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OAIS Reference model: Functional entities 

Source: http://orbital.blogs.lincoln.ac.uk/2012/02/10/orbital-and-the-oais-reference-model/ 
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We are not going to talk about Archival Storage, but how to clean 

and prepare what we receive in order to archive (AIP) and 

distribute (DIP) it. 

In this first part we will focus on two things 

1) Which documentation should we keep and how 

2) Metadata using DDI specification 

 

S
E

E
D

S
 W

or
ks

ho
p 

II 
9.

-1
1.

 2
. 2

01
6 



www.seedsproject.ch 

Documentation 
Data documentation might include:  

• a survey questionnaire 

• an interview schedule 

• records of interviewees and their demographic 
characteristics in a qualitative study  

• variable labels in a table 

• published articles that provides background information 

• description of the methodology used to collect the data 

 

Source: UK Data Service 
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What should be captured? 
Contextual information about project and data 
• background, project history, aims, objectives, hypotheses 
• publications based on data collection 
 
 

Data collection methodology and processes 
• data collection process and sampling 
• instruments used - questionnaires, showcards, interview schedules 
• temporal/geographic coverage 
• data validation - cleaning, error checking  
• compilation of derived variables 
• weighting: factors and variables, weighting process 
• secondary data sources used 
 

 

Data confidentiality, access and use conditions 
• anonymisation carried out  
• consent conditions/procedures 
• access or use conditions of data  

Source: UK Data Service 
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Accepted Formats (ADP) 
Type of material 
 

Recommended format Other acceptable formats 

Questionnaire 
 

 Rich Text Format (*.rtf) 
 structured metadata record 

of questionnaire (*.xml) by 
DDI or CAI programme 
(*.bmi) 

 other text formats (*.docx, 
*.txt, etc.) 

 *.pdf or other graphical 
formats 

 printed version 

Data 
 

 SPSS (*.por, *.sav) 
 plain text data, ASCII (*.txt) 

+ structured text or mark-
up file containing metadata 
information (variable 
names, labels, categories, 
question text) 

 other statistical packages 
 tables (*.xlsx etc.) 
 data bases 
 

Textual material  
(study description, codebook, 
interviewer instructions, 
speech to respondents, 
copies of research reports) 

Rich Text Format (*.rtf)  
 

 printed version 
 *.pdf or other graphical 

formats 
 other text formats (*.docx, 

*.txt, etc.) 
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Received files 
• Already have data, documentation and descriptive materials 

• During preparation of AIP and DIP you might need to get back 
to researchers to gain more information. 

• Think about using identifiers for your documents. 

 

 

Type of material  Suggested  

Questionnaire SURVEYID_Q1_SI_V1_R1 

Data file SURVEYID_D1_SI_V1_R1 

Code list SURVEYID_CL1_SI_V1_R1 

Syntax SURVEYID_SY1_SI_V1_R1 

Related materials SURVEYID_RM1_SI_V1_R1 

Related publication SURVEYID_RP1_V1_R1 

Other materials SURVEYID_OM1_V1_R1 
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EUVET example • Language code in ID 
• Questionnaires (VP) are 

not exactly the same, 
hence new material not 
just new version 
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What is saved (questionnaire) 

• Original files 

• Original files with new name - > AIP 

• Distributed files (*.pdf) -> DIP 

 

In ADP we decided to archive all distributed files – these way 
we can be sure what user was using at specific point in time. 
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Managing workflow  

• Project tracking software 

 

• Task for every study, with 29 subtasks covering: 

- email correspondence 

- managing deposited materials 

- preparing data file 

- preparing study description 

- publishing 
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Detailed workflow in ADP 
1. GENERAL: Communication with the data provider 

2. GENERAL: Storing original documentation and documenting it in 
the Access database 

2.1. Titling and preservation of files  

2.2. First documentation of files in the Access database 
(identification of the research) 

2.2.1. Title and subtitle of the research 

2.2.2. Year of the research 

2.3. The research acronym 

2.3.1. Assigning the research ID (IDNo) 

2.3.2. Author of the research 

2.4. Proceeding with the documentation in the Access database 

2.5. Generating .pdf questionnaires using Blaise 

3. GENERAL: Data deposition statement 

3.1. Data deposition statement for research data 
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4. MATERIALS: Preparation of distributional materials 

4.1. Study description for the catalog 

4.2. Format of individual materials for depositing to the Archives 

5. MATERIALS: Study classification by relevance/topics 

5.1. Checking on the adequacy of the data to be accepted to the 
Archives 
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6. DATA: Processing a dataset 

6.1. Data anonymisation 
6.2. Checking and data cleaning operations 

7. DATA: Nesstar Publisher: NSDstat file for distribution 

7.1. Data import to Nesstar Publisher 
7.2. Editing questions in Nesstar Publisher in case of unavailability 
of Blaise question text 

8. DATA: Nesstar Published: full question text 
8.1. Editing questions in Nesstar Publisher in case of availability of 
Blaise question text 

9. DATA: Nesstar Publisher: variable groups 
9.1. Variable Groups (questionnaire sections) 

10. DATA: Nesstar Publisher: weights 

11. DATA: Preparation of data description .xml file 
11.1. Export of data description .xml file from Blaise 
11.2. Export of study description .xml file from Nesstar Publisher 

11.3. Cleaning operations of .xml file and preparing data 
description piece of .xml file 

 

S
E

E
D

S
 W

or
ks

ho
p 

II 
9.

-1
1.

 2
. 2

01
6 



www.seedsproject.ch 

12. XML: Creating primary .xml files from the Access database 

12.1. Creating .xml files from the Access database 

12.2. Preparing .xml documents 

12.2.1. Inserting information into .xml study description 
document 

12.2.2. Series information when the research is a part of a series 

12.2.3. Citation 

12.2.4. Series description  

13. XML: Manual addition of information to .xml study description 
file 

13.1. Time period covered 

13.2. Internal links 

13.3. Preparing .xml series documentation 

13.4. Preparing file description .xml 
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14. XML: Keywords 

14.1. Inserting keywords to the Access keyword database 

14.2. Adding new keywords to the existing list 

14.3. Exporting keywords 

14.4. Using keyword entities 

15. XML: Series 

16. BEFORE PUBLISHING: Document status 

17. BEFORE PUBLISHING: Validation of .xml document 

18. BEFORE PUBLISHING: Study description document check inside 
of the Archive 

18.1. Common decisions 
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19. BEFORE PUBLISHING: Publishing on Nesstar – testing 

19.1. Creating restructured .xml files to be published on 
Nesstar and on the website 

19.1.1. Creating restructured .xml files to be published on 
Nesstar 

19.1.2. Creating restructured .xml files to be published on 
the website 

19.1.3. Possible mistakes 

19.2. Publishing on Nesstar – testing phase 

19.3. Publishing workflow 

20. BEFORE PUBLISHING: Study description document sent to 
the author 

21. BEFORE PUBLISHING: Authorization of document 

22. BEFORE PUBLISHING: Data access policy 
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23. PUBLISHING: Finished study 

23.1. Generating JIRA report 

23.2. Preservation of paper versions of research materials 

23.3. Preservation of electronic versions of research materials 

23.4. Saving electronic versions to selected folders on the 
employees shared server 

24. PUBLISHING: Final publishing on Nesstar (administrator) 

24.1. Final publishing on Nesstar using Nesstar Publisher 

25. PUBLISHING: Final publishing on the website (administrator) 

26. PUBLISHING: Short news on a new study 

26.1. COBISS entry 

27. PUBLISHING: Final report for the author/data provider 

28. Future changes of the research materials/descriptions 

28.1. Changes in the database 
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Preparing materials for AIP and DIP 

You might want to add header page to materials. Especially if 
it is not obvious from a document from which survey it is. 

Source: https://discover.ukdataservice.ac.uk/catalogue/?sn=6227&type=Data%20catalogue 
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Source: http://doc.ukdataservice.ac.uk/doc/5804/mrdoc/pdf/5804interviewdocs.pdf 
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Or when you are preparing materials  
(the case in exporting questionnaire from CATI tools) 

Source: https://dbk.gesis.org/dbksearch/file.asp?file=ZA5240_fb.pdf 
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www.seedsproject.ch Surce: https://dbk.gesis.org/dbksearch/download.asp?db=E&id=57360 
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Describing survey using standard 

International standards/schemes 

• Data Documentation Initiative (DDI) 

• ISO19115 

• Dublin Core 

• Metadata Encoding and Transmission Standard (METS) 

• Preservation Metadata Maintenance Activity (PREMIS) 

 

RDA Metadata Standards Directory Working  Group: Final 
Report [jan 2016] ->https://github.com/rd-alliance/metadata-
directory  

DCC Disciplinary Metadata 
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https://rd-alliance.org/system/files/MSDWG-Final-Report.pdf
https://rd-alliance.org/system/files/MSDWG-Final-Report.pdf
https://rd-alliance.org/system/files/MSDWG-Final-Report.pdf
https://rd-alliance.org/system/files/MSDWG-Final-Report.pdf
https://rd-alliance.org/system/files/MSDWG-Final-Report.pdf
https://rd-alliance.org/system/files/MSDWG-Final-Report.pdf
http://www.dcc.ac.uk/resources/metadata-standards
http://www.dcc.ac.uk/resources/metadata-standards
http://www.dcc.ac.uk/resources/metadata-standards
http://www.dcc.ac.uk/resources/metadata-standards
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BASIC STRUCTURE OF DDI 2.* 

- Section 1.0 ‐ Document Description consists of bibliographic 
information that can be considered as the header whose 
elements uniquely describe the full contents of the compliant 
DDI file.  

- Section 2.0 ‐ Study Description consists of information about 
the data collection. This section includes information about 
who collected and who distributes the data, about the scope 
and coverage, sampling (if relevant), data collection methods 
and processing, citation requirements, etc.   

 

Controlled Vocabulary Multilingual 

XML 

Semantic and technical interoperability 
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BASIC STRUCTURE OF DDI 2.* 

• Section 3.0 ‐ Data Files Description provides information 
about the Data file(s).  

• Section 4.0 ‐ Variable Description provides a detailed 
description o f variables, including (when relevant) t he 
variable type, variable and value labels, literal questions, 
computation or imputation methods, instructions to 
interviewers, universe, descriptive statistics, etc.  

• Section 5.0 ‐ Other Study Related Materials allows for the 
inclusion of other materials related to the study such as 
questionnaires, user manuals, computer programs, 
interviewer manuals, maps, coding information, etc. 
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DDI Codebook 2.* 

DDI-Codebook is a more light-weight version of the standard, 
intended primarily to document simple survey data. 

DDI Lite (Recommended Elements) 

• General Information 

• Tree Structure  

DDI Tag Library 

• Tree Structure  

• Whole Library  
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http://www.ddialliance.org/specification/ddi2.1/lite/index.html
http://www.ddialliance.org/specification/ddi2.1/lite/index.html
http://www.ddialliance.org/sites/default/files/ddi-lite.html
http://www.ddialliance.org/sites/default/files/ddi-lite.html
http://www.ddialliance.org/sites/default/files/ddi-lite.html
http://www.ddialliance.org/Specification/DDI-Codebook/2.1/DTD/Documentation/DDI2-1-tree.html
http://www.ddialliance.org/Specification/DDI-Codebook/2.1/DTD/Documentation/version2-1-all.html
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From DDI lite ( file description) 
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File description - LFS 
<fileDscr URI="../podatki/ads/ads10_p1_sl_v1_r1.txt" ID="ADS10_P1_SL_V1_R1"> 

   <fileTxt> 

      <fileName xml:lang="en-GB" ID="F1">ADS10 - Labour Force Survey, 2010 [data file]</fileName> 

      <dimensns> 

         <caseQnty>64599</caseQnty> 

         <varQnty>203</varQnty> 

      </dimensns> 

      <fileType xml:lang="en-GB">*.txt - TEKST</fileType> 

      <filePlac xml:lang="en-GB">Statistical Office of RS</filePlac> 

      <dataChck>Logical control was used on this data file by the Statistical Office of the Republic of  

Slovenia.</dataChck> 

      <dataMsng>http://www.stat.si/doc/metodologija/kakovost/10_LPK_ADS_2010_EN.pdf</dataMsng> 

      <software>SAS</software> 

      <verStmt> 

         <version date="2012-04-05" xml:lang="en-GB">April 2012</version> 

         <verResp xml:lang="en-GB">&SURS;</verResp> 

         <notes>Original ASCII delimited file.</notes> 

      </verStmt> 

   </fileTxt> 

</fileDscr> 
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File description - EUVET 

<fileDscr URI="../podatki/euvet12/euvet12_p1_en_v1_r2.sav" ID="euvet12_p1_en_v1_r2"> 

    <fileTxt> 

        <fileName ID="F1">7 EU VET - Study on vocational education in seven European countries [data 

file]</fileName> 

        <dimensns> 

            <caseQnty>17627</caseQnty> 

            <varQnty>309</varQnty> 

        </dimensns> 

        <fileType >*.sav - SPSS 16 and later versions for WIN</fileType> 

        <filePlac>ADP – Social Science Data Archives</filePlac> 

    </fileTxt> 

</fileDscr> 
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Data description / part 
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Data Description- EUVET12 
 <dataDscr> 
    <varGrp ID="F1-VG1F1" type="subject" var="F1-V5 F1-V6 F1-V7 F1-V8 F1-V9 F1-V10 F1-V11 
F1-V12 F1-V13 F1-V14 F1-V15 F1-V16 F1-V17 F1-V18 F1-V19 F1-V20 F1-V21 F1-V22 F1-V23 F1-
V24 F1-V25 F1-V26 F1-V27 F1-V28 F1-V29 F1-V30 F1-V31 F1-V32 F1-V33 F1-V34 F1-V35 F1-
V36 F1-V37 F1-V38 F1-V39 F1-V40 F1-V41 F1-V42 F1-V43 F1-V44 F1-V45 F1-V46 F1-V47 F1-
V48 F1-V49 F1-V50 F1-V51"> 
      <labl> 
        A_F1: Preliminary program and the transition to the current program 
      </labl> 
    </varGrp> 
    <varGrp ID="F1-VG2F1" type="subject" var="F1-V52 F1-V53 F1-V54 F1-V55 F1-V56 F1-V57 
F1-V58 F1-V59 F1-V60 F1-V61 F1-V62 F1-V63 F1-V64 F1-V65 F1-V66 F1-V67 F1-V68 F1-V69 F1-
V70 F1-V71 F1-V72 F1-V73 F1-V74 F1-V75 F1-V76 F1-V77 F1-V78 F1-V79 F1-V80 F1-V81 F1-
V82 F1-V83 F1-V84 F1-V85 F1-V86 F1-V87 F1-V88 F1-V89 F1-V90 F1-V91 F1-V92 F1-V93 F1-
V94 F1-V95 F1-V96 F1-V97 F1-V98 F1-V99 F1-V100 F1-V101 F1-V102 F1-V103 F1-V104 F1-
V105"> 
      <labl> 
        B_F1: Current programme 
      </labl> 
    </varGrp> 
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  <var ID="F2-V97" name="B9_9" files="F2" dcml="0" intrvl="discrete"> 
      <location width="11" RecSegNo="1"/> 
      <labl> 
        Breaking off: I have family problems (not asked in UK) 
      </labl> 
      <qstn> 
        <preQTxt> 
          Section B: Your current programme 
        </preQTxt> 
        <qstnLit> 
          B9. What were the reasons that made you think about leaving your current programme? 
(Please tick all boxes that apply) 
I have family problems (not asked in UK) 
        </qstnLit> 
      </qstn> 
      <valrng> 
        <range min="0" max="1"/> 
      </valrng> 
      <invalrng> 
        <item VALUE="-77"/> 
        <item VALUE="-88"/> 
      </invalrng> 
      <sumStat type="vald"> 
        4232 
      </sumStat> 
      <sumStat type="invd"> 
        5820 
      </sumStat> 
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<catgry> 

        <catValu> 

          0 

        </catValu> 

        <labl> 

          Not quoted 

        </labl> 

        <catStat type="freq"> 

          3899 

        </catStat> 

      </catgry> 

      <catgry> 

        <catValu> 

          1 

        </catValu> 

        <labl> 

          Quoted 

        </labl> 

        <catStat type="freq"> 

          333 

        </catStat> 

      </catgry> 

 <catgry missing="Y"> 
        <catValu> 
          -88 
        </catValu> 
        <labl> 
          not answered 
        </labl> 
        <catStat type="freq"> 
          90 
        </catStat> 
      </catgry> 
      <catgry missing="Y"> 
        <catValu> 
          -77 
        </catValu> 
        <labl> 
          not applicable 
        </labl> 
        <catStat type="freq"> 
          5730 
        </catStat> 
      </catgry> 
      <varFormat type="numeric" 
schema="other"/> 
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                          Nesstar Publisher 
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Examples  - different outputs 

• ADP – 7 EU VET - Study on vocational education in seven 
European countries 

(web, Nesstar) 

 

• UKDA – General Household survey 2006 

     (web, Nesstar) 
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http://www.adp.fdv.uni-lj.si/opisi/euvet12/
http://nesstar2.adp.fdv.uni-lj.si/webview/?v=2&study=http://194.249.0.102:80/obj/fStudy/euvet12-en&mode=documentation&submode=ddi&node=0&language=en
https://discover.ukdataservice.ac.uk/catalogue/?sn=5804&type=Data catalogue
http://nesstar.ukdataservice.ac.uk/webview/index.jsp?v=2&mode=documentation&submode=abstract&study=http://nesstar.ukdataservice.ac.uk:80/obj/fStudy/5804&top=yes
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Source: http://www.ddialliance.org/resources/tools 
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