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Abstract

This paper highlighted the importance of preserving the electronic records metadata in online
business activities. Due to the COVID-19, all types of businesses are affected and need to
change their process of selling the product and services to customers. As the COVID-19
restricted face-to-face transaction or physical attendance activities, the sellers and owners of
business choose to conduct their business using online platform. By conducting the business
online, the process of providing the evidence of transaction is required. This is where the use
of electronic records as evidence of the transaction is applied. In providing the evidence, the
preservation of entire metadata of electronic records is also required and becomes the
importance aspect in online business. As to identify the importance, the analysis on the
literatures is conducted. By using the scoping review technique, the details of the current
business process activities and identification of five (5) type of metadata function are
presented. The metadata function includes identifying metadata as evidence, asset, tool,
application and repository. Last but not least, this paper concludes that the entire metadata
function presented has becomes the key aspect in escalating the importance of preserving
the electronic records metadata in online business transaction activities.
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Introduction

Nowadays, there are many people involved in business activities. These include the business
on the aspect of education, banking, food, health and beauty. Most of these activities are
conducted by selling either the product or services to other people. In terms of selling
activities, the selection of platform used in selling the product and services need to be
properly identified. Generally, there are two (2) different types of selling platform that are
commonly used in business. The sellers can choose either to sell the product and services
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using the physical attendance or online selling platform. By choosing the appropriate
platform, it can contribute to the successive business outcome and profit.

Recently, sellers have transformed their nature of selling the product and services using the
online platform. This transformation not limited to individual seller but it is also applied by
other types of organization. Part of the reason is due to the COVID-19 pandemic that suddenly
attacked the entire world. The COVID-19 pandemic is very critical issues where everyone is
ordered to stay at their home as to control the spreading of COVID-19 virus. As everyone
stayed at home, the entire business activities that involved physical attendance are ordered
to immediate close. This is where many sellers or owner of the business transformed their
nature of selling the product and services using the online platform.

As the business is conducted online, there are several aspect need to be managed properly.
Part of the aspect is the management of electronic records. In online business, the entire
business transaction activities are conducted electronically. This is where the electronic
records are used in providing an evidence of the business transaction. These include the
electronic records such as purchase order (PO), delivery order (DO), invoice, receipt and
payment voucher. These are the types of electronic records that most frequently used in
conducting the online business. By properly managed those types of electronic records, the
entire details of business transaction can be used as evidence on any legal obligation.

The details of electronic records are presented by the metadata. Each of electronic records
contained different types of metadata. There are various types of metadata used in handling
the online business transaction activities. Part of the types is administrative, technical,
descriptive, use, and preservation metadata. The entire types of metadata are importance to
be used in completing the entire business transaction. However, the aspect of preserving the
electronic records metadata has becomes a key aspect in formulating the online business
transaction evidence. The evidence should contain the overall metadata of electronic records
that involved in online business transaction activities. Therefore, preserving the metadata of
electronic records is importance and requires special attention.

In order to attain the aspect of preservation metadata, several standard and policy are
referred. By referring to these standard and policies, the entire aspect of preservation
metadata is analyzed. The analysis is conducted systematically as it has to focus on the
importance of preservation metadata. Based on the result of analysis, several importances on
preserving the metadata are identified. However, the details of preservation metadata aspect
and its importance require proper explanation. This is where the next section is formulated
to explain the details of the importance.

Literature Review
As to explain further on the importance, these are required the details of each domain and
concept to be properly discussed.

Concept of Business

In general, the term Business can be defined as selling a product or services to other people.
A business is also can be define as cause; people advocate for the brand, the product or
service and a special way of doing business that represents that cause (Rogov, 2020). As stated
by Domingo (2018), business is about earning money, giving special attention on marketing
could give an organization a favorable profit. Meanwhile, Mitrovi¢ et al (2017) stated that
modern business is accompanied by many risks and uncertainties, rapid changes in
technology and the market, as well as other changes that create a new business ambient in
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the environment of each business system. This is shows that instead of selling the product,
services and gain the profit, business is also facing the risk on the changes of technology that
lead to the new environment of business system.

Online Business

In facing the risk of new environment of business system, the business activities are
conducted using online business environment. According to Gutovets & Pustoshilo (2020),
online business is one of the most attractive activities that bring good income. The study
conducted by Qamruzzaman (2021) shows that the majority of the entrepreneurs believe that
online business is more profitable than a face-to-face business which is certainly true in other
digital advanced countries. As stated by Amin (2020), in the time of COVID-19 crisis, online
business is not just an option for their customers or business holders but it is the only
alternative to do business in this situation. Through these justifications, the online business is
proven more profitable as it is also become the main choice of conducting the business during
COVID-19 pandemic.

COVID-19 Pandemic

The impact of COVID-19 has extremely changed many aspect of life including the process in
conducting the business activities. Based on Tayade (2021), the COVID-19 has dramatically
changed the current business climate and culture where everything becomes volatile and very
tuff to survive as earlier. According to Ferdousi (2020), in COVID pandemic world the volatile
economy may relies heavily on the online business and services. This is supported by the
statement from Tomar & Chaudhary (2020) where the market share of online business is
increasing day by day and the current covid-19 epidemic has given boost to online business.
This is shows that the COVID-19 pandemic has triggered the entire businesses to be
conducted online. As the most of businesses are conducted online, there is a requirement for
providing the evidence on each transaction conducted.

Electronic Records

In providing the evidence, the electronic records become the main aspect used in ensuring
the reliability of the transaction activities. Guto & Jumba (2021) stated that electronic records
as legally verifiable evidence of entitlements, contractual obligations, policies or transactions
for the periods required. According to Taiwo (2019) which cited from IRMT (2004), electronic
records are the recorded information, documents or data that provide evidence of policies,
transactions and activities carried out in an electronic environment. Meanwhile, Beckles
(2017) stated that the electronic records are fluid in structure, but they still qualify as records
if the associated metadata, or context and content remain unchanged, and the integrity of
the systems used to create, distribute, and store them is reliable. Based on the explanations,
the electronic records used in online business transaction activities provide reliable evidence
as the metadata of electronic records remain unchanged.

Electronic Records Metadata

As to ensure the metadata is maintained properly, it is important to understand the term of
metadata and its relation to electronic records. According to County (2016), metadata is data
that provides information about other data. In details, Mazzarese et al (2019) stated that the
metadata is a set of data that describes and gives information about other data, including raw
data, sample data, or analyst data. In term of its relation, Chiwanza & Mutongi (2017) stated
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that it is importance to identify the metadata that needs to be captured and maintained with
electronic records of enduring value if they are to remain identifiable and accessible over
time. Sequentially, Florida (2021) stated that metadata in the context of records management
is data describing context, content, and structure of records and their management through
time, and performs other administrative tasks easily and in compliance with all legal
requirements. This is where metadata is preserved in the data layer, supporting the error and
log strategies to handle errors and pattern events (Oliveira & Belo, 2017). Based on the
discussion, the preservation of metadata becomes an importance aspect in providing the
evidence of business transaction activities.

Preservation of Metadata

In terms of preservation of metadata, there are many perspectives in understanding the
terms are highlighted by scholars. From the perspectives of Web Content Archiving and
Storage, Mulauzi (2019) stated that the key recordkeeping requirements include collecting
website metadata, preserving content in original file formats, and retaining materials for
records requests and retention. In term of policy, Lemieux (2020) stated that disseminate and
implement an information governance policy to mandate the creation, management and
preservation of electronic records and associated metadata across the government or the
organisation. Meanwhile, according to Lavoie (2019), the Open Archival Information System
(OAIS) information model is built around the concept of an information package, which
consists of the object that is the focus of preservation, along with metadata necessary to
support its long-term preservation, access, and understandability. As stated by Giaretta
(2020), active data management plans determined the metadata is needed for preservation
in any given situation and the important to capture the metadata as soon as the data are
created rather than waiting to collect them at the end or attempting to collect them later.
Through these justifications, several justifications on the importance of preserving the
metadata are presented. However, the justifications are doubtful and require other details or
clarification to be conducted.

Metadata as Evidence

The metadata can act as evidence as long as the entire metadata used in handling the online
business transaction activities are properly preserved. According to Krishnan & Shashidhar
(2021), in term of digital forensic, internet browsers that render websites and WebPages are
of interest to forensic investigators as browser metadata can be used extensively as forensic
evidence in all kinds of cases. As stated by Ansari (2018), metadata defines the evidence for a
particular rule implementation and each set of methods are associated some kinds of rules.
Meanwhile, as per Tilton et al (2020), metadata brings context to the analysis, but the form
of the metadata will define which kinds of analysis can use metadata as context and,
therefore, evidence. Based on the discussion, metadata is proven can be used as evidence in
various types of activities.

Metadata as Asset

Instead of becoming the evidence, the metadata is also used as an asset of business activities.
As stated by Hardjono et al (2020), the asset profile metadata is used when a regulated entity
seeks to issue digital or virtual assets in a jurisdiction that recognizes the asset type. This
followed by Horsch (2021) that presented the sample cases of data producer and data
consumer communication which proven as an examples on the importance of metadata as
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semantic asset, and therefore as a mode of fixed and negotiated communication. However,
Radini et al (2018) stated that the complexity of the metadata asset referring to structural
metadata asset or intensional data representation and in terms of hugeness and lack of a
direct control due to several sources are administrative come with their own semantics.
Meanwhile, Nicolescu (2019) explained the value that metadata, or little data, brings to big
data is in the structure and it meaning provides by serving as asset discovery by identifying
data and allowing them to be found by relevant criteria. Through these justifications, the
metadata is highly valuable and proven as important asset to be properly preserved.

Metadata as Tool

Identifying the metadata as tool, Mahony & Wenning (2020), stated that metadata is one tool
used in addressing the issues of data which also allows data owners to maintain control of
their data. Subsequently, according to Azhar (2021), a file-based format is recommended for
this metadata tracking function where the archive metadata field is an essential tool for
producers or vendors data entry and retrieval function. As stated by Patzdk et al (2018), some
metadata have to be defined by user or simulation tool and some can be automatically
collected by the platform. Currently, Crusoe et al (2021) presenting the Common Workflow
Language (CWL) description, the metadata about the tool description of authors encourages
attribution of their efforts. As being discussed, the use of metadata as a tool in completing
many types of business activities is justified. However, instead of tool, the online business
transaction activities also require an application as the platform for conducting the online
transaction activities. Therefore, the details on the usage of metadata as application need to
be discussed adequately.

Metadata as Application

As metadata identified as application, Fleischer & Combelles (2019) are presented the
realization of metadata concepts through ontologies in a business application. According to
Satija et al (2020), the ideation of application-specific metadata application profiles (APs) is
based on the principles of functionality, modularity and agile data management. On top of
that, by Ravi (2017) stated that the metadata application should be a major component of the
digital information processing. Subsequently, Chunqiu (2018) defined the metadata schema
as a semi-formal description scheme that defines syntactic, structural, and semantic features
of metadata used for an application. Based on the discussions, the overall aspect of metadata
as application is properly presented. However, the process in storing the entire metadata in
a dedicated storage produced by applications still unclear. This is where the aspect of storing
a metadata in a dedicated storage or repository requires detail explanations.

Metadata as Repository

As required, there is several aspect of metadata as repository presented by scholars.
According to Demidova et al (2018), the metadata repository is responsible for collecting data,
storing data, and presenting data for analysis. As per Tekwani et al (2017), the metadata
repository contains the data about the data description of the source data, the target data,
and how the source data has been converted to the target data. Sequentially, Man et al (2019)
stated that metadata repository is a central storage area for multiple types of semi-structured
data integration architecture which provides information about data sources for users. As for
the institutional metadata repository, Smale et al (2020) stated that it can enable the creation
of prepublication records, application of an appropriate license, reservation of a DOI (Digital
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Object Identifier) and a data citation. Through the discussion, the entire aspects of metadata
as repository are appropriately explained.

Overall, there are five (5) importance of metadata are identified namely evidence, asset, tool,
application and repository. The identification has justified that the function of metadata and
its relation to any related activities are properly applied and executed. Based on this
execution, it is proven that the importance of preserving the metadata of electronic records
is adequately justified. However, in completing the overall process of explaining the
importance and preservation aspect of electronic records metadata, the section of Result is
formulated. Through the section, the details of each importance of metadata are completely
presented and explained.

Methodology

In analyzing and exploring on the specific field of study, there are many technique are applied.
Parts of the technique that are commonly applied by scholars are systematic, meta-analysis
and scoping review technique (Fahim et al., 2018; Neubauer et al., 2019: Chen & Konkle,
2020). According to Van Dalen (2021), a suboptimal literature search can compromise the
validity of the conclusions of the systematic review as it can introduce reporting bias. In terms
of meta-analysis, Sutrisno & Dularif (2020) defined the meta-analysis as a statistical method
to integrate results from different studies and identify the relationships appearing in the
previous studies on the same topic. As for the scoping review, Xinyan et al (2020) stated that
a scoping review is an effective method of evidence identification and synthesis, which can
provide a basis for the further development of a certain field. Through these explanations,
the scoping review technique are selected and applied instead of the systematic and meta-
analysis. As becoming the effective method suggested by scholars, the scoping review
technique also provides other valuable impact and advantages to the researchers.

In details, a scoping review is a rapid gathering of literature in a given subject area where the
aims are to accumulate as much evidence as possible and map the results (Pottie et al., 2018).
According to Guden & Bellen (2020), the scoping review is an effective means of highlighting
the relevant literature to the researcher, with the aim of rapid mapping of key concepts
underpinning a research area and a robust method of identifying primary and secondary
sources of literature. Significantly, as stated by Roomaney et al (2020), the scoping review is
the most appropriate method to conduct this comprehensive exploration of the current
evidence which may be sparse due to the rarity of the condition. Based on the discussions,
the selection of scoping review technique in this paper is firmly justified.

Result

In presenting the overall finding gathered from literatures, this section is designed. The
findings include presenting the justification on the importance of preserving the metadata
and the relation of each subject domain presented in this paper. In ensuring the entire
findings are adequately presented, the figure on the overall of findings is illustrated.
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Figure 1: The importance of Preserving the Electronic Records Metadata

Based on the figure 1, the importance of preserving the electronic records metadata that
triggered on the latest trend of business conducted is completely presented. The figure begins
with presenting the flow of the “Business Process”. By presenting the “Business Activity” as
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the core ideas of the business process flow, this is suddenly changed due to the “COVID-19”
pandemic attack. As the pandemic attack, the business activities are changed to be conducted
using the “Online Business Transaction” approached. This is then involved “The Use of
Electronic Records” as a proof of online business transaction conducted. In ensuring the
electronic records can act as a proof of the transaction, the “Electronic Records Metadata”
must be preserved. This is where the aspect of “Preservation Metadata” is highlighted as the
last activities of the business process flow. However, the importance of preserving the
metadata in online business transaction activities is still unclear. Therefore, the details on the
importance of preserving the metadata are also presented in the above figure as “Metadata
Function”

In presenting the function of metadata, there are five (5) functions are indentified. There are
“Metadata as Evidence”, “Metadata as Asset”, “Metadata as Tool”, “Metadata as Application”
and “Metadata as Repository”. In each of the function, there are aspects that need to be
focused. This includes applying the aspect of metadata execution and operation in different
types of online business activities. As applied, the function of metadata still remains valuable
to be used as a proof of the entire business transaction activities. Through these justifications,
this is proven that the process in preserving the metadata of electronic records in online
business transaction activities is importance and contributes greatest significance.

Conclusion

In business, the process in ensuring the business can gain a profit and valuable for the society
are based on the nature of business applied. The selections of platform in conducting the
business also reflect the profit and valuable output produced. In focusing on the single
platform of businesses, the entire aspect of business objectives could be difficult to be
achieved. This is due to the latest style of living where the face-to-face business transactions
are restricted. As restricted based on the COVID-19 pandemic attacked, the sellers and
business owners do not have a choice in conducting their business. This is where the online
business should be the priorities.

In conducting the online business, there are many aspects require a special attention. This
means that the entire online business conducted should focus on producing the proof of
transaction online. As to provide the proof online, this is where the use of electronic records
is required. The electronic records become the main focus where each of the bank transfer
records, order records, delivery records or any type of records used are becoming the main
proof of the business transaction. This is also includes preserving the entire of metadata of
electronic records to provide an authentic evidence of the transaction. This is part of
metadata function that nurtures the understanding on the importance of preserving the
metadata in online business transaction activities.

Overall, there are five (5) metadata functions that importance for online business. These
include metadata as evidence, asset, tool, application and repository. By having proper
understanding on each function of metadata, the process in providing the authentic evidence
and reliable records would adequately achieved. Last but not least, achieving the authentic
evidence of business transaction activities would not be achieved without nurturing proper
understanding on the importance of preserving the electronic records metadata.

The COVID-19 attacked has triggered the sellers and business owners urged immediate action
in changing their current nature of selling the product and services to online business
platform. As an impact of this immediate action, the issues of providing the evidence of online
business transactions activities using the electronic records are occurred. Through the
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occurrences of the issues, this paper is designed to identify the possible solution that could
be used in solving the issues driven. In identifying the solution, there are five (5) types of
metadata of electronic records are identified as an importance aspect in providing the
evidence of online business transaction activities. This has led to the illustration of figure
which contained the details explanation on the relation of online business activities which has
reflected the requirement of preserving the electronic records metadata. By applying the
basic concept of business and part of essential theories in records and metadata, this figure
can be applied genuinely by any sellers and business owners specifically in conducting their
business online. This is also could becomes part of the business reference model for sellers
and business owners in providing the reliable evidence while handling their online business
transaction activities. Overall, the entire findings presented in the figure could generate an
added value to the body of knowledge regarding the relationship between the concept of
online business and the importance of preserving the electronic records metadata.
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