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Primary Contact Information 

Sales 

Email: Info@ArcherExperts.com 

Phone: (877) 871-0110 (Option #1) 

Technical Support 

Email: Support@ArcherExperts.com 

Phone: (877) 871-0110 (Option #2) 
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SOFTWARE INFORMATION 

 

Dependencies 

The Records Retention utility is dependent on having network access to the Archer APIs that 

are delivered with the Archer platform. The Records Retention utility may not work in 

customer environments that use redirected authentication techniques, as the utility cannot 

directly invoke the Archer APIs. 

 

System Overview 

The Records Retention Utility provides the ability for business users to mass export content 

from Archer (along with supporting metadata) to allow Archer content to be easily stored in 

external record retention systems. No longer is there a dependency on Archer business 

owners manually downloading records and creating the metadata required by document 

retention systems. Business Owners can create Global reports using the Archer out of the 

box report formats (Mail Merge, PDF, CSV, etc.) and they can also export attachments. 

 

Features 

Security 

The Records Retention Utility uses an Archer User Name to access Archer data, which 

prevents unauthorized data access. This means that the Records Retention Utility uses the 

same security model used by Archer. 

 

Note – a best practice is to have the Archer Administrator define a separate Archer User 

Name for use by the Records Retention Utility. Doing so avoids conflicts, as the same Archer 

User Name cannot be concurrently logged into an Archer region twice. In addition, a 

dedicated User Name provides for additional security, as the dedicated User Name can be 

limited to read-only access.  

 

Report Content Supported 

Content in applications and questionnaires are supported, with the user choosing the report 

associated with the application or questionnaire to be exported. 

 

Attachment Content Supported 

Attachments in applications and questionnaires are supported, with the user choosing the 

report associated with the application or questionnaire to be exported. Note – attachments 

on sub-forms are also supported.  
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Metadata Formats Supported 

Metadata can be exported as CSV or JSON, with the option to store the metadata in a single 

file, in individual files, or both.  

 

Report Content Output Formats 

Content from reports can be stored in the following formats: 

● Mail Merge (DOC, PDF, and DOCX types supported) 

● Rich Text File (RTF) 

● Adobe PDF 

● Microsoft Excel (including or excluding all HTML formatted tags) 

● CSV (including or excluding all HTML formatting tags) 

● HTML (including or excluding all images in the export file) 

● XML (including or excluding all HTML formatting tags). 

 

Output Folder 

The user selects the output folder in which the exported files and metadata will be stored. 

 

Report Fields To Include In The Metadata 

The user can choose the metadata fields that will be written to the metadata output files. 

This allows the limiting of metadata fields without having to change the report in Archer. 

Note – the ability to choose the metadata fields to include is presented to the user only if 

the option to generate metadata is selected. 

 

Metadata Report Preview 

A preview of metadata report content is presented before the export process begins. This 

allows the business user to check the metadata content before deciding to export the 

metadata into the selected output folder. Note – the ability to preview the metadata report 

is presented to the user only if the option to generate metadata is selected. 

 

Workflow 

A navigation panel is presented on the left side of the utility user-interface. This apprises 

the user of the step they are executing in the utility workflow, and the workflow indicator 

advances automatically as the user proceeds through the utility user-interface.  

 

Immediate and Scheduled Execution 

The utility supports the immediate export of data and scheduling the export of data for a 



 
Records Retention Utility User’s Manual 

 

 Page 6  

future date and time. The scheduling function supports two types of job scheduling: 

1. A specific date and time (this is a one-time execution). 

2. A recurring execution. 

 

Note – the utility must be running in the background for the job scheduler to execute 

scheduled jobs.  

 

Architecture 

The Records Retention Utility is a Windows application that executes external to the Archer 

environment. The utility requires that the Windows environment on which it executes has 

network access to the Archer region from which report content is being extracted. 

 

User Access Requirements 

The utility requires an Archer User Name that has been configured with the access to the 

report content being extracted. 

 

License File 

A license file is provided by Archer Experts that defines the Archer environments from which 

a company may extract content using the utility.   

 

Unsupported Report Types 

Statistical reports (charts types) are not supported. 

 

Supported Attachment Types 

All attachment field types are supported when exporting record content as reports. This 

includes attachments in applications, questionnaires, and on sub-forms. 

 

Supported Report Field Types 

All field types are supported when exporting record content as reports (including mail-

merge) but only the following field types are supported when exporting meta-data: 

 

● Text 

● Date 

● Values List 

● Cross-Reference (currently title text only) 

● Numeric 

● IP Address Field 

● First Published Field 

● Last Updated Field 
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● Record Status Field 

● Tracking ID Field. 

 

Unsupported Report Field Types 

All field types are supported when exporting record content as reports (including mail-

merge) with the following field types currently unsupported when exporting meta-data 

(these are in development for a future release): 

 

● External Links Field 

● Record Permissions Field 

● Image Field 

● Attachments Field 

● Matrix Field 

● Scheduler Field 

● Voting Field 

● Sub-Form Field. 

 

 

Records Export Limit 

Currently there is limit of 50,000 records that can be extracted by the utility. This limit was 

imposed to reduce the risk of exhausting memory and disk space. If needed the limit can be 

easily increased. 

 

Note - when exporting a large number of records in a report (in terms of thousands), it can 

take a few hours for the export to complete. We recommend executing large exports 

overnight, but if you do not want to execute a large export overnight, you can execute 

multiple exports with a fewer number of records in each report (1000 or 2000 records at a 

time). 
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RECORDS RETENTION UTILITY USER-INTERFACE 

 

Selecting The License File 

On the Login Screen is a button on the lower left that allows the selection of the license file. 

Click on the “Change License” button and the following screen appears.  
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Click on the “Pick License File” button and the following screen appears. 

 

 
 

Select and open the license file. 

 

 
 

You will see your company’s name in the lower left corner of the Login Config page. This 

indicates that your license file is loaded into the utility. 
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Login Configuration Screen 

 

Enter the login information requested on the Login Admin screen, then click the button 

“Save and Verify Login Info” on the bottom right of the user-interface. 

 

 
 

 

A best practice is to have the Archer Administrator define a separate Archer User Name for 

use by the Records Retention Utility. Doing so avoids conflicts, as the same Archer User 

Name cannot be concurrently logged into an Archer region twice. In addition, a dedicated 

User Name provides for additional security, as the dedicated User Name can be limited to 

read-only access.  
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Report Configuration Screen 

After the login information is verified the user is presented with the Report Configuration 

screen. Note that there is a navigation panel on the left side of the utility user-interface that 

indicates the step in the utility workflow. 

 

Select An Application Or Questionnaire 

 

Select the application or questionnaire from which you will be extracting content. Note that 

the utility provides a type-ahead search function to dynamically filter the list of applications 

and questionnaires as the user enters search text. 
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Select A Report 

Select the report from which you will be extracting content. Note that the utility provides a 

type-ahead search function to dynamically filter the list of reports as the user enters search 

text. 

 

 
 

Once the Application / Questionnaire and Report are selected, click on the Next button on 

the lower right of the utility user-interface. 
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Export Option Configuration Screen 

 

Select the output you want the utility to generate. There are four output options: 

 

1. Export metadata as a file. 

2. Export mail merge as a file. 

3. Export record content as a file (using the native Archer export formats). 

4. Export attachments of the records. 

 

Note - you can select one or more of these options. 
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Export metadata as a file 

Choose whether to export the metadata as CSV or JSON, and whether the output file will 

contain a single file with all metadata records, individual metadata files, or both.  

 

 
 

 

Export mail merge as a file 

Enter the mail merge template ID value from Archer and the output format type (DOCX, 

PDF, or DOC). 

 

Note - the output format type in the utility MUST MATCH the output format type selected in 

Archer. Otherwise the extract WILL NOT WORK! 

 

The ID value can be found by hovering the mouse over the mail merge report template, 

which will cause Archer to display the ID value in the lower right hand corner of the Archer 

user-interface. (See the screenshot below which shows the ID value of 5). 

 

The output format type can be found by opening the mail merge template and viewing the 
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output format selected. (See the screenshot below that shows the output format type 

selected). 
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Obtaining the mail merge ID value in Archer (reference the blue arrow): 
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Obtaining the mail merge output type in Archer (reference the blue arrow): 

 

 
 

EXPORT RECORD CONTENT AS FILE (NATIVE ARCHER RECORD FORMAT) 

Select the Archer data output file format (Rich Text File, Adobe PDF, Microsoft Excel, CSV, 

HTML File, XML File). 

 

 

 



 
Records Retention Utility User’s Manual 

 

 Page 18  

Note that for Microsoft Excel, CSV, HTML File and XML File, there are secondary choices to 

make as follows: 

 

● Microsoft Excel (including or excluding all HTML formatted tags) 

● CSV (including or excluding all HTML formatting tags) 

● HTML (including or excluding all images in the export file) 

● XML (including or excluding all HTML formatting tags). 

 

EXPORT ATTACHMENTS OF THE RECORDS 

Select whether to include attachments on Sub-Forms when exporting attachments. 

 

 
 

 

Once you have made all your selections, click the “Next” button on the lower right of the 

utility user-interface. 

 

 

Output File Configuration Screen 

Click on the “Pick Output Folder” button to choose the location into which the files will be 
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written. The location selected will appear in the window below the “Pick Output Folder” 

button. 

 

If you selected to generate metadata, you can choose to include all fields or a subset of 

fields from the report layout. To exclude a field remove the check from the checkbox next to 

the field name. 

 

Once the output folder is selected and metadata fields are excluded (if desired) click on the 

“Next” button on the lower right of the utility user-interface.  
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Export Confirmation Screen 

The export confirmation screen provides a view of the export options selected and a preview 

of the metadata before it is written to the location that was selected on the Output File 

Config screen (if the option to generate metadata was selected). If the metadata selected is 

not correct, click on the “Back” button on the lower right to navigate back to the Output File 

Config screen and make changes to the metadata fields to be included. 

 

Once the data looks correct decide whether you want to start exporting the data 

immediately or whether you want to schedule the data export at some future date and time.  
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Schedule The Export Button 

If you select the “Schedule The Export” button you will be presented with a screen that 

allows you to identify the scheduled job with a title and description, and to choose whether 

to schedule the job at a specific date and time (a one-time execution), or whether to 

schedule for a recurring execution. 

 

Notes: 

1. You can schedule one to many jobs. 

2. The utility must be running in the background for the job scheduler to execute 

scheduled jobs. 

 

 

 

ENTER THE JOB TILE AND JOB DESCRIPTION 

It is recommended that you enter a Job Title and Job Description for each scheduled job. 

This will make it easier to identify each of the jobs when reviewing execution history and if 

there is a need to edit a scheduled job. 
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SCHEDULING A JOB FOR A SPECIFIC DATE AND TIME 

Select the Specific Data and Time radio button and then click on the calendar icon to select 

the date and time to execute the job. 
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Then click on the Schedule button on the lower right of the application window to schedule 

the job (see the blue arrow on the next screenshot). 
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Once the Schedule button is clicked the job will be added to the scheduled job queue.  
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SCHEDULING A RECURRING JOB (RECURRING CRON PATTERN) 

Select the Recurring Cron Pattern radio button and then select the recurring pattern desired 

(see the blue arrow on the next screenshot). 

 

 
 

 

The recurring patterns are: Hour, Day, Week, Month, and Year, and the recurring patterns 

use the industry standard Cron syntax (see the blue arrow on the following screenshot). 
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Once the Schedule button is clicked the job will be added to the scheduled job queue.  

 

Note – the Cron pattern is translated into a human readable form when viewing the 

recurring job in the list of scheduled jobs (see the blue arrow in the following screenshot). 
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EDITING A SCHEDULED JOB 

You can edit a scheduled job by clicking on the view icon (see the blue arrow on the next 

screenshot).  

 

 
 

 

A view window will appear. 
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From the view window you can edit and save changes to the job or cancel and return to the 

previous window. 

 

 
 

 You can also delete the job (see the blue arrow on the next screenshot). 
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Note – you will be presented with a confirmation message when deleting a job. 

 

 
 

 

 

 

 

Note – the steps to view, edit, and delete a job are the same for a job scheduled for a 

specific date and time and for a recurring job. 

 

 

  



 
Records Retention Utility User’s Manual 

 

 Page 30  

When a scheduled job is executing the utility will open another window within which the job 

will execute (see the next screenshot for an example).  

 

 
 

 

Note – while scheduled jobs are executing you can still use the primary utility window to 

configure other scheduled jobs or configure the immediate download of content. 

 

Once the scheduled job has completed execution you can view the run history by viewing 

the job. 
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Managing Scheduled Jobs 

To view the list of scheduled jobs click on “Manage Scheduled Jobs” in the navigation panel 

(see the blue arrow on the next screenshot). 

 

 
 

Notes: 

1. Be careful to schedule jobs far enough apart so that the same User Name is not 

being used in concurrent job executions, otherwise the jobs will fail because the 

same User Name cannot be used in more than one active execution. 

2. Use different User Names if jobs need to execute concurrently or if their execution 

might overlap.  

3. Select different output folders if exporting attachments with the same file names, 

otherwise the attachments from the first job execution will be overridden by a 

subsequent job execution. 
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Start Exporting Now Button 

If you select the “Start Exporting Now” button you will be presented with the Perform Action 

Screen. 

 

Perform Action Screen 

 

The Perform Action screen displays a progress indicator as the number of records is 

exported. It also displays the list of files being written.  

 

Screenshot of export in progress: 
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Screenshot of completed export: 

 

 
 

 

Output Folder 

Once the “Start Exporting Now” has completed the “Done and Open Folder” button is 

displayed. Click on the button and the folder containing the exported records is presented 

(see screenshot on next page). 
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Once the output folder is displayed the utility returns to the Login Configuration screen. You 

can choose other data to download, exit the utility, or place the utility in the background for 

it to process scheduled jobs.  

 

Note – if you choose to exit the utility you will receive a warning message that scheduled 

exports will no longer run (see the following screenshot). 
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TROUBLE SHOOTING 

 

Login Screen: 

• Make sure the Archer Host URL ends with the Archer instance and that it does not 

include text beyond the instance name. For example, do not include Default.aspx 

after the instance name. 

• The Archer instance name is case sensitive. 

• Make sure to include a User Domain name if you use the LDAP interface to Active 

Directory and you have not specified a default domain in Archer.  

 

Select A Report: 

• Do not select a statistical report (chart types) as they are not supported. 

 

Scheduled Jobs: 

• Be sure to use different User Names if scheduled jobs might overlap in execution. 

• Select different output folders if exporting attachments with the same file names, 

otherwise the attachments from the first job execution will be overridden by a 

subsequent job execution. 

• Be sure to have the utility running in the background, otherwise scheduled jobs will 

not execute. 

 

Export Does Not Complete – Progress Bar Stuck At Zero Percent: 

• Once you have completed an export you cannot use the back button to change the 

report type you want to export. You must stop and restart the utility after each full 

execution of the utility (that is, each time the utility has completed an export). 
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Error Logging: 

• If you experience an error please collect the log file that is generated by the utility.  

 

The log file can be located by clicking on the “Locate Log” button on the lower left of 

the application window. Please see the following screenshot (reference the blue 

arrow). 

 

 
 

 

Once you click on the “Locate Log” button, the following window is displayed. 
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Contact your Archer Experts representative to determine the e-mail address to send 

the log file to and to report the problem (reference the blue arrow for the log file). 


