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administrative metadata 	metadata that describes the origin of the essence, asset, such as the organisation responsible for managing the asset, rights holders, or the licence.

archive	documents that, regardless of their carrier, date or material form, were created or received by an organisation, person or group of people in the course of their role or activities, and that must be preserved for at least some time.

archive component	a set of archive items described as a logical whole.

archive record	description of an archive component.

archive item	the smallest, logically indivisible, archival unit of an archive, such as a letter, memorandum, report, photo or sound recording.

archive master	the highest quality essence (e.g. high-resolution TIFF).

asset	essence with associated metadata and derivatives (e.g. thumbnail).

authority	information unit related to a concept, person, organisation, place, etc., used in the solution to consistently register other intellectual entities. Authorities are managed in the solution and refer as much as possible to reliable external sources such as AAT. Authorities are part of a controlled vocabulary.

descriptive metadata 	metadata that describes an original (physical) collection item and the activities around a collection item.

library object	physical or digital carrier that is part of a library.

bibliographic description	metadata of a library object (e.g. publication).

bulk upload	uploading structured data without using input screens.

CMS	collection management system focused on describing heritage and associated management processes.

cluster	a functional separate part of the configuration for which separate users, access rights, authorities, optional services, etc. are set up.

collection	a structured and coherent set of collection items.


collection item	the original heritage item or heritage event being described. For example, this can be a heritage object, archive item, publication or intangible heritage.

content partner		abbreviation: CP. External organisation that makes use of the meemoo archive system. 

DAM	Digital Asset Management system. 

data validation	ensuring the integrity of the data at the field or intellectual entity level.

essence	part of the file that constitutes the actual content that we perceive, such as text, video, audio, etc... but not the metadata.

heritage object	a tangible or intangible object for which an organisation takes on the management or description. 

external source	controlled value list managed by another organisation and available as (linked) open data, e.g. AAT.

use collection	a collection with (heritage) objects that are available for actual use for training and education purposes, by visitors, etc. (e.g. study collection, educational collection).

controlled value list 	an ordered list of terms or authorities used to describe intellectual entities. Hierarchical and other relationships can be established between the authorities.

input screen	graphical interface that a registrar can use to retrieve or enter data.

information domain	high-level classification of intellectual entities in heritage objects, publications, archives, agents, concepts, etc.

intellectual entity	abbreviation: IE. One or more files that together give meaning or contain information where the whole is needed to correctly interpret that information. An IE can also contain multiple intellectual entities itself (a multiple IE). For example, a newspaper can consist of different pages, which themselves can also contain articles or advertisements. An IE is therefore (part of) a tangible or intangible work. It is also subject to change as it is defined by the managing institution itself. 

OAI-PMH	protocol for metadata harvesting.

supplier	company that will offer the solution.

meemoo archive system	abbreviation: MAM. See meemoo archive system.

meemoo OAI-PMH API	OAI-PMH API on the MAM.

Meemoo SIP	meemoo’s Submission Information Package.

Mediahaven REST-API	extensive API on the meemoo archive system.

occurrence	a value within a repeatable field in the database.

solution	to be developed part of the architecture described in the Configuration diagram. 

organisation	party that uses the solution.

PID	Persistent Identifier, a permanent and unique identification code of an intellectual entity, drawn up in accordance with specific guidelines.

placement list	an overview of all packaging units of the archive (per box or folder) in the order in which they are physically arranged.

publication	edition of a data carrier (such as a book, magazine, microfiche, CD, DVD, digital file, etc.)

publication record	bibliographic metadata of a library object supplemented with any additional metadata such as acquisition or condition of a copy.

registrar	member of an organisation who manages intellectual entities and/or assets.

representation	a digital depiction of a collection item, often in the form of a scan or photo.

role	a set of tasks that a registrar can take on, translated into access rights.

SIP		Submission Information Package, delivery package for supplying media files and metadata in a standardised way. 

structural metadata 	metadata that describes a logical coherence of assets, such as pagination in a scanned book.

technical metadata	metadata that describes the storage form of an essence, such as file name, resolution, etc. 

access rights	determine the possibilities a registrar has when using the solution.

field	smallest descriptive unit of an intellectual entity.

virtual collection		a collection that is composed according to a unique logic from different collection items, where the registrar does not necessarily perform management of the collection item.
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	ID
	UC-1

	Title
	Registration of an individual heritage object

	Context
	A registrar with access to a PC (desktop/laptop) with an internet connection wants to add an individual heritage object to a collection in the heritage database. All information about the heritage object and relevant assets (e.g. photos, plans, drawings, 3D files, audio) are available on the computer.

	Steps
	The registrar logs into the solution in a web browser
and selects one or more relevant collections to which the heritage object should be added. The collections that are visible depend on the roles and access rights associated with the registrar. Frequently used or recent collections can optionally be selected without any form of searching or filtering.

The registrar starts the procedure for adding a heritage object to the collection(s). Alternatively, the registration procedure can be started first, and the heritage object can be linked to the collection(s) at a later time. 
 
At the start of the registration procedure, the registrar can choose an input screen from the configured input screens. 
Each of these input screens contains a subset of the total number of available fields in the data model, spread over one or more pages or tabs. When configuring these input screens, it is set which fields are mandatory or optional, which are linked to controlled value lists, and which fields are multiple (multiple occurrences in one field). One of these input screens can be optionally set as the ‘default’ screen that the solution falls back on if the registrar does not make an explicit choice.

The registrar fills in the relevant fields for the heritage object. 
During the filling of these fields, the registrar can also save one or more digital files for this heritage object. This is done using a simple ‘drag and drop’ action or a file upload. The registrar has the option to provide basic information about the digital files and indicate which one is the primary image. The digital files are added by the solution in the background and are invisible to the registrar, in the correct location in the solution’s conceptual configuration, where they can be provided with additional metadata. 

When all information has been entered, the registrar can choose to save the heritage object definitively. If the solution detects an anomaly during the syntax validation of the entered information (e.g. a missing field, incorrect data, etc.), the registrar receives a notification and the heritage object is not saved. 

Optionally, the solution also provides a mechanism for automatically saving in draft during registration, so that the completed work is not lost if the data validation fails, the browser crashes, or the internet connection is lost.

Depending on the configured workflow, the intellectual entity is then submitted for approval to an authorised registrar or immediately written to the solution in the designated collection if the registrar has the appropriate role and access rights.
The solution keeps a record of all changes and makes them transparent (user + timestamp + changed data) for users with the appropriate access rights.

	Result
	The heritage object is available as an intellectual entity in the solution and can be interacted with by all registrars and systems that have the appropriate roles and access rights.

The solution automatically provides the intellectual entity with a PID in the correct syntax.

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
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	ID
	UC-2

	Title
	Registration of an individual heritage object using a template

	Context
	A registrar with access to a PC (desktop/laptop) with an internet connection wants to add an individual heritage object to a collection in the heritage database. All information about the heritage object and relevant assets (e.g. photos, plans, drawings, 3D files, audio) are available on the computer.

	Steps
	The registrar logs into the solution via a web browser and initiates the registration process as described in UC-1a. 
The registrar selects an input screen from the configured options or defaults to the default input screen if applicable.
The registrar chooses a relevant template for the heritage object they wish to describe, which automatically populates the fields in the template.
The rest of the process follows the same steps as described in UC-1a.

	Result
	The heritage object is available as an intellectual entity in the solution and can be interacted with by all registrars and systems that have the appropriate roles and access rights.

The solution automatically provides the intellectual entity with a PID in the correct syntax.

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
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	ID
	UC-3 

	Title
	Registration of a number of heritage objects without an internet connection

	Context
	A registrar wants to register a number of heritage objects and has access to a device (desktop, laptop or tablet) without an internet connection. This is typically seen when inventorying in historical buildings without an internet connection.

	Steps
	The registrar has no access to the internet and therefore describes one or more heritage objects on site, on a PC (desktop/laptop) or tablet, in a structured file that can be easily opened with common applications such as Microsoft Excel. A template has been provided for this purpose In consultation with the solution provider. The template is user-friendly and recognisable when compared with the input screens in the solution.

The registrar also takes photos or scans of the heritage object on site, for example with a scanner, digital camera or smartphone.

Once the registrar has access to the internet again, they can upload the completed template to the solution using a so-called bulk upload. After uploading a file, its syntax is checked. Problems are clearly indicated to the registrar.

With a successful syntax check, the registrar can review and refine the bulk uploaded information. Optionally, the solution provides a mechanism here for automatically checking a first match with existing value lists. The solution also optionally provides a mechanism for marking potential duplicates in the solution.
The registrar has at least one of the following views available:
· viewing/editing all uploaded heritage objects on a single screen (e.g. in table form);
· viewing/editing one uploaded heritage object at a time in a detailed view.
After this step, the information enters a draft phase. If something goes wrong during further processing of the information, such as the PC crashing, the internet dropping out or the solution crashing, the registrar does not lose their progress.

For each of the fields where this is applicable, the registrar must create a link to a term from a controlled value list. As mentioned previously, it would be particularly helpful if the solution suggests relevant terms based on the information already entered.

Data validation is performed for each of the fields, as should also be done for an individual registration (see UC-1).

The solution clearly indicates fields where information is missing or that do not pass data validation. The intellectual entity cannot be definitively saved until all issues related to it have been resolved. The intellectual entity can of course always be saved as a draft.

The registrar can choose to save a number of heritage objects at once, or to save an individual intellectual entity from the bulk upload.

The upload of an individual heritage object or the entire bulk upload can be cancelled at any time. The necessary access rights are required for this.

	Result
	The uploaded heritage objects from the bulk upload are available as intellectual entities in the solution and can be interacted with by all registrars and systems that have the appropriate roles and access rights.
The solution automatically provides these intellectual entities with a PID in the correct syntax.

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
	


[bookmark: _Toc135292613]UC-4 Bulk operations, modifying multiple intellectual entities
	ID
	UC-4

	Title
	Bulk operations, modifying multiple intellectual entities

	Context
	A registrar wants to be able to efficiently modify multiple intellectual entities at the same time, for example with regard to data corrections, data cleansing, adding new information to fields, etc.

	Steps
	The registrar selects the heritage objects that need to be modified in bulk using search, filter and sort features and/or manual selection, and confirms that a bulk operation should be performed on these selected heritage objects.

The solution clearly displays the selected heritage objects, and the registrar chooses which bulk operation to perform (overwrite, add information or additional value, including for multiple occurrences, e.g. changing a location), and with what granularity (field by field or multiple fields at once).

If the registrar has sufficient access rights, they can then choose to execute the bulk operation definitively, cancel it, or go back to the previous step. After confirmation, the registrar receives feedback on the action performed.
A user with the appropriate rights can undo the changes made. 

	Result
	The selected intellectual entities are modified.

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
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	ID
	UC-5

	Title
	Bulk operations, copying intellectual entities

	Context
	The registrar wants to be able to efficiently copy one or more intellectual entities to serve as the basis for a new registration.

	Steps
	The registrar selects one or more intellectual entities to be copied using search, filter and sort features and/or manual selection.

They can then choose to duplicate them within their respective collection(s) or to copy and paste them elsewhere.

For fields that cannot be copied, the solution requires that they be modified first. This includes, for example:
· Object number or other number for a heritage object
· ISAD(G) Reference code or equivalent for an archive record 
· Holding control number for a publication record
· PIDs
The intellectual entities remain in ‘draft’ until this is done.

Finally, the registrar can choose to either execute or cancel the bulk operation provided they have the necessary access rights. After confirmation, the registrar receives feedback on the action performed.

	Result
	The selected intellectual entities are copied. Newly created intellectual entities are automatically provided with a PID in the correct syntax.

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
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	ID
	UC-6

	Title
	Bulk (uploading and) linking digital files to records

	Context
	A registrar can upload digital files into the solution and add or edit metadata. Metadata can be added or modified based on a CSV file.
 
The registrar wants to link one or more digital files to one or more intellectual entities in a simple and fast way. For example:
· photo of an object to a heritage object;
· scan of a document to an archive record;
· scan of a book to a publication record.
It is also possible to link multiple digital files to one intellectual entity, and/or link the same file to multiple intellectual entities.

	Steps
	The registrar creates a CSV file with the following on each row:
· for the uploaded digital file: a PID or unique identifier;
· for the intellectual entity: a PID or unique identifier;
· for heritage objects: object number
· for archive descriptions: ISAD(G) Reference code or equivalent
· for publications: the holding control number
· OPTION: a flag indicating whether a representation is the primary representation for an intellectual entity.
A template can be defined for this CSV file, in which the column names are established.
The registrar logs into the solution in a web browser, selects the ‘link files’ feature, and uploads the CSV file into the solution.
The solution performs a syntax validation and checks:
· that the digital files have the appropriate file format [see requirements: file format is not blocked];
· that the digital files’ identifiers are found;
· that the intellectual entities’ identifiers are found.
The solution sets the validated relationships based on the PIDs.
The solution reports validated and non-validated relationships to the registrar, and logs the action.

	Result
	The required links are permanently set. The registrar has an overview of the status of the required links (successful, unsuccessful + cause).

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
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	ID
	UC-7

	Title
	Advanced search, filtering and sorting 

	Context
	The registrar wants to be able to use the solution to search in a user-friendly but effective way, e.g. an overview of all seating furniture by female Belgian designers between 1950 and 2000.
It is important that they can search multiple types of intellectual entities simultaneously (e.g. heritage objects and agents).

	Steps
	The registrar performs a combined search query for the entire dataset in the solution (e.g. intellectual entities with a ‘designer’ field, where the designer has Belgian nationality).
The registrar then refines the results obtained by subsequently performing different new searches (e.g. filtering by female designers, ‘seating furniture’ where ‘seating furniture’ is an object name linked to internal concepts, filtering by date of design – not manufacture – in the range 1950-2000, and so on).
This can be done by supplementing the original search with Boolean operators (AND, OR, NOT) or using a refinement option provided by the solution. 
Each of the search queries is performed quickly (<1s) and efficiently, and does not cause any significant delays for the registrar, even if the total dataset contains tens or hundreds of thousands of intellectual entities.
From the search results obtained, the registrar can then select relevant intellectual entities and perform the desired action on them, such as exporting (see UC-5) or using them in collection processes, such as moving to a collection or adding to a virtual collection. 
The registrar can also perform (multiple) sorting actions on their selection, e.g. first by manufacturer, then by date, and finally by object number.
Finally, the registrar can also save the actual search query used to perform it again quickly in the future, e.g. on a dataset that may subsequently change.

	Result
	The registrar has a refined set of intellectual entities on which a subsequent action can be performed.

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
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	ID
	UC-8

	Title
	Exporting to overview lists

	Context
	A registrar wants to create various overview lists of a specific set of intellectual entities based on a previous search query. It must be possible to export this set of objects in different formats.

	Steps
	The registrar selects the intellectual entities. This can be done manually, possibly after a search, filter and sort operation (see UC-7).
The registrar tells the solution to export these objects and expects the sorting to be respected. 
The registrar chooses the required file format (e.g. XML, JSON, CSV, Excel, Word, PDF, etc.) and then a template for export. This template determines how the export file will ultimately appear and how data from the solution will be integrated into it. These templates are preferably configured in the solution by users with the appropriate access rights.
The registrar now selects the relevant fields that need to be exported, possibly from different intellectual entities. It should be possible to export multiple fields without any problems – this data should be exportable in its entirety, regardless of the file format used for the export, unless indicated otherwise by the solution user. The registrar can also indicate whether thumbnails should also be exported (if compatible with the selected file format). Alternatively, an export template can also determine which fields are ultimately exported, and this selection does not need to be made explicitly when exporting the intellectual entities. Multiple occurrences are again taken into account here. 
The solution then exports the data in the correct file format and immediately makes it available to the user. Generating this export takes a reasonable amount of time (<30s).
Some examples of possible file formats: 
· CSV: ordered list of comma-separated values (ensure separation of occurrences);
· Excel: ordered list of intellectual entities (ensure separation of occurrences), possibly including thumbnails;
· Word: ordered list of intellectual entities, with one or more thumbnails and occurrences per IE; for example, templates may contain checkboxes that can be used for a status check;
· PDF: ordered list of intellectual entities, with one or more thumbnails per IE.

	Result
	The registrar has an overview list of the desired intellectual entities in a file format of their choice.

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
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	ID
	UC-9

	Title
	Valuation and reallocation or disposal

	Context
	A registrar wants to monitor and record the progress and results of a collection evaluation process using the Spectrum procedure in the solution. In some cases, this will lead to repurposing processes where the management of physical objects and associated metadata is carried out by one or more other organisations 

	Steps
	The evaluation processes can be recorded by the manager of the heritage objects and data, or an external party such as a service organisation that supports the original manager. 

In the case of repurposing, data must also be transferred to third parties.

The manager of a number of heritage objects wants to include ten heritage objects in an evaluation process, and wants to start a standard evaluation process for this as described in https://www.stappenplanreligieuserfgoed.be/waarderen/kies-de-methode/standaardwaardering. 

The registrar wants to document the context of the entire process, and be able to record the conclusions for each heritage object. This shows that some heritage objects will be repurposed, and the registrar wants to record when a repurposing has taken place and the heritage object is therefore no longer under their own management. 

The registrar wants to regularly monitor the status of the repurposing for this process for as long as not all repurposings have been completed.

When the party that takes over the management of the heritage object also uses the solution, the previously registered data is recoverable as much as possible. 

Depending on the new managers’ capabilities, it should be possible to: 
· easily assign management of the collections and data to one or more managers. The expectation here is that when this happens within the same cluster, all data can be copied without any additional effort;
· reuse existing data as much as possible during repurposing via Spectrum procedures, such as ‘disposal’ by the former manager, and ‘acquisition’ and ‘location and relocation’ by the new manager.
In the case of an entire complete collection being repurposed, it is necessary to preserve the composition and data via a virtual collection.
If the registration of heritage objects starts entirely or partially during or after an evaluation process, the new manager should have the option to add heritage objects individually to their own collection, and jointly to a virtual collection.

	Result
	The information about the evaluation process and, where necessary, repurposing is recorded. A virtual collection that documents the original coherence is available when required.

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
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	ID
	UC-10

	Title
	Making accessible and reusing on a public application

	Context
	An administrator of an online public application, such as a website or app, can integrate a selection of intellectual entities and associated digital files from the solution into their application.
This could be an administrator of:
· a website of a collection management institution that registers its data in the solution;
· a portal that provides access to heritage collections based on geographical (e.g. municipal/regional storage facility), typological (e.g. photography) or subject-specific (e.g. religious heritage collections, works by certain artists) criteria, and also wants to provide access to data from the solution.

	Steps
	The administrator has access to detailed, up-to-date documentation on the possibilities for accessing data from the solution through their own application. Based on this information, the administrator can make any necessary technical adjustments to their own systems to enable the exchange of data. As a minimum, it must be clear which standards, metadata schemas and protocols will be used to exchange the metadata and media.
The administrator determines, together with the solution provider, which data should be exchanged and how. This includes but is not limited to a system of harvesting or in real time:
Harvesting
The administrator submits a request to harvest data in accordance with the set criteria, or ensures that the solution they manage does this automatically and periodically (e.g. daily, weekly). 
The solution provides the requested data. A PID is sent together with each item, so the administrator’s solution can check whether it has already been harvested and copy across any changes to the data.
The solution notifies the administrator (or their solution) when an item is removed so that it can also be removed from the administrator’s solution and is no longer accessible through their public application. Alternatively, a pull mechanism can be used for this purpose.
Real time
It is also possible to make live data available from the heritage database for immediate access through a website or app via an API (e.g. a REST API). 
It is important that – when providing the data, regardless of the method chosen – the locales (language codes) are also made available so that the administrator can access the data in the correct language. 
When linked digital files are released for access, they are available for live access. The various derived formats are suitable for accessing via the web or in a mobile application (e.g. mp4 video files for streaming on a smartphone, thumbnails for overview lists, and high-resolution images for image zooming). Copyright information is also sent when access is provided, so that the administrator knows whether and under what conditions the medial files’ content can be reused.

	Result
	The administrator has made data and digital files from the solution available through their own public application.

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
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	ID
	UC-11

	Title
	Hierarchical description of archives

	Context
	A registrar wants to provide a hierarchical description of an archive according to the principles of ISAD(G) and/or modify existing archive descriptions. This hierarchical description consists of different intellectual entities that are linked in part/whole relationships. 
The registrar may also want to link essences to these intellectual entities. 
They may also want to describe intellectual entities as heritage objects at item level. 

	Steps
	The registrar logs in to the solution and chooses to create/edit the archive description.
· If the registrar wants to further edit an existing archive description, they can search for it and switch to edit mode; 
· If the registrar wants to register a new archive, they can create a new archive record that opens in edit mode by default.
The registrar always has the option to browse through the hierarchy to select and edit archive records.
The registrar always has the option to change the position of an archive record in the hierarchy:
· via drag & drop (optional); 
· or by modifying the value in the ‘is part of’ field.
When modifying the hierarchy of an archive record, all relationships with underlying archive records are retained.
The registrar has an input screen where the data model’s archive fields are available. The input screen is configured to show which fields are required, which are linked to controlled value list(s), and which allow multiple occurrences.
The registrar fills in the relevant fields for the archive (component). 
Each change can be undone (undo/redo) as long as the record has not been saved.
Each change is logged in a record history, indicating:
· date of change;
· modified field and value;
· identification of the person or application that made the change.
The registrar can link essences as described in UC-1.
The registrar can make hierarchical relationships with other types of intellectual entities (e.g. a letter).
The solution ensures that the data entered is saved periodically. If the registrar has the appropriate access rights, the archive record is definitively saved when they explicitly choose to do so, or close the interface, or with each drag & drop action in the interface.
When saving, the solution checks whether the entered data is in accordance with the configuration for the required and controlled fields. 
In case of deviations: 
· the record is not saved; 
· a notification is displayed to say that the record cannot be saved;
· the deviations that make saving impossible are identified.

	Result
	The archive and archive components are described in accordance with the ISAD(G) principles. 
The relationships between the archive components are permanently set (based on PIDs).
The relationships with representations and intellectual entities are permanently set.

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
	


[bookmark: _Toc135292621]UC-12 Adding and using agents as authority
	ID
	UC-12

	Title
	Adding and using agents as authority

	Context
	A registrar wants to use agents, which can be linked to certain fields (e.g. manufacturer, owner, etc.), when registering.
When entering data in these fields, it is required to use an authority record, and not allow free text.
Each cluster in the conceptual configuration has its own (local) agents, but can also use a shared agent file. There is an exactMatch relationship between identical local and shared agents. 
Each record is linked to an external source (e.g. Wikidata) in the shared agent file. The registrar can create their own variant of a shared agent record, or add their own agents.

	Steps
	The registrar enters data as described in UC-1.
If the agent to be used in an intellectual entity is present in the local agent file, the registrar can use it.
If the agent is not yet available in the local agent file, but is in the shared one, the registrar can use it.
In other cases, the registrar can create a new agent record by using a search function to search for the agent in one or more external sources and selecting it. The persistent URI and other data from the external source (e.g. date of birth) are then copied across. This new agent record is saved in the shared agent file.
· Optional: where possible, the Wikidata URI that corresponds to the persistent URI is also retrieved.
The registrar has the option to create their own variants of the shared agent record (e.g. different name or date of birth).
· Optional: the solution checks for the occurrence of duplicate agent records by rejecting multiple agent records with the same persistent URI to a source (e.g. via Wikidata URI) or giving a notification when the same name is entered in multiple agent records. 
When the agent is not found in the linked data authority, the registrar can create a local agent record.
[image: ]
When saving the intellectual entity, a permanent relationship is set between the intellectual entity field and the local or shared agent record (based on the PID).
The registrar can add contact details to a local or shared agent record. These contact details are only stored at the local cluster level within the conceptual configuration, whereby:
· each cluster can have its own version of the contact details for the same agent;
· clusters cannot look up each other’s contact details. 

	Result
	Agents can be managed and linked at a local level (within the own cluster in the conceptual configuration) and a shared level. The registrar can choose which level is used. 
Manually adding new agents without reference to an external source is done at cluster level. 
When an external authority is used, it is created with shared availability and the registrar can choose to create a variant that deviates from the shared agent but is still linked to it. 
Duplicates are monitored at each level.

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
	


[bookmark: _Toc135292622]UC-13 Adding and using concepts
	ID
	UC-13

	Title
	Adding and using concepts

	Context
	Each cluster has its own (local) concepts, while shared available concepts also exist. These shared concepts are linked to an external source (e.g. Wikidata). The registrar can create their own variant of a shared concept or add their own concepts which are only available within their own cluster.

	Steps
	A registrar wants to use a concept that does not yet exist at cluster level when registering, and wants to add it to their cluster-specific controlled value lists and link it within the existing hierarchy for a specific domain. 
The registrar enters data as described in UC-1, and wants to describe the materials used with concepts from the ‘materials’ domain. 
Situation 1
For example, the registrar wants to use the concept ‘Durian’ as a material. The registrar cannot find this in their own controlled value lists or the globally available value lists. A search in the Materials facet of AAT (preferably looked up via the network of terms) also yields no results. 
The registrar adds the concept ‘Durian’ to their cluster-specific value lists, e.g. under the broader concept ‘wood’.
According to current agreements, this concept should:
1. have a ‘candidate’ status;
2. be saved in the correct domain;
3. only be available for the own cluster;
4. fit into the hierarchy specified by the registrar.
In a subsequent phase, a supervising registrar, who has sufficient access rights unlike the registrar, approves this candidacy. 
Situation 2
The registrar wants to create their own variant of an authority for the following reasons:
· they cannot find the concept in the shared controlled value list, or;
· they want to create a variant of the authority record (e.g. with a different preferred term, scope note, hierarchical relationship, etc.)

The registrar has the following options:
· search, copy and edit an authority from the shared controlled vocabulary. An exactMatch relationship is automatically set from the variant to the original record.
· search for the concept in an external source (preferably via the network of terms), harvest it as a new cluster-specific authority record, and edit it where necessary. The concept’s PID in the external source is automatically added to the record with an exactMatch relationship.

According to current agreements, this concept should:
1. have a ‘candidate’ status;
2. be saved in the correct domain;
3. only be available for the own cluster;
4. fit into the hierarchy specified by the registrar.
In a subsequent phase, a supervising registrar, who has sufficient access rights unlike the registrar, approves this candidacy. 
Remarks:
· the registrar has a free choice, but it is recommended to use the first option first;
· ExactMatch PIDs can possibly be used later by a supervising registrar to reconcile shared and local concepts, e.g. based on identification codes listed in Wikidata.
Situation 3
Analogous to situations 1 and 2, but the supervising registrar wants to reject and even remove the candidacy of a new cluster-available authority.
It should be possible that:
· this authority cannot be removed if intellectual entities are linked to the authority to be rejected; 
· the status is changed to ‘rejected’ but the linked intellectual entities for this authority are displayed so that they can be linked to a non-rejected authority.

	Result
	Controlled value lists and authorities can be managed and linked at cluster level when users have sufficient rights for this. Registrars can create authority candidates for their own cluster, add them to the desired location in the hierarchy, and link external sources. 
The registrar can choose which level to use for linking authorities to an intellectual entity.

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
	


[bookmark: _Toc135292623]UC-14 Relationships between intellectual entities
	ID
	UC-14

	Title
	Relationships between intellectual entities

	Context
	A registrar wants to register a heritage object (e.g. furniture) in the solution, as an addition to an ensemble already registered in the solution (e.g. bedroom furniture from a protected monument). 
Relevant archive items related to the object (e.g. design drawings of the furniture) are also included in the solution.
The intention is to establish a relationship in the solution between the newly registered heritage object and other intellectual entities (ensemble, archive items, etc.), so that they can be accessed together in the future, regardless of the method of registration.

	Steps
	The registrar registers the new heritage object (cf. UC-1).
The registrar registers a so-called overarching intellectual entity (cf. UC-1) and establishes a ‘part of’ relationship between the overarching intellectual entity and all other intellectual entities that are part of it.
Alternatively, the solution provides a way to create a logical coherence between these intellectual entities without the need to create an overarching intellectual entity.
Where relevant, the registrar also establishes a ‘related object’ relationship between different intellectual entities in the solution. The type of relationship is determined by a term from a controlled value list (e.g. ‘design drawing’ between the archive item and a heritage object).

	Result
	The different intellectual entities form a logical whole within the solution. When the overarching intellectual entity is requested, it is immediately clear which other intellectual entities have also been linked, preferably a few levels deep.

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
	


[bookmark: _Toc135292624]UC-15 Automated location management
	ID
	UC-15

	Title
	Automated location management

	Context
	Some organisations use QR or barcodes to manage locations for physical objects or would like to do so. 
Locations may not necessarily be within their own premises, in which case it should be possible for a third party to manage the locations. 
Locations may have a hierarchical structure, which may include packaging, e.g. building – room – crate – box – folder), and may be temporary or permanent. 
It is also important to make a distinction between a temporary/current or permanent location, whereby the registrar wants to be able to use a barcode/QR code and scanner to manage the temporary/current locations. 
Existing QR and barcodes must be reused in accordance with the above logic. 

	Steps
	The registrar uses an authority file with possible locations for their cluster, The registrar can use other locations when another organisation using the solution gives the registrar access to them. Conversely, the registrar wants to allow another organisation to register locations for the intellectual entities for their physical objects.
The registrar or location manager must be able to print QR or barcodes at the level of an individual intellectual entity, such as a heritage object, publication, archive item, location or packaging.
When the registrar scans the QR or barcode via a device, they immediately gain access to the intellectual entity. The registrar preferably sees the representation of the IE on the scanner for verification. 

If this is a location or packaging, they gain access to an overview of all intellectual entities assigned to that location or packaging. 
The registrar or location manager wants to be able to efficiently change the location or packaging for their intellectual entities, and this applies for the entirety of a number of intellectual entities or an individual entity. 
They also want to be able to see which locations or packaging have been assigned in the past, both for temporary/current locations and for permanent locations.

	Result
	The intellectual entities of physical objects can be managed manually or automatically across different locations and clusters. 
The use of (existing) QR or barcodes provides quick access to the relevant intellectual entities. 
Both temporary and permanent locations can be registered efficiently.

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
	


[bookmark: _Toc135292625]UC-16 Dashboard for data quality and process monitoring
	ID
	UC-16 

	Title
	Dashboard for data quality

	Context
	Heritage data is often registered in different phases, not only in terms of basic registration, but also because a number of processes are carried out step by step. The solution might also need to perform a number of asynchronous processes that must be traceable. 
A dashboard that shows the status of the data and processes will allow registrars to monitor and improve the data quality. 

	Steps
	The registrar wants a clear overview of their data and processes. They can preferably use drill down to intervene at the detail level for individual intellectual entities.
The registrar expects the dashboard to quickly display a global overview of:
· relevant key figures, such as number of intellectual entities, number of intellectual entities with a concept status, number of records with a status for publication... for each information domain; 
· intellectual entities submitted for approval by registrars with limited access rights;

· manually managed processes that require monitoring, such as Loan in end date;
· processes that are executed in the background, such as ingest in the meemoo archive system (MAM). 
The registrar also wants to quickly obtain a specific overview of intellectual entities that meet specific criteria, such as intellectual entities with an incomplete status. 
The registrar can preferably:
· set filters (e.g. intellectual entities that have been entered since a specified date, for which a follow-up date has been indicated or have a specific status);
· see the status and any errors for individual intellectual entities that are part of processes executed in the background (e.g. ingest in the meemoo archive system);
· set which insights are relevant for their cluster within the conceptual configuration.

Based on the information, the registrar must be able to click on individual intellectual entities and modify them if necessary. Navigating between the overview and different intellectual entities must be intuitive and efficient.

	Result
	The quality of the data and monitoring of processes are displayed efficiently and the registrar can use drill down to quickly access individual intellectual entities from overviews, and consult or update data in a standard way if necessary or desired.

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
	


[bookmark: _Toc135292626]UC-17 Multiple languages
	ID
	UC-17

	Title
	Multiple languages

	Context
	The registrar wants to register in multiple languages.

	Steps
	The registrar registers a heritage object (see UC-1).
For certain fields, determined in agreement between the supplier and meemoo, data can be kept in multiple languages.
The registrar can also switch the interface to a language of their preference.
They can therefore change languages and add metadata to the intellectual entity in a different language during registration or when editing an intellectual entity’s metadata.
Relevant controlled value lists for a specific field are preferably also taken into account when switching registration language.
Bulk editing or importing of multilingual data is also possible.

	Result
	The intellectual entity’s metadata is available in multiple languages, distinguished from each other using locales.

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
	


[bookmark: _Toc135292627]UC-18 Rights
	ID
	UC-18

	Title
	Rights

	Context
	Rights may apply to certain heritage objects, images of those objects and/or people depicted in images. The registrar therefore wants to be able to note the rightsholders and associated usage rights (licences).

	Steps
	Situation 1: artist rights

The museum acquires a heritage object owned by a recently deceased artist. The registrar can:
· register who the holds the copyright for the object. An agent authority record is used for this (as described in UC-12 Adding and using agents as authority);
· register which licence covers the heritage object. A selection can be made from a configurable value list of licences for this (e.g. Creative Commons);
· register the period during which the rights apply for the object (e.g. 70 years after the artist’s death);
· record the publication status, which can depend on rights covering the object, for all representations of the object;
· add non-public notes regarding the rights;
· assign public notes regarding the rights (e.g. provenance note);
· add a link or reference to a document that stipulates the rights.

Situation 2: photographer copyrights

The museum has various photographers take pictures of an object. The registrar links the images to the object and saves them in the DAMS. For each representation, the registrar can:
· register who the copyright holders are (i.e. the photographer). An agent authority record is used for this (as described in UC-12 Adding and using agents as authority);
· register which licence covers each individual representation. A selection can be made from a configurable value list of licences for this (e.g. Creative Commons);
· register the period during which the rights apply for the object (e.g. 70 years after the photographer’s death);
· record the publication status of the representation;
· add non-public notes regarding the rights;
· assign public notes regarding the rights (e.g. copyright notice);
· add a link or reference to a document that stipulates the rights.

	Result
	The registrar can register rights adequately using known licences and rights statuses, register non-public data, and store and link associated documents, both for rights on a heritage object and its representation.
Based on human interpretation of this data, the registrar can choose whether or not to display the data and representations on public platforms.

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
	


[bookmark: _Toc135292628]UC-19 Exhibitions
	ID
	UC-19

	Title
	Registering and linking exhibitions

	Context
	An exhibition is considered to be an intellectual entity. Its registration follows the Spectrum procedure specifications, with the Use type ‘exhibition’, and so it is also assigned a PID.
Other intellectual entities, from multiple collections and information domains, can be linked to exhibitions. These may contain references to various assets. It should therefore be possible to link heritage objects, archive records, publications and digital files. 
An exhibition is usually paired with several (Spectrum) processes, where different agents (whether or not already registered in the agent database), as well as other information such as incoming or outgoing loans, relocations, condition audits, creation of new assets, etc., are registered or linked.

	Steps
	For example, the registrar registers the data for a new exhibition that is taking place at different times at two different venues, and enters the following information:
· Use type: exhibition;
· the exhibition name;
· the exhibition reference number; 
· the exhibition organiser.
The registrar wants to record the exhibition venues straight away, but notices that the first venue is not yet in the database. They therefore create a new exhibition venue and enter its name and address.
The registrar adds more data by linking the exhibition venues and their respective start and end dates.
They then add two heritage objects from their own collection to this exhibition, together with an object for which an incoming loan has been/will be registered.
After this registration, they also register a condition audit for the loaned heritage objects. They schedule a change of venue for the objects from their own collection.
The registrar can monitor the end date of the loan, preferably via a dashboard as described in UC-16.
Finally, they register a publication that can be linked to the exhibition, and add several assets to the DAM and link them to the exhibition.

	Result
	The use of the required (Spectrum) procedures for the entire set of events relating to an exhibition is registered in the designated place. Actions must be traceable, and the monitoring should work efficiently.

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
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[bookmark: _Toc135292629]Use cases (archiving and preservation)
[bookmark: _Toc135292630]UC-CP1 Selecting and checking archive masters and relevant metadata for archiving in the meemoo archive system
	ID
	UC-CP1

	Title
	Selecting and checking archive masters and relevant metadata for archiving in the meemoo archive system

	Context
	Meemoo has a number of content partner organisations. These organisations want to store and sustainably preserve (some of) their archive masters in the meemoo archive system, while also saving lower resolution copies in the DAM. This process is initiated from the solution.
The solution must allow content partners to indicate that the archive masters should be included in the meemoo archive system (MAM) at archive master level, taking into account the specifications that the meemoo archive system imposes for required metadata.
This use case makes it possible to check the requirements for inclusion in the meemoo archive system (MAM), and to select archive masters ready for ingest with regard to use case UC-CP2. Only the data present in the solution is used for this.

	Steps
	The registrar indicates during registration what should be included in the meemoo archive system.
The registrar expects that, if the Organisation’s API indicates that their organisation is a content partner, they can indicate for each archive master whether it should be included in the meemoo archive system or not. It is important that this is only possible for file formats that are allowed in the meemoo archive system.
For each archive master, they must be able to assign one or more meemoo licences, which they can select from a list of licences. 

They then make a selection of records that are ready for inclusion (for review by the registrar or to be used for creating an SIP).

The registrar uses a query that selects all archive masters and meets the following criteria:
· it has been indicated that they may be included in the meemoo archive system, and;
· no archive masters have yet been uploaded to the meemoo archive system for the linked intellectual entity, and;
· if there is a multiple intellectual entity, the whole of these intellectual entities may also not have archive masters in the meemoo archive system. 
Furthermore, for this selection, at least the following metadata must be present for all intellectual entities, preferably with the selection of required metadata configurable:
· the IE’s PID
· for heritage objects 
· Title, or if not present, the Object name
· Object number 
· Content description, or if not available, the Brief description
· Object production date
· for archive descriptions 
· ISAD(G) Title of the linked archive level or equivalent 
· ISAD(G) Reference code or equivalent
· ISAD(G) Date or equivalent 
· ISAD(G) Scope and content or equivalent 
· for publications 
· the MARC21 Title (245a) or equivalent 
· the MARC21 Holding control number (001) or equivalent
· at least one MARC21 Subject Access Fields-General Information (6xx) or equivalent
· the MARC21 Date of publication, distribution, etc. (260c) or equivalent 
· the higher described content category, where OTHER is selected for:
· heritage objects: the Spectrum object name
· archive descriptions; the ISAD(G) Reference or equivalent 
· publications: the MARC21 Leader 06 - Type of record or equivalent 
· the date of creation (Exif-DateTimeOriginal) of the archive master 
· the MD5-hash of the archive master 
Finally, the registrar also wants to search for archive masters that have been indicated for inclusion in the meemoo archive system, but have insufficient metadata from a search, filter and sort command. The registrar can visualise the result of this search and consult the individual intellectual entities one by one for supplementation.

	Result
	The selected archive masters and required metadata are available for inclusion in the meemoo archive system. 
Selected archive masters with insufficient required metadata are searchable and modifiable.

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
	


[bookmark: _Toc135292631]UC-CP2 Preparing archive masters and relevant metadata for ingest into the meemoo archive system by meemoo content partners
	ID
	UC-CP2

	Title
	Preparing archive masters and relevant metadata for ingest into the meemoo archive system by meemoo content partners

	Context
	Content partners who include their archive masters in the meemoo archive system must follow a set continuous influx procedure. This influx uses a meemoo SIP for this.
Because assets can also be ingested into the meemoo archive system through other channels, the solution must also check whether there are already assets present for the relevant intellectual entities.
The processing in the meemoo archive system is executed outside the control of the solution. 

	Steps
	The registrar will be able to check, using a REST API developed by meemoo, whether the (multiple) intellectual entities selected in UC-CP1 already have an asset in the meemoo archive system. 
This is done by checking whether matches are found in dc_identifier_localid or dc_identifier_localids with
· heritage objects: Object number or Other number; 
· archive items: ISAD(G) Reference code or equivalent;
· publications: holding control number or equivalent.

The REST API to be developed will provide a call that allows you to query whether an asset is in the meemoo system based on local ID or MD5. If it is in the meemoo system, you will get back at least the meemoo PID. If not, it will be a form of "empty response.

The registrar will then exclude the intellectual entities for which assets already exist in the meemoo archive system, and report that they cannot be ingested because ‘assets already exist in the meemoo archive system for this intellectual entity’. No further action is required.
An SIP must then be automatically created every day for the archive masters and their associated intellectual entities (as selected in UC-CP1) and which were selected above, with all archive masters to be included in the meemoo archive system. This SIP is created in accordance with the meemoo SIP specification, with the material artwork profile. 

This SIP may therefore contain multiple archive masters, but it is possible that one unique essence is linked multiple times to (multiple) intellectual entities. In this case, the archive master is only included once in the SIP (and the mets/fileSec/fileGrp/file/@ADMID will refer to the same intellectual entity).
When the registrar has selected the content category other during registration, the other content category is automatically filled with the following data:
· for object descriptions: Object name; 
· for archive descriptions: ‘archive item’;
· for publications: MARC21 Leader 06 - Type of record or equivalent. 
The SIPs are subsequently automatically provided to the meemoo archive system in accordance with the continuous influx procedure.
As long as the result of the ingest has not been received, we must receive the status pending ingest for intellectual entities for which a SIP has been created, together with the start date of the ingest.

	Result
	The selected archive masters, required and optional metadata are submitted to the meemoo archive system in accordance with the meemoo standards, provided that no assets for the intellectual entity are already present in the meemoo archive system.

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
	


[bookmark: _Toc135292632]UC-CP3 End-to-end checking and cleansing of archive masters by meemoo content partners after successful ingest into the meemoo archive system
	ID
	UC-CP3

	Title
	End-to-end checking and cleansing of archive masters by meemoo content partners after successful ingest into the meemoo archive system

	Context
	The ingest of SIPs in the meemoo archive system runs asynchronously with the creation of the SIPs. When the processing of a SIP is completed, the result of the ingest is forwarded to the solution by the meemoo archive system. 

This process, which is yet to be developed, will be based on a correlation ID that appears in an HTTP header ‘X-Correlation-ID’ in the response when uploading to S3. This correlation ID, generated per SIP, is used throughout the process to identify the lifecycle of that SIP. This correlation ID is specific to a single submission of a single SIP: the same correlation ID is also present in all events related to this submission that will be sent out via the webhooks. If the same SIP is submitted multiple times, this will result in different correlation IDs. 

For each important event in the ingest process, meemoo will use this correlation ID to provide a status of ‘failed’ or ‘successful’, together with a description of the failure in case of failure. 
When the ingest is successful, there is no longer any need to keep archive masters in the solution's DAM and they may be removed after a period of, for example, 30 days. A permanent link must however be added to the relevant intellectual entity in the solution. 
If the ingest is not successful, the meemoo archive system will push an error message to the solution for it to be registered in the solution.

	Steps
	When an SIP is successful, a registrar expects that:
1. the PID(s) of the archive master(s) in the meemoo archive system are added to the intellectual entity in the solution;
2. when this is executed successfully, the archive master is removed unless there are no derivatives of this archive master present (e.g. archive master is a JPEG);
3. the status of the ingest in the solution is replaced by successful and the date of ingest is added. The date of the creation of the SIP remains available. 
If step 1 or 2 fails, the registrar wants to be able to consult an overview of failed actions and their error messages per intellectual entity in the solution. If no intellectual entity is found for this (e.g. the registrar made changes to the relevant metadata after ingestion), the solution registers this as an error without a link to an intellectual entity.

	Result
	Intellectual entities whose archive master has been successfully included in the meemoo archive system are provided with a PID for the master in the meemoo archive system. 
In this intellectual entity, the archive master is removed unless there is no derivative of the archive master present. 
Failed actions are traceable.

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
	


[bookmark: _Toc135292633]UC-CP4 Resubmission of failed SIP ingest
	ID
	UC-CP4

	Title
	Resubmission of failed SIP ingest

	Context
	Sometimes the cause of a failed SIP ingest lies in the metadata present in the solution. 
When a registrar takes the necessary measures, this can lead to a new ingest attempt in the meemoo archive system. 

	Steps
	When the status of the ingest in the solution indicates an error message that the registrar needs to interpret as a failed ingest due to invalid metadata, the registrar may choose to clean up the metadata or (temporarily) designate the asset as not to be included in the meemoo archive system. 

When the registrar chooses to clean up the relevant metadata, the solution considers intellectual entities and assets whose latest modification date is later than the latest ingest attempt as new intellectual entities/assets to ingest. 
The standard ingest method is then used for this, whereby it is verified in advance whether the previously failed SIP has been removed from the meemoo archive system.

No further attempts are made until this is done or the registrar indicates that no asset should be ingested for the relevant intellectual entity.

When SIP ingests fail due to other reasons, they are resolved in consultation with meemoo employees.

	Result
	Removing the failed ingest status makes the intellectual entity eligible for ingest again.

	ANSWER
	TO BE FILLED IN BY TENDERER

	Proposed implementation
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