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ePADD is a software application that supports archival processes around the appraisal, 
ingest, processing, discovery, and delivery of email archives. It is open source and licensed 
under an Apache Public License, v2.0. The latest information about the software can be 
found here. 

This guide documents the workflows and activities related to ePADD’s shared Discovery 
Module. For information related to ePADD’s other modules, please refer to the main ePADD 
user guide. 

ePADD development is managed by Stanford University's Department of Special Collections 
& University Archives, in collaboration with partners at Harvard University and the 
University of Manchester. 

Funding for ePADD development has been provided by grants from the Andrew W. Mellon 
Foundation, the Institute of Museum & Library Studies (IMLS) National Leadership Grant 
(NLG), the Libraries and the National Historical Publications and Records Commission 
(NHPRC), and Stanford Libraries.  
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1 ​ Overview  
​

This user guide will assist ePADD users in contributing their processed collection metadata 
to the shared ePADD Discovery Module. The module provides tools for repositories to 
remotely share a redacted view of email archives with users through a public web server 
discovery environment, accessible at epadd.org. 

​
ePADD is comprised of four modules – Appraisal, Processing, Discovery, and Delivery – 
which are designed to facilitate the process of working with email archives. This guide is 
specific to the shared ePADD Discovery Module. For more information on using ePADD’s 
three other modules, please refer to the main user guide. 

The ePADD Discovery Module is designed to run under a web-server, and allow remote 
users to search redacted header info and extracted entities while limiting full-text access to 
the materials. There are two ways to make ePADD collection metadata available online using 
the Discovery Module: (1) by mounting a Discovery Module on a local web server at your 
institution or (2) by contributing the collection metadata to the shared ePADD Discovery 
Module hosted by Stanford University Libraries. 

This guide covers the process for contributing email collection metadata to the shared 
ePADD Discovery Module hosted by Stanford University Libraries. For more information 
about mounting a Discovery Module on a local web server at your institution, please refer to 
the user guide. 

2 ​ Getting Started ​
 

This section will get you started working with the shared ePADD Discovery Module after you 
have completed processing an email collection, which typically includes appraisal of 
materials, annotation of messages, and identification and flagging sensitive information. For 
more information on processing email collections with ePADD, please refer to Sections 3 and 
4 in the ePADD user guide. 
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2.1 ​ Technical Overview 

​ This section covers technical matters related to the shared ePADD Discovery Module, 
including details about the Stanford University Libraries ePADD Discovery servers and an 
explanation of the data contained in the ePADD Discovery package. 

    2.1.1        The Stanford University Libraries ePADD Discovery Servers 

Stanford University Libraries maintains two servers to support the shared ePADD Discovery 
Module. One server is used for testing and development purposes and the other is the 
production server for the ePADD Discovery website. 

Both servers comply with Stanford University’s data security standards for servers. 

For questions about technical specifications of the ePADD Discovery servers, please contact 
epadd_project@stanford.edu 

    2.1.2        ePADD Discovery Metadata 

To contribute ePADD collection metadata to the shared ePADD Discovery Module, 
institutions will need to transfer a copy of the epadd-discovery folder exported from the 
Processing Module. For more information on the process of exporting a processed collection 
from the Processing Module, please refer to section 4.12 of the main ePADD user guide. 

Below is a detailed description of the metadata exported by ePADD from the Processing 
Module. This is the metadata that contributing institutions will transfer to Stanford 
University Libraries for display in the shared ePADD Discovery Module. 

 

 
​ ​  5 

 

https://uit.stanford.edu/guide/securitystandards#security-standards-servers
https://docs.google.com/document/d/1CVIpWK5FNs5KWVHgvtWTa7u0tZjUrFrBHq6_6ZJVfEA/edit#heading=h.tyjcwt


 

High level overview of the epadd-discovery folder 

*note: the following directories will be deprecated in the next version of the software: 

​ user\epadd-discovery\ePADD Archive of X-Discovery\data\indexes\attachments 

​ user\epadd-discovery\ePADD Archive of X-Discovery\data\lexicons 

 

user\epadd-discovery\ePADD Archive of X-Discovery\ 

 

 

This is the main directory for the data that ePADD exports to the Discovery Module. It is all 
contained within the “data” directory and includes bagit information. 

user\epadd-discovery\ePADD Archive of X-Discovery\data\ 

 

There are four directories within the main directory - “images,” “indexes,” “lexicons,” and 
“sessions.” 

user\epadd-discovery\ePADD Archive of X-Discovery\data\images\ 
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The images directory contains the banner image, landing page image, and profile image 
selected by the archivist to display on the collection information page in the Discovery 
Module. This directory does not contain any images from the email collection itself. 

user\epadd-discovery\ePADD Archive of X-Discovery\data\indexes\ 

 

This directory contains data used by Lucene to index and search entities in the Discovery 
Module 

 

user\epadd-discovery\ePADD Archive of X-Discovery\data\lexicons\ 

 

This directory contains .txt files containing lexicon terms (example below). 
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user\epadd-discovery\ePADD Archive of X-Discovery\data\sessions\ 

 

This directory contains data that ePADD manages including the address book, user created 
annotations, user created collection metadata, and user created/applied labels. 

Addressbook (example below) 
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Collection-metadata.json (example below) 

 

user\epadd-discovery\ePADD Archive of 
X-Discovery\data\sessions\CorrespondentAuthorities 
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This directory contains information about correspondent authorities including Name, FAST 
ID, VIAF ID, LOC Named ID, Local ID, and date extent in a .csv file (example below). 

 

 

user\epadd-discovery\ePADD Archive of X-Discovery\data\sessions\EntityBooks 
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This directory contains a sub-directory for each of the entities in ePADD. Within each of 
those sub-directories is a file containing all of the terms in that specific entity (example 
below). 

 

 

user\epadd-discovery\ePADD Archive of X-Discovery\data\sessions\LabelMapper 

 

This directory contains information related to user created and/or applied labels including a 
.json document containing all labels and a .csv containing the mappings between labels and 
individual messages to which they are applied. 

Label-info.json (example below) 
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3​ How to Contribute to the Shared Discovery Module 
 

This section will cover the workflow for contributing email collection metadata to the 
shared ePADD Discovery Module hosted by Stanford University Libraries. 

3.1 ​ Planning to Contribute Email Collection Metadata 

    3.1.1        Contacting the ePADD Team 

The first step in contributing your email collection metadata to the shared ePADD Discovery 
Module is to contact the ePADD team at epadd_project@stanford.edu. A member of the 
team will consult with you to make sure that you are ready to contribute your email 
collection metadata and explain the process for transferring your email collection metadata 
files to Stanford. Before transferring email collection metadata, contributing institutions 
should perform thorough review to restrict sensitive data contained in their collections. 

    3.1.2        Terms of Service 

All contributing institutions should thoroughly review Stanford University Libraries’ Terms 
of Service document for the shared ePADD Discovery Module. Contribution of email 
collection metadata will be considered consent to the Terms of Service. 
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3.2 ​ Using Github to Track Your Contribution 

We use Github issues to track all actions and communications regarding your contribution 
of email collection metadata to the shared ePADD Discovery Module. Such actions could 
include: requesting to transfer email collection metadata to Stanford, requesting to remove 
email collection metadata from the shared Discovery Module either permanently or 
temporarily, troubleshooting your transfer, or reporting a bug or requesting an 
enhancement to the ePADD software. If you do not already have a Github account, you will 
first need to create one. You can find information about creating a free Github account on the 
Github documentation site. 

To initiate the transfer of your email collection metadata, create a new issue on the ePADD 
Github repository. You can find a step-by-step guide to creating a new issue on Github on the 
Github documentation site. A member of the ePADD team will respond to the issue to 
provide information about how to transfer your email collection metadata. 

3.3 ​ Transferring Email Collection Metadata 

We use Google Drive to transfer email collection metadata files. The epadd-discovery folders 
are typically fairly small as they only contain text metadata. The ePADD team will provide 
access to a shared Google Drive folder where the contributing institution can upload their 
email collection metadata.  

It is best practice to maintain backup copies of your epadd-discovery folders locally at your 
institution. 

    3.3.1        Transferring Repository Information 

In addition to the epadd-discovery folder containing your email collection metadata, you 
will need to supply the information that will be displayed on your repository “about” page. 
This information includes details a short statement about your repository, preferred contact 
information, and a logo. 

For guidelines on creating repository information, see Appendix D. 

    3.3.2        Uploading and Testing Email Collection Metadata 

The ePADD team will download your email collection metadata files from Google Drive and 
upload them to the ePADD Discovery test server. The ePADD team will provide the 
contributing institution with a link to view their email collection metadata to allow them to 
make sure that it looks correct. 
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Once the contributing institution confirms that their collection looks correct, the ePADD 
team will transfer their collection metadata from the ePADD Discovery test server to the 
production server at which point it will be displayed on the shared ePADD Discovery Module 
website. 

3.4 ​ Removing Email Collection Metadata from the Shared ePADD Discovery Module 

If you need to remove your email collection metadata from the shared ePADD Discovery 
Module either permanently or temporarily, create a new issue in Github to make your 
request. Please advise whether you plan on re-submitting your email collection metadata in 
the future. The ePADD team will delete your email collection metadata from both the test 
and production servers and confirm this action on your Github issue. If you would like to 
re-submit your email collection metadata after your remediation, please create a new 
Github issue to initiate the transfer process. 

It is best practice to maintain backup copies of your epadd-discovery folders locally at your 
institution. Stanford University Libraries will not save copies of your epadd-discovery 
folders while you perform remediation of your collection metadata. 

 

Appendix A     

ePADD Shared Discovery Module Terms of Service 
 

      
​

  ​  
Terms of Service 

for  
Hosting of ePADD Discovery Metadata  

3/18/2021 
 
The ePADD Discovery site hosts automatically extracted collection-level metadata, 
including the number of email messages in the email archive (incoming/outgoing), 
inclusive collection dates, number of attachments, browsable correspondent names (with 
the domain of associated email addresses redacted), and browsable fine-grained entities 
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(including people, organizations, universities, diseases) extracted from message 
subjects and bodies by a custom named entity recognizer. 
 
The ePADD Discovery site also hosts user-supplied collection-level metadata added to 
the ePADD Processing Module, including the name of host institution, name of host 
repository, collection ID, biographical note, collection summary, scope and contents note, 
rights and conditions, links to catalog and/or finding aid records, a contact information for 
the Contributing Institution that is monitored, and three (3) user-supplied images 
intended to highlight the email creator.  
 
Stanford Libraries makes the ePADD Discovery site services available under the below 
terms and conditions. In depositing their metadata, the metadata owner (the Contributing 
Institution) accepts these terms.  
 

1.​ Service Availability  
1.1  Stanford Libraries will make the ePADD Discovery site available to the 

Contributing Institution 24 hours a day 7 days a week except for scheduled 
maintenance windows or unexpected outages.   

1.2 Stanford Libraries will notify the Contributing Institution via e-mail at least 24 
hours in advance of any planned maintenance.   

1.3  Stanford Libraries will monitor the system for unanticipated outages and will 
notify the Contributing Institution via email within 72 hours of the detection of 
a system outage.   

1.4  Stanford Libraries will address unexpected outages during its regular 
business hours and will update the Contributing Institution at least every 72 
hours.    

 
2.​ Stanford Libraries Roles and Responsibilities 

2.1 ​Stanford Libraries will share guidelines on how to create a processed email 
archive using the ePADD Processing Module and how to share collection- 
and message-level metadata with Stanford Libraries. 

2.2  Stanford Libraries will troubleshoot to support adding Discovery export files 
(i.e. collection- and message-level metadata associated with archival email 
at the Contributing Institution) to Stanford Libraries’ ePADD Discovery site 
(currently hosted at epadd.org). 

2.3  Stanford Libraries will remove collection- and message-level metadata from 
the ePADD Discovery server when requested by Contributing Institutions. 
Removal of collection- and message-level metadata will occur within 72 
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business hours of receipt of a request during regular business hours, 
Monday — Friday 8am-5pm Pacific Time. 

2.4  Stanford Libraries may remove collection- and message-level metadata at its 
discretion, for example if contacted by an individual included in collection 
with a takedown request. In such cases, Stanford Libraries will contact the 
Contributing Institution to notify them of the issue. 

2.5  When hosting a copy of collection- and message-level metadata for 
discovery purposes, Stanford Libraries claims no ownership over the 
contents or intellectual property of the data hosted. Note that the Stanford 
copy of the metadata is for access and convenience; it may be changed or 
deleted at any point.  

 
3. Contributing Institution Roles and Responsibilities  

3.1  The Contributing Institution is solely responsible for the accuracy and 
completeness of the data it contributes. The Contributing Institution will 
ensure that user-supplied collection-level metadata deposited to the ePADD 
Discovery site is correct and that all metadata is created and transmitted 
according to guidelines shared in advance by Stanford Libraries. 

3.2  The Contributing Institution will ensure that its data files for the ePADD 
Discovery site are exported from a currently supported version of ePADD 
software. 

3.3  The Contributing Institution will maintain a copy of record for all data locally 
for all collection- and message-level metadata deposited to the ePADD 
Discovery site.  Stanford Libraries is not responsible for data loss associated 
with the ePADD Discovery site. 

3.4  The Contributing Institution will remediate or update collection- and 
message-level metadata when necessary. 

3.5  The Contributing Institution will monitor the public contact email address 
associated with its shared email archives.  

 
4.​ Communication 

4.1  All application updates, including metadata specification updates, and 
outage and maintenance notifications, will be communicated in a timely 
manner to an email address identified by Contributing Institutions. 

4.2  The Contributing Institution will make all service requests, including requests 
to transfer collection- and message-level metadata to Stanford Libraries, 
remove collection- and message-level metadata from Stanford Libraries 
servers via the creation of Github issues on the ePADD Github repository. 
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5.​ Miscellaneous 
5.1  Stanford Libraries may modify these terms from time to time at its sole 

discretion. Stanford Libraries will notify the Contributing Institution at least 60 
days before any modifications become effective. 

5.2  Either party may terminate this arrangement in whole or in part with 30 days’ 
notice. On termination, Stanford Libraries will delete the Contributing 
Institution’s metadata within 30 days. 

5.3  Limitation of Liability - 
In no event shall Stanford University, Stanford Libraries or any other 
organization that has participated in hosting Contributing Institution’s 
metadata in the ePADD Discovery site be held liable for any loss, damage, 
lost profits, lost savings, or any other direct or indirect damages associated 
with the inaccuracy, incompleteness, or content of the metadata or to the 
use or inability to use either the metadata or the ePADD services, even if 
Contributing Institutions or their agents have been advised of the possibility 
of such damages. This limitation of liability shall apply to any claim or cause 
whatsoever whether such claim or cause is in contract, tort, or otherwise. 
The agents and employees of Contributing Institutions are not authorized to 
modify warranties or representations, or the disclaimers thereof, or to make 
additional warranties or representations binding on Stanford University. 
Accordingly, additional statements, whether written or oral, do not constitute 
warranties of Stanford University and should not be relied upon as a 
warranty of Stanford University. Without limiting the foregoing, neither party 
shall be liable to the other for special, incidental, consequential or punitive 
damages of any nature, for any reason, including, without limitation, the 
breach of the agreement or any termination of this agreement, whether such 
liability is asserted on the basis of contract, tort (including negligence or strict 
liability) or otherwise, even if the other party has been warned of the 
possibility of such damages.  

5.4. Contributing Institutions will be responsible for addressing any third party 
queries or claims relating to the third party’s discovery or use of the 
metadata hosted by Stanford University. Stanford University will promptly 
forward any such claims or queries it receives to the Contributing Institution. 
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Appendix B     

ePADD Discovery Module Roles and Responsibilities 
 

This matrix defines the responsibilities of parties involved in maintaining and contributing 
to the ePADD shared Discovery Module, including Stanford University Libraries (SUL) 
staff and representatives from contributing institutions. Within SUL there are two 
sub-groups with different responsibilities, the ePADD Team and the Digital Library 
Systems and Services (DLSS) group. 
 
 
 

Task SUL - ePADD 
Team 

SUL - DLSS Contributing 
Institution 

Maintain ePADD Discovery servers, including 
performing necessary security patches 

 x  

Monitor ePADD Github issues and project email 
account for communications 

x  x 

Facilitate transfer of email collection metadata to 
SUL 

x   

Manage email collection metadata on ePADD 
Discovery servers including uploading and 
deleting metadata 

x   

Test ePADD Discovery Module functionality x   

Communicate information about server outages 
to contributing institutions 

x x  

Backup and recovery of ePADD Discovery 
servers 

 x  

Monitor ePADD application x   

Upgrade ePADD Discovery standalone 
application when new versions are released 

x   

Provide ePADD collection metadata to SUL   x 
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Update ePADD collection metadata when 
necessary 

  x 

Evaluate takedown requests    x 

 

 

 

Appendix C    

 ePADD Collection Metadata Guide 
 

This table provides suggested guidelines for ePADD collection metadata. This metadata is 
input by the processing archivist in the Processing Module. 

 

Field Definition/Specifications Example 

Landing Page image The image that appears on the ePADD 
discovery site for the collection 
 
The image should have a 4:3 aspect 
ratio 

 

Institution High level organization/institution Stanford University 

Repository Sub-repository or library Special Collections 

Collection Title Personal or organizational name 
followed by the phrase “email archive” 

Robert Creeley email archive 

Short Title Personal or organizational name Robert Creeley 

Collection ID ID for the collection as assigned by the 
institution 

M0062 

Finding Aid Link URI to the online finding aid http://www.oac.cdlib.org/findaid/ark:/130
30/kt2k4035s1/ 

Catalog Record Link URI to the online catalog record https://searchworks.stanford.edu/view/4
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085328 

Contact Email Address Address where you would like 
questions/comments from users to be 
sent to 

specialcollections@stanford.edu 

Short Description Text that appears on the collection card 
to describe the collection 
 
In the style of a Wikipedia 
disambiguation description of a person 
 
Max characters - approx. 75  

Stanford professor emeritus, computer 
scientist, and mathematician  
 
American poet and author 

About General description of the creator of the 
collection, similar to a Biographical or 
Historical Note 

Recognized as a seminal figure of 
American letters in the second half of 
the 20th century, Robert White Creeley 
was born in Arlington, Massachusetts, 
on May 21, 1926, attended the 
Holderness School and then Harvard 
College. He received degrees from The 
Black Mountain College (B.A., 1956) 
and the University of New Mexico (M.A., 
1960). 

Rights and Conditions Information about the copyright status of 
the collection and conditions of use 

Property rights reside with the 
repository. Literary rights reside with the 
creators of the documents or their heirs. 
To obtain permission to publish or 
reproduce, please contact the Public 
Services Librarian of the Dept. of 
Special Collections. 

Notes General note that can be used for any 
purpose designated by the institution 

Email messages in the ePADD 
Discovery Module have been redacted 
to ensure the privacy of donors and 
other correspondents. Please contact 
the host repository if you would like to 
request access to full messages, 
including any attachments. 

Scope and Content Information about the nature of the 
materials and activities reflected in the 
collection 

This email collection spans messages 
from January 1999 through January 
2019. The messages reflect Knuth's 
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work in the study and teaching of 
computer programming, computer 
systems, mathematics, and organ 
performance. 

 
 

Appendix D    

Repository Metadata Guide 
 

 

Field Definition/Specifications Example 

Repository Logo Institution or Repository Logo image file 

 

Repository Name 
(optional) 

Name of sub-repository within the 
institution 

Department of Special Collections 

Institution Name Name of parent institution Stanford University 

Library Name & 
Location 

Physical location of repository reading 
room.  

Green Library, Stanford, CA, 94305-6004 

Contact Phone 
(optional) 

Preferred contact phone number for 
reference inquiries 

(650) 725-1161 

Contact Fax (optional) Preferred contact fax number for 
reference inquiries 

(650) 723-8690 

Contact Email 
(optional) 

Preferred contact email for reference 
inquiries 

specialcollections@stanford.edu 

Repository/Institution 
Website 

URL for repository or institution website https://library.stanford.edu/spc/manuscri
pts-division 

Repository/Institution 
About Information 

Text describing repository or institution. 
Maximum of 500 characters. 

The Collection Services division in the 
Department of Special Collections at 
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Stanford University arranges, describes, 
preserves, and makes available documents 
and born-digital materials acquired by 
subject specialists across disciplines in the 
Stanford Libraries. These are records of 
enduring historic value primarily acquired 
to support the research needs of the 
undergraduates, graduate students, faculty 
and other scholars at Stanford University 
and beyond. 

 

 
​ ​  22 

 


	ePADD Shared Discovery Module Website Collection Contributor Guide 
	1 ​Overview  
	2 ​Getting Started ​ 
	2.1 ​Technical Overview 
	    2.1.1        The Stanford University Libraries ePADD Discovery Servers 
	    2.1.2        ePADD Discovery Metadata 


	3​How to Contribute to the Shared Discovery Module 
	3.1 ​Planning to Contribute Email Collection Metadata 
	    3.1.1        Contacting the ePADD Team 
	    3.1.2        Terms of Service 

	3.2 ​Using Github to Track Your Contribution 
	3.3 ​Transferring Email Collection Metadata 
	    3.3.1        Transferring Repository Information 
	    3.3.2        Uploading and Testing Email Collection Metadata 

	3.4 ​Removing Email Collection Metadata from the Shared ePADD Discovery Module 
	Appendix A     
	ePADD Shared Discovery Module Terms of Service 
	Appendix B     
	ePADD Discovery Module Roles and Responsibilities 
	 
	 
	Appendix C    
	 ePADD Collection Metadata Guide 
	Appendix D    
	Repository Metadata Guide 
	 


