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How to Save or Archive elSF Content at Study Close

Introduction
The Florence system allows you to store your study documents in a cloud storage solution post study close
out by using our long-term archiving (LTA) feature.

The archived content will still be accessible via the Archives page inside your eBinders Team and are
searchable in the global search. If you need them, they’ll be right at your fingertips!

Note: Throughout this document, the term “binder” refers to either a binder or a folder within Florence

eBinders. These terms may be used interchangeably as the same process applies when archiving at either the
binder or folder level.

Archiving Binders with LTA

Scheduling binders for archiving is a quick and easy process.

Note: The Site Admin is responsible for assigning the appropriate role to users who should have permissions to
schedule and view the LTA. All other users will loose access to the study binder once the archive is complete.

First, check the box beside the binder you want to archive. Then go to the Actions menu and click
Schedule Long-term Archive. Note: The Long Term Archive feature does not have any restricted access.

Next, type the binder’s name to confirm you want to archive it and select the Scheduled Archive Date. This
is the date that the study binder will be archived and it will be moved to the Archives section (along with all
its documents). If any documents will need to be uploaded after the close-out date, choose an Archive Date
that accounts for receiving those later documents.
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You can also select your desired retention period if you like. The default retention period is 25 years after the
date the binder was archived. You can change this by clicking the Specify Retention Period toggle and selecting
the number of years from the drop-down menu. Note that you cannot choose a period greater than 25 years.

Click Next when done.

Read the statements on the following page and check them off to confirm you’ve read them. Then click
Schedule Archive to finish.

And that’s it! Your binder is now scheduled for archiving.
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Now that you’re finished, you’ll receive a confirmation email regarding your scheduled archive. When
the binder is officially archived (on the Scheduled Archive Date you chose above), you’ll receive a second
confirmation email to let you know the archive is complete.

You can see all your scheduled and completed archives at any time by going to the Archives page and
viewing the content under Archived and Scheduled tabs:

All content inside the binders will be viewable for the duration of the contractually agreed-upon time period. If
any questions arise or if you need to locate a particular document from the archived study quickly, you can do
that by viewing the binder on the Archives page.

You can also download archived binders from the Archives page directly.

If additional documents need to be added, or if archived documents require edits, contact your study sponsor.

Downloading Binders (Archived and Non-Archived)

We recommend keeping your archived binders stored in eBinders and accessing your content digitally from
your Team. However, if you like, you can download binders from Florence directly.

Option 1: Downloading Archived Binders

If your site uses our long-term archiving process, you can download archived binders directly from the
Archives page.

Binders that have been archived can be downloaded from the Archives page at any time between the
Scheduled Archive date to the end date of the long-term archive/LTA.

To download, locate the binder under the Archived tab. Then click the icon in the Download column. The
archive will download as a zip file to your computer.
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The archive download will include all the contents the role has the ability to download, a list of all the
contents, and the audit trails events as a CSV and PDF for actions that occurred prior to the archive date. Any
actions taken after the archive date will not be included in the archive download.

Note: Any empty binders will not appear in the downloaded archive file, as there is no content available for

download.

Option 2: Downloading Non-Archived Binders

If your site prefers not to use the LTA feature, you can instead download binders at study closeout without
having to archive them first.

To do this, your role must be assigned the correct permissions in order to download a binder and all of its
contents.

To download a binder, check the box beside the Binder name, then go to Actions | Download.

Note: Don’t see the Download option? Your role likely doesn’t have the required permissions to download this
Binder. Reach out to your Site Admin for assistance.

In the popup, you can change the download settings if you like. Otherwise, click Start Download.
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Depending on your browser settings, your downloaded binder will be available as a zip file in your browser
downloads and also under My Downloads in Florence.

Additionally, you can download the Audit Trail for the binder separately from the binder itself.

To do this, check the binder, go to Actions, and click Audit Trail.

Under the Audit Trail, click Download as CSV or Download as PDF depending on your preference.



Your file will then be available under My Downloads. Depending on your browser and browser settings, the
audit trail will also download to your computer’s Downloads folder. It will be named after the binder (i.e.
Cardiology Department.csv).

Want to Learn More?

You can view our Help Desk article completing long-term archiving here.
A common FAQs article is located here.

More on non-LTA site close-out tips here.
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