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1 Archival Overview

Introduces the archival process and functionality.

Most documents are archived based on specific rules and a set amount of time. Archived records can be
retrieved through two methods:

* Navigating to an Archive Data page and viewing an object: The individual archived data page displays the
details in a name-value pair format.

* Using the Archive Data page list view to perform bulk downloads: The bulk archive download lists multiple
records that can be selected for downloading. After the system compiles the requested data into XML files
(it can take several minutes), the user can retrieve the data to their browser in a compressed ZIP format
that contains the XML files.

The data archiving threshold is set to 3 years by default for new companies. Existing companies can ask for
an exemption or a different default archiving threshold. You can change the data archiving threshold on the
Company Details page by choosing the Data Archiving Threshold dropdown menu. Once the archiving process
starts, you can only change the threshold to a lower value, not a higher one. For example, if the Data Archiving
Threshold is set to 3 years, you can't change it to 4 years or Don't Archive.

Suppliers can view and download all the available data with no restrictions, including audit trails and approvals.
Company configurations that restrict data visibility to specific record information do not affect access to
archived information. A user with access to archived data (as described in User Profile Setup [page 6]) can
view all the fields available on a record. One exception is encrypted fields, that are only visible to users with user
profile flag View and Report on Sensitive Data.

When performing a universal search, the results do not include records that are archived. Archived records can
only be searched through the Archive Data page. Data that is archived is not included in reports.

1.1  Archiving Criteria

The documents archived are based on specific rules and timing described in this topic.

The documents are archived depending on the specific rules and timing listed in the table. Other administration
data is never archived (examples include business units, cost centers, and users).

Documents Archived Identification Criteria

Assignments and Resources Are not archived.

Consolidated invoice Once all the invoices associated to the consolidated invoice

are archived and the consolidated invoice is past 36 months
its end date, it is archived. All invoices associated to the
consolidated invoice are archived before the consolidated
invoice itself is archived.
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Documents

Archived Identification Criteria

Consolidated worker

Consolidated worker records are not archived. Other worker
records associated with the consolidated worker can be
archived, but the consolidated worker record itself will never
be archived. You can view associated worker records that
have been archived under the Assignments tab, however,
the archived worker record Details pages can only be
accessed from the Past and Archived Data page from the
Admin menu.

Decision Form

Decision form is archived 36 months after its end date.

If decision form has a child such as job posting, statement
of work, RFX, or profile worker, then the decision form is
only archived after all its children are archived and the
decision form is past 36 months its end date.

Job Posting and all associated data (worker, time sheet,
expense sheet, invoice, consolidated invoice, and any other
docs related to the job posting)

A Job posting without any workers is archived 36 months
after the job posting has closed. A job posting with workers
is archived 36 months after the most recent worker's end
date.

Profile worker

Archived 36 months after the latest worker end date
(irrespective of whether the worker is closed). Profile
worker records without an end date and in the open status
are not archived.

Project Projects are archived 36 months after end date if they do
not have an active job posting, RFX, or statement of work
associated to it.

RFX

RFXs are archived 36 months after the RFX end date. If the
RFX has at least one child (such as a statement of work)
which is not yet archived, then the RFX is not archived until
all its children are archived and the RFX is 36 months past
its end date.

Statement of work and all associated data (line items,
worker, time sheet, expense sheet, invoice, consolidated
invoice, and any other docs related to the statement of
work)
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Archived 36 months after the statement of work end date
(irrespective of whether the statement of work has been
closed).

Master statement of work and child statement of work: A
master statement of work is only archived after all its child
statement of works are archived and the master statement
of work is past its end date by 36 months.

SOW Bid and SOW: An SOW Bid is archived only after the
related SOW is archived and the bid is past its end date by
36 months.
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Documents Archived Identification Criteria

All workers and characteristics are eligible for archiving
when the listed criteria for the corresponding statement of
work is fulfilled.

® Note

The existing behavior of the Preservation functionality supersedes the archival functionality. Preservation
prohibits the record from being archived. When the company configuration of Enable Preservation Indicator
for Archival is enabled, job seekers, workers, resources, and statements of work can be marked with
preservation on, which means that when eligible for archiving, all data pertaining to the job seeker, worker,
resource, or statement of work is preserved until the litigation is complete. The Turn Preservation On

and Turn Preservation Off options display on the Actions menu of job seekers, workers, resources, and
statements of works when the rule is enabled.
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2 User Profile Setup

Describes the user profile flag required for access to the archive.

The Access Archived Data user profile flag must be enabled so users can access the archived data and also
download selected archived records to their local machine.

The Access Archived Data flag enables administrators permission to give non-administrator users access
to archived data. Although non-administrator users can access to archived data, only administrators have
permission to edit the user profile flag.

When the Access Archived Data user profile flag is enabled for MSP users that are part of a multi-MSP
company, they can only view the archived data for which they have authorization.

Users with the View and Report on Sensitive Data flag enabled can also see encrypted information as plain text.
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3 Preservation Indicator to Prevent
Archiving or Data Erasure Company
Configuration

Describes how the Preservation indicator to prevent archiving or data erasure company configuration affects
data that is ready to be archived.

When the configuration is enabled, the preservation indicator can be set on specific records to stop them
from being archived or the data being erased when the data erasure functionality is enabled. The Turn
Preservation On and Turn Preservation Off options display on the Actions menu for job seekers, statements

of work, resources, and all worker type records. If records must be preserved and not archived until a litigation
investigation is complete, select Turn Preservation On for the record and, even if it fits other criteria for
archiving, all data pertaining to the record is preserved until the litigation is complete.

Once the record no longer needs to be preserved, select the Turn Preservation Off flag from the Actions menu.
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4 Viewing Individual Archived Records

Describes how individual archived records can be viewed and downloaded.

Located on the Archive Data tab, archived records of contingent labor, services, workers, resources, and
payments can be selected and viewed. Personal identifiable information (PIl) can also be requested for erasure.

Data is archived in the language of the creator and the default language of the company. If the user accessing
the archived data is:

the creator, the language of the document is in the language of the user.
not the creator, the language of the document is in the company's default language.

not the creator but uses the same language as the creator, the language of the document is in the language
of the user.

To view archived records:

1

8

From the home page, select the Admin menu and, under the Past Data section, choose Past and Archive
Data.

Select the Archive Data tab.
Depending on the configuration of the user’'s company, some or all these modules may appear on the page:

* Job Posting
* Job Seeker
* Statement of Work
* Statement of Work Bid
¢ Statement of Work Line Items
* Resource
* Decision Form
* Project
*  Work Order
*  Worker (Activity item, milestone, and off boarding activity items are part of a worker details page in the
worker record.)
* Time Sheet
* Expense Sheet
* Invoice
* Credit Debit Memo
* Miscellaneous Invoice
* Consolidated Invoice
Choose the link to the type of record desired.
Enter the desired time period in the past, along with any other information you would like to highlight, and
select Filter.
A list of records displays.
Choose the individual record that you want to view.
The record is displayed in a name-value pair format.
If desired, the record can be downloaded to your browser in an XML format by selecting Download.
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5 Downloading Multiple Archived
Documents to Your Browser

Shows how the Download function enables you to transfer multiple selected archived records to your browser.

Located on the Archive Data tab, multiple archived records of contingent labor, services, workers, resources,
and payments can be selected and compiled. After compiling, the user can download the data to their browser
as XML files compressed into a ZIP format.

To obtain archived records:

1. Navigate to the Admin menu and choose Past & Archive Data under Past Data.

2. Select the Archive Data tab to view all the archived data grouped by modules.
The modules listed depends on the company and its configuration.

3. Choose the link to the type of record desired.

4. Enter the desired time period in the past, along with any other information you would like to highlight, and
select Filter.

5. Check the records for downloading (up to 100) and select Download.
6. Choose the format that you want the items.

The items are compiled and pushed to your browser as a ZIP file.
® Note

Generating the download can take several minutes. Select View Archive Downloads to view the status of the
download. For more information, see Archived Downloads [page 9].

5.1 Archived Downloads

Describes how to check the download status and access the requested archived data downloads.

To view all previous archival downloads, on the Record Details page, select View Archive Downloads to monitor
the status of a download, or access previous archived download documents. To update the page, choose
Refresh.

To download a previous archive download, select the archive entry and choose Download.

Archived Data Reports and Downloads

Choosing the View Downloads link on the Archive Data page takes you to the Archive Downloads list view page,
which shows a list of all completed reports and downloads for archived data. You can filter the date range

on this page to view download and report records based on when they were run. When archive data module
records are individually downloaded from the existing archive data module records lists, the download history
now appears in Archive Downloads for 90 days.
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6 Reporting on Archived Data

You can view reports and downloads for archived data on the Archive Data page.

You can view and run a list of predefined archive data reports by navigating to the Past and Archive Data admin
page and choosing the View Reports link, which navigates you to the Archived: All Reports page. The View
Downloads link navigates you to the Archive Downloads list view page, where you can view a list of completed
reports and downloads for archived data. The Access Archived Data user role permission is required to view the
Archive Data page.

Archived Data Reports and Downloads

Choosing the View Reports link directs you to the Archived: All Reports page, which shows a list view page

with several predefined reports you can use for archived data. You can also access any ad-hoc reports you've
created for the Worker module on this page. Archive reporting on profile workers can be included with workers,
allowing you to have all workers on the same report. Choosing one of the report names from the list navigates
you to the Details page for that report, where you can run the report and view previous runs.

Archive reporting can be performed for individual statement of work line items including Event, Fee, Fee
Response, Schedule, and Management Event.

Archived Data Downloads

Choosing the View Downloads link takes you to the Archive Downloads list view page, which shows a list of

all completed reports and downloads for archived data. You can filter the date range on this page to view
download and report records based on when they were run. When archive data module records are individually
downloaded from the existing archive data module records lists, the download history appears in Archive
Downloads for 90 days.
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7 Integration and Archived Documents

Describes how the archived data is processed for integration downloads.

Once the data is archived, it is deleted from the database, no longer transferred through the download
connectors (including Worker Security download connector), nor be cited for rehires.

Archived records are retrieved through the Archive Data page. The standard upload connectors 'User Upload'
and 'User with Signature Authority Upload' contain the column Access Archived Data. Those users that have
the Access Archived Data flagged as 'Yes' will have access to the archived data through the Archive Data page.

After May 2022, the Worker Security download connector will no longer transfer archived worker data.
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8 System Audit Trail

The archival records that are requested are captured by the System Audit Trail.

Audit Trail Done By Module Activity Source

Buyer The user that initiated  Archive Download Data
the archive download.

The format of the
Source column will

be FileName_Transac-
tionID.

For example: Job Post-
ing_z2009241434459
2764304165

Supplier The user that initiated  Archive Download Data
the archive download.

The format of the
Source column will

be FileName_Transac-
tionID.

For example: Job Post-
ing_z2009241434459
2764304165
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Important Disclaimers and Legal Information

Hyperlinks

Some links are classified by an icon and/or a mouseover text. These links provide additional information.
About the icons:

®  Links with the icon o : You are entering a Web site that is not hosted by SAP. By using such links, you agree (unless expressly stated otherwise in your
agreements with SAP) to this:
®  The content of the linked-to site is not SAP documentation. You may not infer any product claims against SAP based on this information.
®  SAPdoes not agree or disagree with the content on the linked-to site, nor does SAP warrant the availability and correctness. SAP shall not be liable for any
damages caused by the use of such content unless damages have been caused by SAP's gross negligence or willful misconduct.
L]

Links with the icon ’h": You are leaving the documentation for that particular SAP product or service and are entering an SAP-hosted Web site. By using
such links, you agree that (unless expressly stated otherwise in your agreements with SAP) you may not infer any product claims against SAP based on this
information.

Videos Hosted on External Platforms

Some videos may point to third-party video hosting platforms. SAP cannot guarantee the future availability of videos stored on these platforms. Furthermore, any
advertisements or other content hosted on these platforms (for example, suggested videos or by navigating to other videos hosted on the same site), are not within
the control or responsibility of SAP.

Beta and Other Experimental Features

Experimental features are not part of the officially delivered scope that SAP guarantees for future releases. This means that experimental features may be changed by
SAP at any time for any reason without notice. Experimental features are not for productive use. You may not demonstrate, test, examine, evaluate or otherwise use
the experimental features in a live operating environment or with data that has not been sufficiently backed up.

The purpose of experimental features is to get feedback early on, allowing customers and partners to influence the future product accordingly. By providing your
feedback (e.g. in the SAP Community), you accept that intellectual property rights of the contributions or derivative works shall remain the exclusive property of SAP.

Example Code

Any software coding and/or code snippets are examples. They are not for productive use. The example code is only intended to better explain and visualize the syntax
and phrasing rules. SAP does not warrant the correctness and completeness of the example code. SAP shall not be liable for errors or damages caused by the use of
example code unless damages have been caused by SAP's gross negligence or willful misconduct.

Bias-Free Language

SAP supports a culture of diversity and inclusion. Whenever possible, we use unbiased language in our documentation to refer to people of all cultures, ethnicities,
genders, and abilities.
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© 2025 SAP SE or an SAP affiliate company. All rights reserved.

No part of this publication may be reproduced or transmitted in any form
or for any purpose without the express permission of SAP SE or an SAP
affiliate company. The information contained herein may be changed
without prior notice.

Some software products marketed by SAP SE and its distributors
contain proprietary software components of other software vendors.
National product specifications may vary.

These materials are provided by SAP SE or an SAP affiliate company for
informational purposes only, without representation or warranty of any
kind, and SAP or its affiliated companies shall not be liable for errors or
omissions with respect to the materials. The only warranties for SAP or
SAP affiliate company products and services are those that are set forth
in the express warranty statements accompanying such products and
services, if any. Nothing herein should be construed as constituting an
additional warranty.

SAP and other SAP products and services mentioned herein as well as
their respective logos are trademarks or registered trademarks of SAP
SE (or an SAP affiliate company) in Germany and other countries. All
other product and service names mentioned are the trademarks of their
respective companies.

Please see https://www.sap.com/about/legal/trademark.html for
additional trademark information and notices.
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