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The Agency for Facility Operations
Cluster Information Management

POLICY MAKER

Monitoring and creating legislation

PROCESS OPTIMISATION & DIGITISATION

Smart digitisation, towards paperless 
offices in the Flemish government

CENTRE OF EXPERTISE

From basic to advanced training, 
consultancy

DIGITAL ARCHIVES FLANDERS

Managing and preserving digital records

ANALOGUE ARCHIVE FOR THE
FLEMISH GOVERNMENT

Managing and preserving the analogue 
archive of the Flemish government

FRAMEWORK CONTRACTS



Digital Archives Flanders 
Shared service for managing and preserving digital records

Flemish government

✓ Agencies
✓ Departments
✓ …

Local governments

✓ Provinces
✓ Municipalities
✓ ...

Bodies governed by public 
law

✓ Art. I. 3, 6° of the
Administrative Decree



Series – Dossier – Items

Items
An e-mail containing a referral

Items
An e-mail containing a referral

Dossier
A medical file/folder about a 

specific case

Dossier
A medical file/folder about a 

specific case

Series
Alle medical files in 1 hospital

Series
Alle medical files in 1 hospital

An aggregation of files created
and maintained by an owner

that is in the same identifiable
sequence, or result of the

same accumulation or filing
process and is of similar

function, format or 
informational content

The smallest unit of records 
managed as an entity

A sequence of items which
makes up an
organizational/business 
activity.
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Metadata 

▪ Descriptive metadata 
▪ Purpose: retrieve information

▪ Technical metadata
▪ Automatically extracted during ingest

and processing

▪ Administrative metadata
▪ Medatada inherited from the series
▪ Exceptions are possible

▪ (meta) Data model is: 
▪ Basic but can be expanded or extended per 

serie 
▪ Based on standards (e.g., PREMIS, Dublin 

Core ...)



SharePoint and E-depot: why? 

Everyone uses SharePoint (on prem, cloud)

Our philosophy
As close to the administration as possible 
Archive immediately when the dossier is closed

We are not the ‘typical’ archive
We destroy records after the retention period
Some RM functionalities (i.e. legal logging)



Scenarios in SharePoint

Library containing folders
1 folder = 1 file

Library containing document sets
1 document set = 1 file

Library containing documents structured by metadata, no folders
A file is defined by metadata





What do we want? – Utopia

'Automated' integration of E-depot and SharePoint based on our API
Don't want to import a 'bulk' SIP
‘Create file' action in the archive where each dossier is created individually and 
the items are added

2 workflows: 
Trigger-based (time or event-based) archiving 
‘Click on button’ archiving 

Anyone can decide to archive a file at any time



What do we have? - Metadata Splitter & Collector

A ‘labour-intensive' work-around called “Metadata Splitter & Collector”

Based on an export from SharePoint (data + metadata) creating a SIP that is E-depot 
compliant

We have built a (basic) tool that ensures we can
1) SPLIT: restructure the exported data in a new folder structure based on the metadata.
2) COLLECT: fill in a metadata Excel file based on technical metadata from the files from 
the selected folder and the folder structure itself

In both scenarios, the tool can map user created SharePoint metadata to our data 
model

Download the Metadata Splitter & Collector 

https://vo-hfb.atlassian.net/wiki/spaces/GDAV/pages/2949172/Metadata+Splitter+Collector


Download → Split → New structure



Folder structure → Collect → Metadata 
file



Transform data that is structured based on metadata to our SIP requirements 





Road to Utopia: cobblestones aka challenges

Mapping metadata
How to level metadata fields (easily)? 

Dossier
Document

A new mapping should be made for each library, as the metadata may differ

A user-friendly transfer environment
User feedback
Error handling

One-size-fits-all solution
Cover all user needs



Same problem, 2 solutions: pros and cons

Solution Pros Cons

Export and import
(as is)

• Easy to use 
• Low maintenance
• Many improvements possible
• More versatile

• Labour intensive
• Not ‘sexy’
• Error-sensitive (support)

Integration
SharePoint and E-depot

• Full automation
• ‘Sexy’, looks good when working

• High development and maintenance 
cost

• Mapping is very labor intensive
• Challenge to create a generic solution 

(multi tenant)
• Stability
• strict



Future plans (2024-…)

Decide which solution
The ‘labor-intensive' solution
The utopia solution

Elements that will determine the decision
Cost (esp. the cost of upkeep)
UX and UI (usability)



iPRES 2024 (pubpub.org)

https://ipres2024.pubpub.org/
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