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Exercise 1: OfficeDocs transfer

In this exercise you will  be working with a sample transfer called OfficeDocs. You will  
place the transfer into Archivematica, prepare a Submission Information Package from it, 
run  it  through  a  number  of  ingest  processes,  package  it  as  an  Archival  Information 
Package, generate a Dissemination Information Package, and upload the Dissemination 
Information Package into the web-based access system (Qubit/AtoM).

Open the Archivematica dashboard in your web browser and log in. (username: demo, 
password: demo.)

In the dashboard, click on the Browse button (not shown) and ADD OfficeDocs. This is the 
sample transfer you will be running through Archivematica during this exercise.
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If you would like to see the transfer contents, open OfficeDocs in your file browser in the 
sampledata folder. Feel free to view the contents of the three sub-folders shown you see. 
The  objects  directory,  pictured  below,  contains  the  digital  objects  that  are  to  be 
preserved. The metadata directory contains a submissionDocumentation subfolder, which 
can be used for transfer forms, donation agreements or any other documents that relate 
to the acquisition of the records (you'll notice a sample in there - Records_transfer.rtf). 
The logs folder will eventually contain logs generated when processing the transfer in 
Archivematica. 
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The Office Docs transfer should appear under the upload transfer dialogue. Click the Start 
Transfer Button. 
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➢ Extracting packages (unzipping any zipped or otherwise packaged files)

➢ Scanning for viruses

➢ Characterizing  files  (identifying  them  and  validating  them  against  known 
specifications)

➢ Extracting technical metadata

➢ Indexing

If you would like to see more detail about any of the micro-services, click on they grey bar 
for any micro-service to open the list of jobs that occur during that micro-service.
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Once these micro-services are completed, The transfer will show a bell icon next to its 
name, indicating that you have reached another approval step. Click on the Actions drop-
down menu and select "Create single SIP and continue processing".
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The SIP will begin going through a series of micro-services in the Ingest tab. It will stop at 
the Normalize micro-service. 

Click on the Ingest tab. You will see the SIP with a bell icon next to it. You are now ready  
to add descriptive metadata and PREMIS rights to the SIP. Click on the template icon in 
the grey bar highlighting the SIP.
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METADATA

To add metadata, click Add under Metadata on the left-hand side of your screen.

Enter metadata as desired. At a minimum, add a title to the SIP. When you're done, click  
Create at the bottom of your screen.

Your screen will show that metadata has been added to the SIP. If you would like to edit 
your metadata, click Edit on the right-hand side and enter metadata as before. 



RIGHTS

To add rights information, click Add under Rights on the left-hand side of your screen.

You can add rights  and restrictions  based on copyright,  statute,  license,  other-policy, 
other-donor and other sets of PREMIS elements. 

Enter rights as desired. Click Next to get to the second data entry and page. 
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Save at the bottom of your screen. Or, if you're finished with this part, click Next to move 
to second part of the rights entry template.
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When you click Save, you'll be given the option to add another Act.
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You can add as many new Acts with their grants and restrictions as you would like. When 
you have finished, click Done.

Your screen will show that rights have been added to the SIP. If you would like to edit your  
rights, click Edit on the right-hand side and enter metadata as before. 
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The next approval step is normalization. At this point, the user can select from a number  
of options. Select “Normalize for preservation and access” to create preservation masters 
of  the  ingested  objects  and  generate  access  copies  for  the  DIP  (Dissemination 
Information Package).
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This will open a normalization report. The report lists all the files in the SIP and indicates 
whether normalization has been attempted and whether or not it  was successful.  For 
example, the report shows that the first file, article.pdf, was normalized to a preservation 
format not to an access format, since pdf is already an acceptable access format.

If there had been any normalization failures the report would have shown the errors in 
red.

Close the normalization report by clicking on the Close button at the bottom right-hand 
corner of the screen. 
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Once the report is closed, you can also review the results of normalization in another tab 
by clicking on Review towards the left in the grey micro-services bar (pictured above) .

If your browser has the correct plug-ins to open a file, you may open it in another tab by 
clicking on it. If you click on a file and your browser cannot open it, it will download locally  
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so you can view it using the appropriate software installed on your machine. 

Once you are satisfied with your normalization results,  select "Approve normalization" 
from the Actions drop-down menu (not shown) in the Ingest tab.

After  normalization  is  approved,  the  SIP  moves  through  a  number  of  micro-services. 
These include:

➢ Processing submission documentation

➢ Preparing the METS file

➢ Generating the DIP

➢ Verifying checksums generated on ingest

➢ Indexing

➢ Packaging the AIP in accordance with the Library of Congress Bagit specification

When these micro-services are completed, the user is presented with two final approval 
steps, Store AIP and Upload DIP.

Note that you can now review the AIP in the same way that you reviewed your normalized 
files after normalization. You also have the same options for viewing and downloading all 
or parts of the AIP at this stage in the Review tab.
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In the Actions drop-down menu in store AIP, select "Store AIP". The dashboard will prompt 
you to pick a storage location from a pre-configured list of options (not shown). Select 
“Store AIP in standard Archivematica Directory” will move the AIP into archival storage. 
Note that storage locations are configurable and this option is for testing purposes.

Click on the Archival storage tab. This tab shows a list of AIPs currently in storage which 
can be sorted by clicking on the arrows in the column headers. At the bottom of the Size 
column the total storage of all AIPs appears. To view the contents of an AIP, click on a 
blue link.
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Search results show AIPs and AIP parts with their UUIDs and the ability to click on the raw 
AIP and view it in another screen. If you click on a UUID, the AIP will download locally.

The last stage of processing is to upload the DIP. Return to the Ingest tab and in the 
Upload DIP Actions drop-down menu, select "Upload DIP to AtoM” (not shown).

A dialogue box will appear which will allow you to select an archival description to which 
the  DIP  will  be  uploaded.  Enter  vancouver-city-clerk-fonds,  just  as  shown  in  the 
screenshot, and click on the box next to "Create intermediate level of description":
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This will upload the digital objects to the Vancouver City Clerk fonds in AtoM, the default 
web-based  access  system  that  is  bundled  with  Archivematica.  AtoM  has  been  pre-
populated with some sample data, including the Vancouver City Clerk fonds. Note that 
clicking on "Create intermediate level of description" creates a parent archival description 
populated with the metadata you added when you were creating the SIP. If you had not 
clicked  on  "Create  intermediate  level  of  description"  the  objects  would  have  been 
uploaded directly to the fonds as immediate child-levels of the fonds.

Click on the Access tab. This tab shows a list of AIPs and any DIPs that have been created 
from them.  Right-click  on  the  DIP  URL  and open the  link  in  a  new tab  to  view the 
uploaded objects in AtoM.



Since you are not currently logged into AtoM, you will see a message that you do not 
have access permission. Click on the Log in link in the upper right-hand corner.
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You should now see the uploaded DIP: an archival description containing the metadata 
you entered when you prepared the SIP, plus the uploaded objects. On the left-hand side 
is a cover-flow viewer showing thumbnail images. You can scroll through the objects by 
using right and left arrows on your keyboard.

In AtoM, you edit your description and manage the content of the repository. 

Click on a thumbnail in the cover-flow viewer to go to that object. This is an example of a 
page showing an uploaded digital object. The user can download the object by clicking on 
the image.
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Now that the AIP has been stored and the DIP uploaded, transfer and ingest of OfficeDocs 
is complete.

Exercise 2: Images transfer

Now that you have run OfficeDocs through, you are ready to try another transfer. In this 
case, select the Images transfer from your source directory in the Transfer tab browser. 
Name your transfer and click on Start transfer, then continue as you did with OfficeDocs. 

Exercise 3: Other transfers

Now that  you are familiar  with the transfer and ingest  process,  you may wish to try 
processing other transfers in sampleData/SampleTransfers, noting the following: 

➢ The  other  standard  type  transfers  in  the  sample  transfer  directory  include 
Multimedia, RawCameraImages, DigitizationOutput, structMapSample and Images. 

➢ If you process the DigitizationOutput transfer, at the normalization step you should 
select  "Normalize  for  preservation"  or  "Do  not  normalize".  Archivematica  will 
automatically create a DIP from the access directory. The purpose of this is to allow 
institutions to generate master,  service and/or access copies during digitization 
and to have Archivematica recognize the derivative relationships between them 
and generate a DIP from the access copies only.

➢ Archivematica is designed to act as a back-end preservation system for DSpace. 
To try the DSpaceExport transfer, you must select “DSpace” as the transfer type 
from  the  dropdown  menu  in  the  upload  stage  in  the  transfer  tab.  At  the 
normalization step, select "Normalize for preservation" or "Do not normalize".
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➢ If you want to try processing a bagit Bag or a Zipped Bag, be sure to select the 
transfer type Unzipped Bag or Zipped Bag in the dropdown menu at the upload 
transfer  stage  in  the  transfer  tab.  The  samples  available  to  try  are  called 
UnzippedBag and ZippedBag.zip.
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