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2XU�RIIHU�LQFOXGHV�

– Standard software (scopeArchivTM)

±�2QJRLQJ�SURJUDP�H[WHQVLRQV

±�&XVWRPHU�VSHFL¿F�DGMXVWPHQWV

– Training and support

– Database administration

– Computing center

– Consulting (records management)

Portrait

scope solutions aims at becoming the most 

competent business partner for public and private 

archives in Europe and offers proprietary 

IT solutions for archive management and the 

authentic transfer of data from document 

management systems. We advise organizations 

how the requirements of long-term archival 

for records management can be implemented in 

good time and help organizations to perform 

these duties in an economical and customer-oriented 

manner, while meeting statutory requirements.
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The most up-to-date list of references can be found at www.scope.ch 
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scope solutions ag was founded in November 2000 

and currently has a workforce of 15.

scopeArchiv is presently used by over 50 customers 

in 7 countries with over 900 workplaces and is available 

LQ�WKH�ODQJXDJHV�*HUPDQ��(QJOLVK�DQG�)UHQFK�

The scopeArchiv brand is registered in Switzerland 

and many other countries.
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í The term “historical” also currently 

applies to electronic records – the 

¿UVW�WH[W�SURFHVVLQJ�VRIWZDUH�FDPH�RQWR�

the market 30 years ago. Archives 

KDYH�WKHUHIRUH�DOVR�EHHQ�IXO¿OOLQJ�WKHLU�

statutory and cultural mandate for 

electronic data for many years. The 

analog and digital scope of the fonds and 

data media far exceeds the scope 

of functions of a DMS.

The technical process of transferring data 

to storage media should be distinguished 

from the organizational procedure of ar-

chiving. The “archive information system” 

supports the archive in its key operations:

1. The traceable transfer of digital and  

 analog documents from all business- 

 related systems of an organization 

 to the archive.

2. The authentic storage of metadata 

 and primary data in a clear structure  

 which  is open to changes.

3. Use of the documents while observing  

 all statutory rules. The documents   

 stored in this manner are retained over  

 longer periods:

í Authentic: proof that the contents have  

� QRW�EHHQ�PRGL¿HG

í  Searchable: searching in a logical   

 structure which is more than a full-text  

 search.

í  Readable: saving in a format which  

 is readable and migratable in the   

 medium term.

í  Comprehensible: saving in the   

 content-related context of the creation  

 of documents.

Retention periods are often very short for 

electronic documents in particular. 

In some cases, completed documents 

which have to be archived are transferred 

WR�WKH�$,6�DIWHU�RQO\�WKUHH�\HDUV��2Q

the other hand, completed, operative do-

Records Management: 
Document Management 
and Archival
The expandable software for public and 

private archives. The high-performance solution 

IRU�PDQDJLQJ�WUDQVDFWLRQV�DQG�¿OHV�

í
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cuments with long retention periods can 

also be transferred to the AIS. The 

DMS is therefore relieved of all inter-

mediate archival tasks. An AIS must

therefore be able to offer interfaces 

to several DMS systems. scopeArchiv 

is systematically developed in this sense. 

During the transfer process, complete-

ness and authenticity are checked by 

the AIS, only then can the data in the 

DMS be deleted. 

The AIS is responsible for long-term 

archiving, i.e. for retaining authenticity 

(e.g. by the use of a digital reference 

code), searching and usage. 

Management of the metadata and 

access to the primary data is through the 

AIS, saving of the primary data is 

moved to a standard digital repository. 

System independence is ensured by the 

use of special archive formats.

Life Cycle Management: life cycle of documents

$UFKLYLQJ�ZRUNÀRZ

© scope solutions ag



scopeArchiv™
scopeArchiv is a comprehensive, off-the-shelf solution which is 

PRGXODU�DQG�IUHHO\�FRQ¿JXUDEOH��VFRSH$UFKLY�VXSSRUWV�

typical work processes of an archive and adapts to existing 

archive structures, while complying with international standards. 

scopeArchiv is also available in the scope computing center 

as an Internet application with a default set of modules.
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Overview of modules of scopeArchiv™

í�scopeArchiv can manage all types 

of data media – from the parchment 

document to digital image and video. 

scopeArchiv can accept digital primary 

data and metadata from other systems, 

e.g. DMS and older archive systems. 

Transfer enables units of description, 

descriptors (structured keywords), filing 

plan positions and file links to the primary 

data to be generated from the metadata. 

2FFDVLRQDOO\��H�J��IRU�SHUIRUPDQFH�UHD-

sons with images, the primary data is also 

stored in the scopeArchiv database.



í� The archive plan shows the developed 

structures of the archive material.

The levels of description (department, 

fonds, series, dossier, document etc.) 

DUH�IUHHO\�GH¿QDEOH�DQG�QDPHDEOH��8QLWV�

of description (UD) can be edited, 

positioned or locked in the archive plan. 

The editing status of each UD is immedia-

tely evident. (Fig. 1)

í� (PSOR\HHV�TXLFNO\�IDPLOLDUL]H�

themselves with the system. They carry 

RXW�WKHLU�URXWLQH�ZRUN�PRUH�HI¿FLHQWO\��

thus gaining time for essential tasks. 

It gives them scope to develop their 

SRWHQWLDO�DQG�NQRZOHGJH�PRUH�TXLFNO\�

and make better use of this.

í� Standardization leads to a focus on 

strategic processes – away from 

perfecting rare special cases. scopeAr-

chiv suggests the use of tried-and-tested 

VDPSOH�SURFHVVHV�IRU�PDQ\�ZRUNÀRZV�

and supports the description standards 

,6$'�*���,6$$5�&3)��DQG��IURP�

YHUVLRQ���DQG�ODWHU��DOVR�($'�DQG�0(76��

without prescribing them to the archive. 

í� When software is selected, a great 

deal of importance is attached to 

VRSKLVWLFDWHG�LQGLYLGXDO�IXQFWLRQV��/DWHU��

in operation, the sum of the functions 

and the uniform mode of operation 

are more crucial. scopeArchiv supports in 

one system all work steps within 

the archive and in contact with the outside 

world. Proprietary databases for image 

or literature collections are no longer 

QHFHVVDU\��SDSHU�DQG�HOHFWURQLF�¿OHV�DUH�

managed in a single system. This unifor-

mity creates the crucial added value.

í� Thanks to scopeArchiv, archivists’ 

UHTXLUHPHQWV�IRU�DFFXUDF\�DUH�PHW�LQ�IXOO�

– description is nevertheless performed 

PRUH�TXLFNO\��ZLWK�IHZHU�HUURUV�DQG�PRUH�

transparently. scopeArchiv offers ingeni-

ous copy functions for data entry, 

multiple update of data and search and 

replace over entire data collections.

This also includes editing in the list view, 

copying of the value of the predecessor 

and integrated spell check. In-depth 

initial entry and dealing with backlogs, 

a frustrating task abandoned by many 

archives, become affordable again.

í� Complex accessions and data trans-

fers, including electronic data from 

document or business administration 

V\VWHPV�DUH�HQMR\DEOH�WKDQNV�WR�WKH�

Transfer Assistant. In addition, photo-

JUDSKV��YLGHRV�DQG�VRXQG�¿OHV�LQ�DOO�

common formats can be archived and 

presented on the Internet.

í� The search tool Query enables access 

which is independent of time and place 

to the released archive material via the 

Internet. In the Intranet, shorter search 

procedures used with specially marked 

IRQGV�UHVXOW�LQ�HYHQ�TXLFNHU�UHVXOWV��%RWK�

structured searches in the archive plan as 

well as full-text and descriptor searches 

are available. The search result can be 

displayed in the browser, stored in work 

folders and ordered for viewing in the 

reading room or for reproduction. (Fig. 2)

í� scopeArchiv constantly keeps itself 

XS�WR�GDWH��1HZ�PDUNHW�UHTXLUHPHQWV�DUH�

FRYHUHG�EHIRUH�WKH�PDMRULW\�RI�DUFKLYHV�

actually make use of them – the availabi-

lity of new functions even prompts many 

archives to think about them. scopeArchiv 

is therefore also the bearer of new tech-

nologies and ways of thinking.

Plan of record groups 
at a glance

Time for essential 
tasks

Archive standards

2QH�GDWDEDVH��RQH�
entire system 

Transfer of complex 
digital data 

Searching via 
the Internet

(I¿FLHQW�GHVFULSWLRQ�

Ahead of time 

Fig. 1: Plan of record groups

Fig. 2: Searching via the Internet



í�$W�¿UVW��D�IHZ�SLORW�XVHUV�ZRUN�ZLWK�

the system for several weeks, parameteri-

ze it and transfer initial data. scopeArchiv 

is then released to all users. The “normal” 

support phase starts with productive 

operation. Feedback (change and 

XSJUDGH�UHTXHVWV��QRWL¿FDWLRQV�RI�ÀDZV�

and faults) is entered in an online data-

base, and customers are automatically 

informed via e-mail of the processing 

VWDWXV��0DQ\�FXVWRPHUV�MRLQ�WKH�VFRSH$U-

FKLY�8VHU�*URXS��([SHULHQFH�JURXSV�

QHWZRUN�WKHLU�NQRZOHGJH��HQDEOLQJ�TXDOL-

¿HG�H[FKDQJHV�UHODWLQJ�WR�DUFKLYLQJ�ZRUN�

and the use of scopeArchiv.

í�2QJRLQJ�WUDLQLQJ�LV�WKH�RQO\�ZD\�WR�

ensure that optimum use is made 

of the wide variety of functions and at the 

same time of investment. scopeArchiv 

can be learned intuitively. With regard to 

functionality and graphical form, scope is 

very similar to MS Windows and 

06�2I¿FH��VFRSH�RIIHUV�D�FRPSUHKHQVLYH�

WUDLQLQJ�SURJUDP��LQ�*HUPDQ��(QJOLVK�

and French). Initial training is along 

the lines of “Teach the Teacher”: admini-

strators and pilot users are trained directly 

by scope and then pass on their know-

ledge within their company or archive.

 

í�Data is often already available in 

digital form and, depending on the 

TXDOLW\��FDQ�EH�GLUHFWO\�WUDQVIHUUHG�WR�

scopeArchiv. scope has a wealth 

RI�H[SHULHQFH�ERWK�LQ�WKH�¿HOG�RI�GDWD�

transfers and advising the client on 

the independent import of data.

í�Maintenance and support services 

begin with operative readiness 

(maintenance agreement is mandatory). 

Product maintenance comprises the 

regular delivery of patches, releases and 

versions including documentation and 

installation instructions. From experience, 

around 2/3 is value increasing (new 

functions, functional enhancements etc.) 

and around 1/3 is value preserving 

(correcting faults, adaptation to new deve-

ORSPHQWV�E\�0LFURVRIW�DQG�2UDFOH�HWF���

í�Most customers operate scopeArchiv 

“off the shelf”. If used correctly, add-ons 

�DV�³SOXJ�LQV´��PD\�KDYH�D�PDMRU�OHYHUDJH�

HIIHFW�DQG�MXVWLI\�WKHLU�KLJKHU�FRVWV��2XU�

specialists’ wealth of experience gua-

rantees optimum implementation while 

complying with the usual standards for 

archive and records management. Most 

add-ons comprise reports and stan-

GDUGL]HG�TXHULHV�DV�ZHOO�DV�LPSRUW�DQG�

export interfaces to other IT systems.

í�%DVLF�VXSSRUW�FRYHUV�WKH�¿[HG�FRVWV�

for the infrastructure (e.g. copy of

 the application structure of each custo-

PHU���TXDOL¿HG�VWDII�DQG�VWDQGE\��,W�

also comprises a staggered number of 

hours of application support (hotline).

í�The importance of support for the 

database is often underestimated. 

The transfer rate, security and synchroni-

zation of the entire system are

scopeServices
Customer support goes beyond scopeArchiv: it includes 

database administration, computing center services and strategic 

records management consulting.

í

LQÀXHQFHG�E\�WKH�VWDELOLW\�RI�WKH�GDWDEDVH��

Customers can also have scope 

SURYLGH�GDWDEDVH�VXSSRUW��7KH�IUHTXHQF\�

of routine checks can be selected.

í�scopeArchiv can be operated as 

a complete solution, including preparation 

and import of the database copy, in the 

scope computing center. Standardized 

functions are offered.

In addition, certain customers prefer to 

have a copy of the database prepared 

according to certain criteria in the scope 

computing center which is made available 

to the public via Query. The user logs on 

to the customer’s usual Internet address.

   

í�*XDUDQWHH�RI�RSWLPXP�WUDQVLWLRQ�

between document management 

and archive management (long-term 

archiving, records management) calls for 

systematization (nomenclature,

data model, interim storage, metadata) 

and automation of the entire work 

SURFHVV��$�VSHFL¿F�VROXWLRQ�EDVHG�RQ�

more or less comprehensive IT tools has 

WR�EH�GUDZQ�XS��7KH�UHTXLUHPHQWV�WR�

be met by management (self discipline, 

motivation) are high.

The key points in the entire process 

are the connection of a large number of 

DMS to one AIS and the skilful param-

eterization of the DMS in such a way 

that facilitates later data transfer. scope 

advises customers and prospective 

customers in the design and implementa-

tion of records management.

3URMHFW�PDQDJHPHQW�
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7HUPV�DQG�'H¿QLWLRQV�í Record: synonymous with document í A record is an informa-

tion element on a particular data medium (paper, image, sound, video document etc.)  

í Dossier:�V\QRQ\PRXV�ZLWK�¿OH�í Files are recordings of a transaction. They comprise 

several documents. They are used for traceability and therefore have to be reliable and au-

thentic. í AIS Archive Information System: synonymous with AMS Archive Management 

System í The total of work processes which occur in an archive. From pre-archival work, 

through accession and description to loan and distribution on the Internet. An AIS is part of 

general Records Management. An AIS must be able to save and manage electronic and 

other records for ever (technical and physical accessibility of the data media and their resto-

UDWLRQ���DXWKHQWLFDOO\��JXDUDQWHH�WKDW�WKH�GDWD�FDQQRW�EH�FKDQJHG��DQG�FRQ¿GHQWLDOO\��ORQJ�

protection periods over decades). Unfortunately the expression AMS is used for all types of 

things, even for rows and cardboard boxes. scopeArchiv is the IT-related implementation 

of an AIS or AMS.  í DMS Document Management System: (computer program) í Filing 

and management system for electronic records occurring in daily, operative business. The 

expression DMS is also used in a wider sense to denote a sector. A DMS is part of gene-

UDO�5HFRUGV�0DQDJHPHQW��7KH�HVVHQWLDO�IHDWXUHV�RI�'06�DUH�YLVXDOL]HG�¿OLQJ�VWUXFWXUHV��

check-in/check-out, version control and database-supported management of metadata for 

index-based document searches. With the purpose of standardizing administrative work 

processes, various countries have issued standards for administrative processes in public 

authorities, where a DMS’s compliance with standards can be proven by means of a certi-

¿FDWH��H�J��'20($��(/$.��*(9(5��H�*LI���7KH�UHFRUGV�RI�D�'06�DUH�WUDQVIHUUHG�WRJHWKHU�

with the data sovereignty after a certain time to the AIS in accordance with precise statu-

WRU\�DQG�RU�LQ�KRXVH�UXOHV��GHVWUXFWLRQ�RI�GRFXPHQWV���7KHUHIRUH�E\�GH¿QLWLRQ��DUFKLYDO�LQ�D�

DMS can only be intermediate archival and not long-term archival, even if it is often called 

as such. The time of the move depends on the type of transaction and statutory regulations. 

í RMS Records Management: V\QRQ\PRXV�ZLWK�,/0�,QIRUPDWLRQ�/LIHF\FOH�0DQDJHPHQW�

DQG�(&0�(QWHUSULVH�&RQWHQW�0DQDJHPHQW��í�As there are no suitable generic terms in 

HLWKHU�*HUPDQ�RU�)UHQFK��ZH�XVH�WKH�WHUP�5HFRUGV�0DQDJHPHQW� WR�GHQRWH�WKH�WRWDO�RI�

AIS and DMS in all languages. Records Management is actually a responsibility (Records 

0DQDJHU��RU�DQ�RYHUDOO�SURFHVV�DQG�QRW�D�VSHFL¿F�,7�WRRO��,62�������GH¿QHV�FHUWDLQ�SULQ-

ciples and procedures of systematic Records Management. It describes the technologies 

for describing, managing, saving and storing records and making them available. A central 

feature of this is the consideration of the entire lifecycle in its development context from its 

creation through to destruction or long-term archival in the AIS.


