to decide 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
selected in the list displayed below the entry box. The same applies when wanting to add a
subgroup to an already existing group. After that just type the name of the institution (or
subgroup) and click the button “Add to the list”.
Additionally, it can be specified in which language the name of the institutions, group or
subgroup is given by using the second drop-down menu within this web form. This will
influence the display of the Archival Landscape at the Archives Portal Europe in relation to
the language a user has selected for the interface of the Portal. When f.i. providing the
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institution “Nationaal Archief” and including the language information “Dutch”, the
following syntax of the Archival Landscape will be generated:
<unittitle encodinganalog="3.1.2" type="dut">Nationaal Archief</unittitle>.
Via the button “Show alternative names” one could as well add the name of an institution or
group in (an) additional language(s).
Even though it is recommended to ensure the structure and sequence of the Archival
Landscape beforehand, it is also possible to flexibly re-organise the structure of the
institutions and groups of the country within the Dashboard. The user can delete, move an
element up in the list, and move it down in the list. It is furthermore possible to assign an
institution under a particular group (Figure 12). For the latter option the element to be moved
should be selected within the list and the new group to which it is intended to be assigned to
should be chosen via the drop-down menu at the bottom of the list. After that a click on the
button “Change group” will confirm the change. As soon as the user is confident with the
institutions and/or groups added, click the button “Save” to approve the changes. Otherwise
data will be lost.
But if an institution is moved from a group to another, its data will have to be fully reindexed.

Figure 15. Organising the structure of Archival Landscape
The country part of the Archival Landscape XML file can be downloaded, edited locally and
uploaded (via HTTP) again. In the main menu on the left, there are options “Download
archival landscape” and “Upload archival landscape”. In addition, it is possible to change
identifier of groups and institutions within the archival landscape (Figure 17).
The preview function is handy when the user would like to confirm how the Archival
Landscape will look like on the Portal (Figure 16). Please be aware that the contact and
service information is not available until EAG information is filled and saved, as described in
the next chapter.
Note: When creating one’s country’s Archival Landscape online, the Dashboard will assign
identifiers to all groups, subgroups and institutions. These are automatically created
combinations of letters and numbers used to identify the elements from each other with regard
to data processing per institution and/or per country later on. In case the Archival Landscape
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EAD XML file has been downloaded, edited any further locally and uploaded again to the
Archives Portal Europe, it is recommended to pay special attention to the identifiers. In
general, it is possible to change the automatically created identifiers, f.i. into identifiers
including the country code or an existing institutional identifier for the single archives. But in
case these institutions already have content indexed at the Archives Portal Europe, such a
change will require a re-indexation of this content, since the identifier of the institution is
included in the indexed information per descriptive unit.
Same goes for changing the identifier of a group or subgroup in the Archival Landscape, in
case they include institutions with content already indexed. The Dashboard will always notify
the content provider on this before the change of identifiers is processed.

Figure 16. Archival Landscape preview

Figure 17. Changing identifiers inside Archival Landscape
As the creation and editing of the Archival Landscape is part of a Country Manager’s account
of the Dashboard, the Country Manager will by default be assigned as the Institution Manager
of all archival institutions named in the Archival Landscape in the first place (Figure 18). S/he
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can afterwards assign new users as Institution Manager for each institution via the menu
“Change institution manager” (Figure 19).
The Institution Manager could be already registered to the Dashboard or completely new user,
who then would need to complete the normal registration process first.

Figure 18. List of Institution Managers

Figure 19. Change of Institution Managers by Country Manager

4.4 Content provider information
The “Manage content” section from the menu is the main part of the Dashboard. It allows to
manage the EAG files, the different EAD files of one’s institution and the name of the
institution.
To access it, the user has to select the institution s/he wants to manage, either her/his own, or
other one(s) he is entitled to manage (Figure 20). If the user manages only one institution, s/he
has no selection to do and is directly positioned in his institution.
Accessing the Dashboard for the first time, the content provider will be asked to either create
a simple EAG file via the web form as offered by the Dashboard to describe her/his
institution, or to upload an already existing EAG document.
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Figure 20. Selecting an institution to manage its content

4.4.1 Create EAG by webform on the Dashboard
The easiest way to get an EAG document providing information about the selected institution
is to use the web form on the Dashboard (Figure 21). Most information herein is mandatory.
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”14. 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, or to complete it with other informations. If it is not
possible to provide certain mandatory information, one could as well fill the corresponding
field as Not Applicable (N/A) or Unknown.
In addition to information on the archival institution itself as f.i. contact details or services
offered, it is as well possible to include a link to the Holdings Guide of the institution in order
to provide access to the institution’s fonds and collections already within the EAG
information. One could either include an external link, i.e. to an online Holdings Guide at the
content provider’s own website, or a local link, i.e. to the Holdings Guide of this institution as
presented at the Archives Portal Europe. Prerequisite for the latter option is, that the Holdings
Guide in question is already indexed.
In both cases, the link can be added via the button “Add repositorguide”. When choosing a
local resource with the corresponding drop-down menu, the link to the Holdings Guide at the
Archives Portal Europe will be automatically retrieved from the central system, while it is
required to add the URL to an external resource manually. The field “Information” can be
used to provide a link text, that will later on be shown at the “Directory” section of the
Archives Portal Europe in order to access the Holdings Guide. In case, no link information is
given, the default text “Link to holdings guide” will be created.

14

http://www.apenet.eu/images/docs/apenet_eag_archival_institution.pdf
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Figure 21. Editing the content provider information (EAG webform)

4.4.2 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 22). The uploaded data will be validated
automatically against the APEnet EAG, a process that f.i. includes a check on the NORMAL
attribute existing and being filled with date information compliant to ISO standard 8601.
Once APEnet EAG is created, the user can download it from the main menu for re-use.
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 “Name
of the archival institution” or the EAG element <autform>) is strictly identical with the name
given for this institution within the Archival Landscape. This will be checked when saving the
entries on the web form or when uploading an existing EAG document.
Nevertheless it is possible to change an institution’s name via the corresponding submenu in
this section of the Dashboard. In case, an institution would already have content indexed and
available at the Archives Portal Europe, a warning message will be shown when it is
requested to change the name of an institution. Since the name of the institution is included in
the indexed information per descriptive unit, such a change will require a re-indexation of this
content.
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Figure 22. EAG upload

5 Data submission (Steps 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 selected an institution, ingestion of archival data for that institution can get
started. The Dashboard provides 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.
Table 1. Pros and cons of data submission methods.
OAI-PMH
FTP
HTTP
Data can be remotely
No local installation
Pros Data delivery can be
automated
manageable (without having needed
data on a local machine, it can
Data can be synchronised with be delivered from the FTP
Great familiarity with the
local database system
server)
technology
Data can be exposed to other
service providers
De facto standard of data
exchange within cultural
heritage sector
Cons Server has to be deployed
locally

Server has to be deployed
locally

Data delivery is always
manual

Data delivery is always
manual

5.1 Document type
Apart from EAG and Archival Landscape EAD upload as described in chapter 4, there are
currently three document types to be submitted via the Dashboard to the Archives Portal
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Europe which all should be EAD 2002 XML compliant or already converted to APEnet EAD
before upload:
- Finding Aids,
- Holdings Guides,
- Source Guides.
After the submission of files, it is necessary to select the document type which allows the
Dashboard to recognise the difference (Figure 21). If Finding Aids already converted locally
to APEnet EAD or Holdings Guides created locally with the Data preparation tool are
uploaded, their type will be detected automatically. However, the user always needs to
confirm the right document type to proceed. If the user hits the “Cancel” button at this point,
the files will not be ingested into the Dashboard. NB cancel are batch buttons and their action
applies to all files.

Figure 23. Document type selection
From this point, Finding Aids are used in the handbook 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 and Source Guide, please see
chapter 8.

5.2 OAI-PMH
5.2.1 OAI-PMH set-up
Note: At the moment, only specified content providers are able to use OAI-PMH harvesting as
customisation is needed due to the technical variations of the OAI-PMH implementation.
Nevertheless, one may try one of the existing implementation and it could fit the own
implementation as well.15

15

For more information about the use of OAI-PMH in the project, please refer to the project’s website where
useful documents have been up-loaded: http://www.apenet.eu/images/docs/OAI-PMH_Workshop_part1.pdf and
http://www.apenet.eu/images/docs/OAI-PMH_Workshop_part2.pdf
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In order to deliver data to the Archives Portal Europe by OAI-PMH, content providers either
need to already have or to set up a OAI-PMH repository on their servers. 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 from a content provider’s OAIPMH repository by 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 “on demand” from their repositories into the
Dashboard. As such, content providers act as data senders and data receivers. An advantage of
this method is that the OAI-PMH function of the Dashboard enables the content providers to
fully control their ingestion process. It is also foreseen that the Dashboard will evolve over
time to automate the harvesting process, which makes it easier in future for the users to
manage their content in the Archives Portal Europe, while keeping the entire control of the
data ingestion.
There are many open source OAI-PMH tools16, 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
Explorer17 and Data Provider Validation and Registration18).

5.2.2 Organising sets and identifiers
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
16

For more details see http://www.openarchives.org/pmh/tools/tools.php
See online http://re.cs.uct.ac.za/
18
See online http://www.openarchives.org/Register/ValidateSite
17
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European_map_archive:Portugal_maps
European_map_archive:Austria_maps
European_map_archive:Austria_maps:Vienna_maps
Identifiers have to be unique and persistent URI, therefore it will not change over time.
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

5.2.3 Harvest the data from the Dashboard
In the Dashboard, content providers go to the section “Manage content” / “Upload content”
and select OAI-PMH from the upload type radio buttons. There is some information required
to be filled in (Figure 22):
- repository URL,
- set names,
- metadata format,
- type of data –currently complete EAD files or information encoded in Dublin Core,
- token can be given, if resuming (this is highly recommended particularly if the harvest
should be long).
When data is uploaded, the content provider can see the files afterwards in the Content
manager section and check if the process is completed (see chapter 6).

Figure 24. OAI-PMH harvesting on the Dashboard
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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 Wikipedia19.
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 23):
- Go to “Upload content” from the section “Manage content”,
- Select “FTP” from upload type, fill in URL, port, username and password, and hit “Connect
to FTP server”,
- Select files from your FTP server and transfer data,
- Check if all files are listed in the Content Manager.

Figure 25. FTP downloading on the Dashboard

5.3.3 HTTP
This is probably the easiest solution of all, as one can simply use HTTP upload via the
Dashboard (Figure 24). It is possible to upload a ZIP file containing multiple XML files. This
enables the users to upload files more conveniently.
-

19

Go to “Upload content” from the menu;
Select “HTTP” from upload type radio button;
Browse and select a file from your local computer and hit “Upload” (note that you can
upload only one file at a time so that you have to repeat the process for each file, or
zip all your files in one);

http://en.wikipedia.org/wiki/Comparison_of_FTP_server_software
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-

Check if all files are listed in the Content Manager.

Figure 26. HTTP uploading on the Dashboard

5.4 Check existing files
When the files are uploaded, they are displayed in one, two or three categories, depending on
the result of the uploading process (Figure 27):
Successful files
Uploading is complete without any problems.
Files with errors
The uploaded files need to have one of the following file extensions: XML, XSL, or ZIP.
They should also be a valid XML. If the files are not compliant, an error message will be
displayed and the files won’t be ingested in the Dashboard.
Files repeated
EADID is the unique identifier for an EAD file used in the Archives Portal Europe.
Accordingly, if the uploaded files have the same EADID as existing files on the Dashboard,
they are regarded as duplicates. In this case, the user is asked to decide to either
- cancel the uploading files,
- change EADID of the uploading files,
- overwrite the existing files.
If the user needs to change the EADID, it is necessary to check the availability of the EADID
provided before hitting the “Accept” button. If the user fails to do it, the files will not be
recognised, thus not be ingested further. NB No error message will be displayed at the
moment.
Note: The option to add an EADID might as well become necessary in case an uploaded file
is missing this information. The single steps would then be similar to repeated files: type
EADID, check its availability and hit the “Accept” button when everything is found ok.

31

Figure 27. Confirmation of uploading files
By clicking on the Accept button, the content providers is allowed to go to the Content
Manager, which represents the “core” of the Dashboard, where he will be able to process his
data.

6 The Content Manager - Data processing (Step C)
Accepted data now need to be processed in order to be APEnet EAD profile compliant and
usable on the Portal. The Content Manager is the central point for management of uploaded
files in the Dashboard (Figure 28) where the Content Provider may:
- See the informations on his files
- Order and control the whole process on his data.
The Content Manager is declined in three similar sections for the 3 types of documents that
can be operated by it: finding aids, holdings guides and source guides (see chapter 8)
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Figure 28. Content Manager – general overview
The main part of the Content Manager is the table that contains all the files uploaded in the
previous steps and provides informations for each of them as well as on the steps and actions
needed to complete the process.
-

informations: identifier, title of the finding aid, last upload date;

-

status of the file: a “ok” or a “no” indicates, from the left to the right, corresponding to
the order of the processing, whether a file is converted, validated, indexed, is linked to
a holdings guide, converted for and delivered to Europeana or has not been processed;
At the beginning, the status is all set to “No” for newly uploaded files. Only in the
column “Conversion” might appear an “Ok” instead, should the files uploaded already
have been converted to APEnet EAD locally, using the DPT;

-

possible actions: validate, convert to EAD or ESE, edit, index and publish, delete
(completely of from index only), the buttons displayed in the column actions depend
on the status of the file. F.i. “Validate” is immediately available, but “Index and
publish” becomes available only after validation and conversion have been conducted
successfully.

Above the table, different elements complete the Content Manager. They are presented here
from bottom to top.
Statistics are displayed just above the table and sum-up the overall situation of the files in the
Dashboard (see chapter 11.2).
The files can be processed one after another within the table via the actions buttons, but it’s
more convenient to use the batch processing buttons displayed above the statistics. They
allow to process all or only selected files, either step by step or all steps at once via a “do it all
button” (see chapter 10).
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Above the batch processing buttons, a search facility is provided. Here the user can use
keywords and options to find the files that has to be managed.
A drop-down bow on the right offers the possibility to change the number of files displayed in
one page. Please see details in chapter 11.2
The links above the search facility allow to go from one section to another: Finding Aids
(default section), Holdings Guide and Source Guide section (see chapter 8) and to go back to
the up-load content screen.

6.1 Data validation (Step C-1)
All files submitted to the Archives Portal Europe via the Dashboard must be validated against
the APEnet schemas. This applies to files that already have been converted locally by using
the Data preparation tool as well as to files that shall be converted centrally on the Dashboard.
The validation of data is therefore always available as a first step after having uploaded files
to the Archives Portal Europe to ensure that the data can be processed correctly.

Figure 29. Initiating the validation
By clicking on the button “Validate” the validation of the file against the according APEnet
schema is initiated. If the validation is successful, indicated by a green “Ok”, one can proceed
to data conversion (see chapter 6.2) or data indexing and publication (see 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, a red “no”, or a red “fatal error”, both with a “show error” button below
is displayed. The error report is shown in a pop-up window that provides the line numbers of
errors and a short description (Figure 30). Depending on the error, you may or not convert
anyway the file, because the conversion will take care of the detected problems. The
corresponding actions button “Convert to APEnet EAD” will in the first case be available, but
in the second case, only “Delete this file completely” will be displayed.
Errors (and warning) messages are very important and may have different consequences:
- re-work on the original data is needed,
- re-work on the mapping is needed, either locally, or possibly on the data preparation
tool.
To decide between these possibilities, the content provider shall check carefully the error
message issues and possibly contact the Archives Portal Europe team for advice and help.
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Figure 30. Error message after validation failed
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
COUNTRYCODE for country information, that has to be compliant with ISO standard 31661, 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, and
particularly OTHERLEVEL, can be dealt with by conversion.

6.2 Data conversion (Step C-2)
If the submitted file is not valid against the APEnet profile, the Dashboard will request the
user to convert it to APEnet EAD.
Object type selection
Before conversion it is highly recommended to use the object type selection by clicking on the
“options” red link in the header of the column “conversion” in case the files to be converted
contain links to digital objects (Figure 31). The option allows the content providers to choose
one of the five classifications of object type: IMAGE, TEXT, SOUND, VIDEO and
UNSPECIFIED in order to display the corresponding icons on the Portal when digital object
is available to the user (Figure 32). If no selection is made, the according information will be
missing for the display at the Archives Portal Europe, where then the icon for UNSPECIFIED
type will be displayed provisionally.
Technically, the object type is described in the XLINK:ROLE attribute inside the <dao>
element, therefore, for example, <dao xlink:role=”IMAGE”>. If the user checks the “Use
existing role type if found” radio button, already existing role types will not be overwritten,
but the selected type will be assigned to those in which the information is missing. As
mentioned above, the UNSPECIFIED icon will be displayed only when it is selected
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deliberately, when other values than the five object types are present or when the role type
information would be missing completely due to no selection made at this point.
Please note that this option is only applicable for those files that have <dao> elements
included, implying the availability of hyperlinks to digital objects. That also means that the
type selection made here will affect to the Europeana object type selection (See chapter 9.2).
Once a conversion is done and you want to change the object type, you have to upload the
original file again and re-process it. Same goes once the object type is assigned, the only way
to change it is to delete the file and start the ingestion again. The Archives Portal Europe team
will consider the possibility to handle the object type more flexibly in the future within the
Dashboard.

Figure 31. Object type selection

Figure 32. Object type icons displayed on the Portal
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” (Figure 33).
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Figure 33. Warning message after conversion
This conversion report will typically:
- notify about the country code used as background information to correctly process
your data.
- 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 (f.i. the elements <sponsor>, <editionstmt>,
<colspec> or <runner>).
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”20 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.

6.3 Edition of APEnet EAD files (Step C-3)
After successful conversion and validation, there is an option to “Edit” the APEnet EAD files
directly within the Content manager. This editing functionality currently only includes some
elements and attributes and mainly refers to those that will be used for certain functionalities
of the Archives Portal Europe. The general aim is to allow the content provider to improve its
data manually with additional information that does not exist in the original local files.
So it f.i. is possible to add normalised language or date information, which will be used for
searching and/or for refinement of the search results, or one could add a <unittitle> if this
information should be missing to better enable the linking functionality of this element
(among others from search results display to the “Second display” providing the complete
20

http://www.apenet.eu/images/docs/apenet_mapping_normalisation_guide.pdf
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Finding Aid). Depending on the elements that are manually completed, one can choose
whether the new information shall be added for the level edited, or for all levels, or for all
lower levels.
For the use of EAD editing function, please refer to the Data Preparation Tool manual21.

Figure 34. Editing an APEnet EAD file on the Dashboard

7 Data checking and publishing for the Archives Portal
Europe (Steps D and E)
Before publishing data on the Archives Portal Europe it is very important to check it in the
simulation environment.

7.1 Data previews and download (Step D-1)
In order to enable the content providers to check the outcome of the data processing, previews
and downloading are available. The preview is available after a successful conversion and
validation of files, together with the “Download APEnet EAD” button in the validation
column. Besides, by clicking on the title, the ead file is displayed on the screen. (Figure 35).
If a content providers spots some problems or is not comfortable with the result as shown in
the previews, the “Download APEnet EAD” option will allow him to better check the data
locally. The data will then have to be deleted from the Dashboard before being up-loaded and
processed again once the problem is solved (see Chapter 7.3).

21

http://apenet.eu/index.php?option=com_content&view=article&id=94&Itemid=150&lang=en
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Figure 35. Previews and download
The preview shows how the detailed display of data looks like in the Portal (Figure 36). It is
identical with the display of the search results in the Archives Portal Europe and offers the
same functionalities: navigate in the hierarchy of the finding aids on the left and click on the
links or thumbnails to check them. The display of the EAD file (Figure 37) is not editable.

Figure 36. Preview display

Figure 37. Display of the EAD file
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7.2 Data indexing and publishing (Step E-1)
By now the data are APEnet standard compliant and are stored in the database system behind
the Dashboard. However, the data should be indexed in order to be searchable and findable on
the Portal. A click on the “Index and publish” button launch the process (Figure 38).

Figure 38. Indexing in the Content Manager
The queuing process
As indexing is a time-consuming task, it may take several days to see data on the Portal if the
user indexes hundreds of huge files. In order to be performance-efficient, the indexing is only
executed during night time of CET (Central European Time).
After clicking on the “Index and publish” button, the indexing status becomes “Scheduled to
be indexed”, with the indication of the position in the queue, until indexing is completed (see
figure 39). Once the file is indexed, the table indicates the number of descriptive units that
have been indexed and are therefore published on the Portal and visible by all.

Figure 39. Queuing function for indexing
In the testing environment of the Content Checker, this queuing mechanism is disabled to
allow the content providers to see instantly how the data will look like as soon as indexing is
completed.
In case, there have been some troubles during the indexation – either due to technical reasons
or due to unexpected problems with the data that might still occur despite the several checks
during the data processing as described above – the content provider will be notified
accordingly when logging in the next time. S/he then will be asked to contact the
administrator of the Dashboard in order to clarify the reasons for indexation errors and to
solve them as soon as possible.

7.3 Data checking for the Archives Portal Europe
It is recommended to check the data published on the Portal via “Advanced search” section by
conducting a search and look at the search result22 in Context view (Figure 40) and List view

22

Please refer to the Navigation Guide online at Archives Portal Europe to find out how to search the Portal in
more detail.
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(Figure 41) and also by navigating the tree (Figure 42) to ensure that the data are handled and
displayed as expected.
Obviously only indexed files will appear on the Portal. It should be noted that the thumbnails
of the preview function within the result pages are only available when the syntax <dao
xlink:title=”thumbnail”> exists and the attributed URL should lead to the thumbnail on the
website of the content provider.

Figure 40. Search results in “Context” view
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Figure 41. Search results in “List” view (first display)

Figure 42. Finding aids as listed in navigated search
If unexpected errors and mistakes are found, it is possible to delete the corresponding files.
There are basically two kinds of deletion (Figure 43):
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-

“Delete this file completely” button removes the file from the system and the
Dashboard completely. The data will no longer be available in the index, database
storage, and OAI-PMH repository if applicable (See chapter 9.6), 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 search 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. If applicable, ESE records in the OAI-PMH repository will be
removed (See chapter 9.6). When the data have to be visible in the Portal again, hitting
the “Index and publish” button will do that. This is a good option if the user would
like to temporarily remove the content from the Portal.
Note: Same as for indexation being done via queueing it might be the case that
deleting a file from the search index does not become effective at the Portal right
away. So, the file removed from the search index will immediately not be available
anymore in the part “Select countries/archives” of the “Advanced search” section, but
there still might be hits for this file in the search results because these are based on the
indexation. For the same reason, it is also possible that terms once found in this file
might still show up in autocompletion functionality for searching. Nevertheless, in
case a user would try to access a “hit” found in the a file currently deleted from search
index, s/he will be shown a message explaining, that this file is not available anymore
at the moment, and s/he will be asked to try again later, when the file might have been
re-indexed again.

-

“Delete this file from indexing queue” removes the file that has been scheduled to be
indexed.

-

“Delete ESE records” is the button to delete ESE records, therefore, also flag them as
to be deleted in the OAI-PMH repository.

-

“Request to delete from Europeana” is the button only available after publishing
records in Europeana (See chapter 9). This action will remove ESE records from the
OAI-PMH repository in order to delete the content from Europeana, but the data in the
index and database storage for the Archives Portal Europe will be preserved. The file
will be, therefore, still visible on the Portal.

Figure 43. the different delete buttons depend on the status of the file
The Dashboard user has to be very careful about the data deletion. The unavailability of
previously available data will be a confusion for the Portal users in any circumstances.

43

For more tips and issues about managing data with the Dashboard, please see chapter 9.

8 Holdings Guide and Source Guide
The Dashboard supports the link between Holdings Guide and Source Guide and
Finding Aids.

8.1 Ingestion of Holdings Guide
The previous chapters have mainly dealt with Finding Aids, but it is mandatory to include an
institution’s Holdings Guide in the Archives Portal Europe. As described in chapter 5,
uploading a Holdings Guide is done in the same way as Finding Aids in the Dashboard. When
the Holdings Guide has been successfully uploaded, the “Go to the holdings guides section”
link in the Content manager gives access to the holdings guides management page.
The procedure of ingesting the Holdings Guide is exactly the same as Finding Aids, therefore:
validation, conversion if needed, edition, indexing and publishing (Figures 44).
All options including download and preview are also available during the process (Figure 45
et 46).

Figure 44. Validate, edit and delete options for Holdings Guide

Figure 45. Preview and download Holdings Guide

Figure 46. Preview of Holdings Guide
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After the Holdings Guide is indexed, the Dashboard automatically checks the links to the
Finding Aids and tells the users how many Finding Aids are linked in the corresponding
column (Figure 47).
Note: For this check, the Holdings Guide EAD XML file is searched for the element
<otherfindaid><p><extref>. The value of the attribute XLINK:HREF included in this
element is checked against the content of the element <eadid> of the Finding Aids. This is
another reason, why EADID is such an important information when managing data in the
Dashboard (see chapter 5.5, part “Files repeated”).

Figure 47. Linking to Finding Aids
If there is some inconsistency between Finding Aids and Holdings Guide, one can see a
button “Show findings aids not linked yet”. In order to check the relationship between
Finding Aids and Holdings Guide, the Dashboard provides detailed statistics about this when
clicking the button (Figure 48). They include:
- Finding aids not uploaded yet
- Finding aids not indexed yet
- Finding aids linked

Figure 48. Statistics of the relation between Finding Aids and Holdings Guide
By examining these lists, the user is able to understand what is to be done and what is
unusual.
The linking relationship also can be confirmed in the column “Holdings Guide” of the
Finding Aids section (Figure 49).
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Figure 49. Holdings Guide column in Finding Aids section shows the link to the Holdings
guide by indicating either “no Holdings Guide”, either the identifier of the Holdings Guide
The Finding Aids which are linked to a Holdings Guide will appear inside the Holdings Guide
structure on the Portal, while the Finding Aids which are not linked to a Holdings Guide will
be visible in the “Additional finding aids” category on the Portal (Figure 50).

Figure 50. Holdings Guide and Additional finding aids categories on the Portal
If the user would like to remove the link between Finding Aids and Holdings Guide, the
simplest way is to delete the latter from the index. The link is established only when both of
them are indexed, therefore, it is required to index the Holdings Guide again, if the link shall
be re-established.

8.2 Creating Holdings Guide on the Dashboard
The content provider may not have a Holdings Guide in advance. As described above for the
Data Preparation Tool, it is therefore also possible to generate it by using data from Finding
Aids already stored. After a click on the link “Create a Holdings Guide with unlinked Finding
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Aids’ available in the section “Holdings Guide”, the user is asked to provide an identifier, a
title and a description for the Holdings Guide. This corresponds to the EAD elements unitid,
unititle and scopecontent. Then the user shall in a first step create the structure of his Holdings
guide by editing and adding new levels of hierarchy. Finally the user may add the Finding
Aids available on the Dashboard in the corresponding levels by selecting them in a list
(Figures 51 and 52).
Please refer to Data Preparation Tool manual23 for the details of the creation of Holdings
Guide.

Figure 51. Creating Holdings Guide

Figure 52. Selecting Finding Aids to be added

8.3 Source Guide
The Source Guide is a particular type of Finding Aids which describes all archival materials
related a certain topic wherever they can be. For example, it can be a guide for archival
materials of the Dutch West India Company, inside the fonds and collections of the Nationaal
Archief, or a guide for the archival material related to the slavery and its abolition preserved
in all public archives in France (figure 52bis).

23

http://apenet.eu/index.php?option=com_content&view=article&id=94&Itemid=150&lang=en
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Figure 52. Type of document Source guide is indicated in the refinement possibilities
Similar to Holdings Guide and Finding Aids, because following the same archival standards
for description, it generally mixes very different levels of description, depending on the actual
state of the description of the different fonds concerned.
For the moment, a Source Guide displayed on the Archives Portal Europe will only contain
links leading to externally presented Finding Aids, descriptive units or images, i.e. to the
presentations at the content providers’ own websites.
In principle, the ingestion of Source Guide is exactly the same as that of Holdings Guide. The
only difference is to select the right file type (chapter 5.1). After uploading Source Guides, the
user needs to go to Source Guide section. The section can be accessed via a link at the top of
the Content Manager. The user can ingest more than one Source Guide per institution.

9. Data delivery and publishing for Europeana (Step F Optional)
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 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 crossdomain 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.
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APEnet respects the content providers’ decision on whether they would like to use this
function and what data they would like to share with Europeana. The table below summarises
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.
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
Pros

- Increase Internet traffic to content providers’ websites
- Sharing data with other cultural heritage institutions
- Decrease the richness of source data (dumb-down to Dublin Core-based
schema)

Cons

- Data display may not be ideal (no hierarchical display)
- Europeana concentrates on digital objects, thus excluding other digitally
available descriptive data
- Content provider needs to agree on the Europeana Data Exchange
Agreements (DEA).

Other notes
- Content provider needs to meet the technical requirements of Europeana
such as the metadata schema and copyright issues.
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 a 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
New Europeana Data Exchange Agreement (DEA)
https://version1.europeana.eu/web/europeana-project/newagreement/
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9.2 Data conversion (Step F-1)
Since Europeana uses their own data schema, it is necessary to convert the APEnet EAD to
ESE (Figure 53). Experts from the APEnet project have already defined the best possible
mapping rules, therefore, content providers only need to fine-tune the mapping if necessary.
The details of the pre-defined mapping can be consulted in the WP3 APEnet EAD2ESE local
tool manual24.

Figure 53. Convert to ESE button
When hitting the “Convert to ESE” button in the actions column, a new page will appear.
There are several mandatory fields to be filled for the conversion (Figure 54):

Figure 54. Convert APEnet EAD to ESE options
Mandatory: “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 ver3.3.1). Please be aware of the following configuration in relation to the
APEnet Object Type (See chapter 6.2). If APEnet object type (i.e. <dao xlink:role>) has other
values than UNSPECIFIED, Europeana object type is taken from the APEnet object type. If
the APEnet object type is not selected or available or if the object type UNSPECIFIED has
been chosen, the user has to select the Europeana object type in this section.
“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.

24

The tool and the manual are slightly outdated, but will be soon updated in order to include all new
functionalities of the Content Checker.
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The text typed in the text box will be put in front of the concatenation of the <unittitle>
elements 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 55).

Figure 54. How “hierarchy prefix” will affect data in Europeana mock-up display
Mandatory: the language information of the digital object (<dc:language>). There are three
possibilities to fill this information. The first choice is to state “No” in case such information
is not applicable. The second one is “Inherit language from higher levels” that will do the
same for <language> information of the higher level <langmaterial> element. The system
checks the validity of information of the higher level and if it is not appropriate, the user is
forced to select other choice. The last one is to select a language manually from a dropdown
list. For example, if 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, this choice can be the alternative solution. In case any of the low level descriptions
already contains <language> information, this will be preserved and not replaced by the
higher level information.
Mandatory: The value of “Name of the data provider” is by default mapped from
ead/archdesc/did/repository, however, it is possible to type texts by “Custom” option.
Mandatory: The default value of the “Name of the provider” is Archives Portal Europe
which implies that the ESE records are provided via the Europeana aggregator, Archives
Portal Europe. It is APEnet’s obligation to deliver ESE records as uniform as possible, thus, it
is NOT at all recommended to modify this value.
Mandatory: The content providers are requested to provide rights information about the
digital objects described in the ESE records. There are four possibilities: Europeana rights
statement, Creative Commons, Creative Commons CC0, and the Public Domain. The
Europeana rights comprises of “Free Access”, “Paid Access”, “Restricted Access” and
“Unknown”. Detailed information about those is available by the link, Europeana Rights
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Guidelines25. The Creative Commons license can be intuitively defined by selecting
combination of three checkboxes consisting of “Allow Remixing”, “Prohibit Commercial
Use”, and “Require Share-Alike”. Mouse-over allows the user to read the licence of each
category. The selection is accordingly reflected in the visual representation of the Creative
Commons logo below the three checkboxes (Figure 56). Jurisdiction of the license can be also
defined. On top of Creative Commons licenses, the user can also waive the rights by selecting
Creative Commons CC0 or Creative Commons Public Domain mark.
It is highly recommended to read all rights possibilities in order to determine the most suitable
one for the digital objects to be delivered to Europeana. If the rights are not certain and/or not
applicable for all records in the Finding Aids, it is probably the safest to select “Unknown”
from Europeana rights statement. Any time later when the rights become clear, ESE records
can be reproduced or overwritten by the Dashboard. It is also noted that possibility is always
open to add extra information in dc:rights field. This is done by filling the textbox of “Specify
additional rights information”.
It is currently not possible to assign different rights information per record, however, it is the
future scope of the Dashboard service.

Figure 56. Creative Commons options
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.
25

http://version1.europeana.eu/c/document_library/get_file?uuid=06e63d96-0358-4be8-9422d63df3218510&groupId=10602

52

“Inherit elements from c-file level to c-item level” 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 (Figures 57 and 58), so
that a content provider can make sure whether the data has a good quality to send it to
Europeana. Please note that the preview is still work in progress. The recent change of the
Europeana interface (autumn 2011) is not yet reflected.
It should be noted that the column “Converted for Europeana” displays the amount of ESE
records created. 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 “OK 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.

Figure 57. ESE can be previewed and downloaded
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Figure 58. 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 59). <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 60).
Please note that thumbnails are only available when <europeana:object> is created in the ESE
records and the attributed URL should lead to the thumbnail on the website of the content
provider (See also chapter 7.3).

Figure 59. ESE preview
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Figure 60. ESE preview linking to a provider’s website

9.4 Data delivery (Step F-3)
Note: In the Content Checker Step F-3 (see chapters 9.4 to 9.5) is not applicable because it
is only meant for the Archives Portal Europe functionalities, therefore, it is not possible to
deliver data to Europeana.
When 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.
“Deliver to Europeana” button allows the user to store the ESE records in OAI-PMH
repository and status becomes “Ready to harvest” in the column (Figure 60 and 61). If
Europeana is harvesting data at the time of using the Dashboard, this option is blocked until
harvesting is complete.

Figure 61. Deliver to Europeana

Figure 62. Ready to harvest for Europeana
For the interested users, in the near future, they can check their ESE records in the OAI-PMH
repository.
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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. The Archives Portal Europe team will evaluate the
possibility to check the ingestion status of Europeana in the near future. It is necessary for this
reason to check the data in Europeana manually as follows:
1) visit europeana.eu website and type “*:*” in the search box (Figure 63).

Figure 63. 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 64).
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Figure 64. Europeana full search result
3) check the number of records written under the name of the institution chosen
(Figure 65, Nationaal Archief in this case);

Figure 65. 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;
6) It is wise to randomly explore the data in order to check if everything is meant-tobe. In particular it is worth checking the availability of the thumbnails because there
are problems of caching by Europeana in some cases (Figure 65).
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Figure 66. Checking thumbnails

9.6 OAI-PMH repository for Europeana
Once the Europeana deliver status is confirmed on the Dashboard, it means that ESE records
are stored in OAI-PMH repository in the server of Archives Portal Europe.
It is normally not necessary (and not recommended) to check the OAI-PMH repository,
however few people may want to access to the information for some technical reasons. As
such, this section briefly describes how it is implemented, focusing on the most important
aspects of the use in the Archives Portal Europe. Please refer to OAI-PMH documentations
such as the ones described in chapter 5.2 if the content provider would like to know how to
use it.
OAI-PMH repository uses hierarchical sets. For example, if Archival Landscape is structured
as follows:
SPAIN
- Archivo General del Estado
- Archivo General de la Administración
- Archivo Histórico Nacional
the OAI-PMH repository follows this structure to construct sets, so that users can harvest data
more flexibly:
SPAIN
SPAIN:Archivo General del Estado:
SPAIN:Archivo General del Estado:Archivo General de la Administración
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SPAIN:Archivo General del Estado:Archivo Histórico Nacional
Please be aware that accessing OAI-PMH blocks the users to do any Dashboard actions for
the files related to Europeana delivery until 10 minutes after the access is over. This is also
the case if Europeana is harvesting data (normally at night hours in Europe).

9.7 Data deletion
When one of the “Delete” actions (“Delete this file completely”, “Delete only from search
index”, and “Delete ESE file”) is executed on Dashboard (See chapter 7.3), the OAI-PMH
repository assigns delete tags for the corresponding records. When the same records are redelivered to Europeana by the Dashboard, the delete tag will disappear and records will be
stored again.
-

“Delete ESE records” is the button to delete ESE records, therefore, also remove them
from the OAI-PMH repository.
“Request to delete from Europeana” is the button only available after publishing
records in Europeana (See chapter 9). This action will remove ESE records from the
OAI-PMH repository in order to delete the content from Europeana, but the data in the
index and database storage for the Archives Portal Europe will be preserved. The file
will be, therefore, still visible on the Portal.

10. Batch processing (Steps C to G)
Numerous data can be processed simultaneously.

10.1 Normal batch processing
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 67):
-

Convert finding aids (chapter 6.2);
Validate finding aids (chapter 6.1);
Index and publish finding aids (chapter 7.2);
Delete finding aids completely;
Delete finding aids from the search index only;
Convert current finding aids to ESE (chapter 9.2);
Delete ESE files from current finding aids;
Download all ESE files;
Deliver current finding aids to Europeana (chapter 9.4);
Delete finding aids from Europeana;
Do it all.

They are mostly self-explanatory because all the buttons relate to the actions explained in the
previous sections (cf. corresponding section number is indicated above), but, it is important to
understand that the batch processing applies to those files that are pending for the next step.
For example, “Index and publish finding aids” will pick up all the files on the Dashboard
which have status OK for validation and conversion, because their next step is indexing. All
other files are unaffected by this operation.
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“Do it all” button is probably the only unfamiliar button which offers a very convenient
function. It will take all three actions from the start to indexing/publishing (i.e. validate,
convert, and index and publish). Unless errors occur during this process, this will
automatically make the files available on the Portal (cf. subject to queueing). If there is an
error in a file, it stops at the point of error, but other files without error can continue to the
end.

Figure 67. 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 68) It also mentions
how many files will be processed by the batch operation. When batch processing is started,
the progress bar indicates how long it may take. Nevertheless, it is recommended to do some
tests with a few files before batch-processing the huge amount of files. That will help the
users to understand the speed of data processing and avoid troubles.

Figure 68. Batch processing confirmation

10.2 Selective batch processing
It is also possible to do batch processing only for selected files. The user selects files with the
selection check boxes located at the right side of the Content Manager (Figure 69). Selection
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can be made from various pages (page views) and a small red window floating right hand side
of the screen tells the user how many files are selected.

Figure 69. Selection check box and selection indicator
For the user’s convenience, selections for “all” and “none” are available. Please note that
select “all” means all files on the current page (i.e. not all files available on the Dashboard are
selected). The same applies for select “none” (i.e. none will deselect from the current page). If
the user would like to do batch processing for all files on the Dashboard, the normal batch
processing (chapter 10.1) should be used.
After files are selected, the user can push the same batch button as described before. This
time, however, the pop-up window gives two options. One for normal batch processing (i.e.
batch for all eligible files), while the other is for batch processing of selected files (Figure 70).
This method enables the user to manipulate the files in a flexible way.

Figure 70. Batch options (normal and selective)

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 project team to manage the website and ask for help if something is needed.
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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.
5) If the content provider knows the object type of digital objects (<dao>), please try to
assign them for all the uploaded files. This gives the user of the Portal and Europeana
useful information about the content of the archives. It may take time to do it, because
this is normally new information not originally included in Finding Aids, but batch
processing will help the content providers to do the job.
6) If the content provider would like to include (newly created) thumbnails within
Finding Aids containing digital objects, it is to ensured that xlink:title attribute of the
corresponding <dao> element carries the value “thumbnail”. By this, the thumbnail
will be shown with the information related to the descriptive unit in the “second
display” of the Finding Aid at the Archives Portal Europe. In case, the Finding Aid is
going to be delivered to Europeana as well, having the <dao xlink:title> information
already included in the APEnet EAD file will ease the correct creation of the
corresponding <europeana:object> element.
7) If the content provider would want to include (newly created or available) links to the
presentation of a complete Finding Aid or a part of this Finding Aid at her/his own
website for providing additional information for the users, these can be included in the
attribute URL accompanying the element <eadid> (for the link to the complete
Finding Aid) respectively in the attribute xlink:href of the element <unitid type=”call
number”><extptr> (for the link to one specific component of the Finding Aid). In both
cases, it is recommended to ensure the use of persistent URI.

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 71).
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Figure 71. Search function

11.2.2 Sorting function
By default, the files on the Content Manager are sorted by date of (the last) upload. If the user
would like to access to files easily, there is also a sorting function provided. Please simply
click one of the sorting arrows in the header row of the table (Figure 72).

Figure 72. Sorting function

11.2.3 File statistics
The Dashboard also shows the statistics of the currently available files, which makes it easy to
manage data (Figure 73). The overall statistics seen above the table in the example are as
follows.
-

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

Total number of units indexed: 25247 / 128
Total number of converted for Europeana files: 16 / 128
Total number of records created for Europeana: 547 created / 16 files processed
Total number of records delivered for Europeana: 401 / 14 files processed

These statistics correspond to the statistics in the table. In the header, the total number of OK
out of the total number of files in the page is shown (e.g. 4/15). In the Indexed and Converted
for Europeana columns, two statistics are displayed:
-

“Units (of index)” are the number of components 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).

If the search is executed, the overall statistics are for the search result.

Figure 73. Statistics of uploaded files
Thanks to the Dashboard, the 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.
EAC-CPF (Encoded Archival Context - Corporate Bodies, Persons, Families)
An XML standard for encoding information on records' creators. It is compliant to
ISAAR(CPF) standard as maintained by the International Council on Archives (ICA).
EAD (Encoded Archival Description)
An XML standard for encoding descriptions of archival units like fonds, series, files, etc. It is
compliant to ISAD(G) as maintained by the ICA.
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 of 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
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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 the administration of the Archives Portal Europe and the content
providers to adopt this standard. Data delivery could be quite automated compared to other
methods, and there is an advantage of data management such as assignment of identifiers and
data updating. The Archives Portal Europe will use OAI-PMH to deliver data to Europeana
and content providers can use the Dashboard effectively to harvest their data via OAI-PMH.
Source Guide
A source guide is a particular form of finding aid. The objective is to track archival fonds and
collections related to a specific topic either kept within one repository or dispersed between
several institutions in one country or even in different countries and to gather their
descriptions in order to facilitate research and access to the archives. The source guide
presents the fonds, collections or items, and describes them by generally following the same
rules as in a finding aid. It usually contains a short presentation of the particular institution(s)
in addition to detailed administrative and historical presentations of the topic.
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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