Chapter 16

Customizing the Archivists' Toolkit

Overview

The Archivists' Toolkit provides anumber of customization features that allow you to
maximize productivity by tailoring the application to your needs. Y ou can:

 establisn default values for fields

« configure the interface by customizing field labels, identifying which fields
should appear in list screens, modifying searching settings, and editing rollover
tips that appear for each field

o create and edit lookup lists that provide multiple controlled values for afield
e customize default titles for notes

These options can increase data entry efficiency and allow for an interface that is more
closely aligned with your repository context.

Note: Customizing the Toolkit is an advanced operation, requiring some
investigation into the underlying table structure of the Toolkit's database.
Before beginning the customization process, it is advisable to review the
terminology provided in the following section and to study the Reference
List of Screens, Tables, and Fields found in the appendices.

Terminology

The following terms represent concepts related to the AT database or interface.
Familiarity with these terms is essential to navigating and using the customization
features.

Field: A basic unit, or element, of data entry in the Toolkit.

Field name: Theidentifier for afield in the Toolkit's database. The field name does not
appear in data entry or other interface screens and cannot be modified.

Field label: The term displayed in the interface to identify a specific field. Field labels
appear in data entry screens and list screens. Field 1abels may be modified.

List screen: A screen that lists agroup of recordsin the Toolkit. These include the lists
used to retrieve and access name, subject, accession, and resource records when you press
List All from the main screen. List screens are also used to display linked records. For
example, in an accession record, the source, creator, and name subject records linked to
the accession record are displayed on the Names & Subjectstab in alist screen.
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Lookup list: A list of termsthat provides a set of predefined values for a certain field.
The lookup list can be accessed during the data entry process, and a value selected from
thelist.

Table: A set of data elementsthat is organized into horizontal rows and vertical columns.
A row represents arecord in the table and a cell is a specific instance of afield within
that record.

Relational databases, such asthat used in the Toolkit, are comprised of multiple tables
that are linked together. Therefore, the fields appearing on a single data entry screen may
actualy be stored in different tables. In order to access afield for customization purposes,
you must first identify the table that contains the field.

Note: In order to access the specific field you would like to customize, you
must know which table contains the field. The Reference List of Screens,
Tables, and Fields appendix showsthe AT interface screens, along with a
list of tables, field names, field labels, and list screens contained in each.
In the appendices, you will also find atable listing the predefined AT
lookup lists, the field to which they are linked, and the type of lookup list.

Default values
Default values

Overview

If your repository uses boilerplate text for field, you may wish to create a default value so
that the same data does not need to be entered repeatedly. A default value is data that will
automatically be entered into afield whenever you or another staff member in your
repository creates a new record that contains that field. For example, if you enter
Materials closed until processed asadefault valuefor the Access
Restrictionsfield that phrase will be entered into the Access Restrictions field whenever
anew accession record is created for your repository. The default value can then be
edited when necessary.

Establishing default values

Because default values are repository-specific, they are part of the repository record.

Establishing the default value for a certain field or note will result in that default text
being input into the field or note each time you create a new record. Y ou may then edit
the default value if you wish. This allows you to easily input boilerplate text once so that
it automatically populates the appropriate field or note. For example, you may wish to
establish "Access restricted until materials are processed.” as the default value for the
Accessrestrictionsfield in the accession record.
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Note: Not al fieldswill be available for establishing a default value. For
example, information such as the user and date of record creation or
update is automatically captured by the Toolkit. For acomplete list of
fields for which adefault value can be established, as well asalist of the
Toolkit's table names and fields, see the appendices.

Creating a default value for a field

1. Fromthe Admin Menu, select the option to Edit Repositories.

2. Open your repository's record by double-clicking on your repository name in the
list.

X|
Administration _____Repositories

Administration Repositories

Repositary Info  Default Values | notes|
Fields

At Field | Tahle Mame Yalue 4z String |

Add Default Value Remove Default Walue |

Default Yalues for notes

MNote Type Default Title | Default Content
abstract -
Accruals note
Appraisal note
Arrangement note
Bibliography cancel me e
BiographicalHistorical note
Conditions Governing Access note
Conditions Governing Use note
Custodial History
Dimensions note
Existence and Location of Copies note LI

X

<HE<HE>HE> N

First Previous Mext Last Cancel [s]4

R
¢

(=]
=
+

3. Click onthe Default Values tab.
4. Press Add Default Value.
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x|

Repositories Default Values
Tahle If-‘«ccessinns ll

Field Iﬂ\ccezz Restrictions LI

Walue |

<i<di I iIEAE

First Prewious Mext Last Cancel (] O + 1

5. Select the appropriate Table, then the Field for which you will be establishing a
default value.

Note: The Reference List of Screens, Tables, and Fields, found in the
appendices, may assist you in locating the desired field.

6. Enter the default text in the Value field.

7. Press OK to save the record.
Creating a default title and default value for a note

1. Fromthe Admin Menu, select the option to Edit Repositories.

2. Open your repository's record by double-clicking on your repository name in the
list.
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X|
Administration Repositories

Repository Infa Default Values | Nates|
Fields

At Field | Tahle Mame Yalue 4z String |

Add Default Value Rermove Default Yalue |

Default Yalues for notes

MNote Type Default Title | Default Content
abstract -
Accruals note
Appraisal note
Arrangement note
Bibliography cancel me P
BiographicalHistorical note
Conditions Governing Access note
Conditions Governing Use note
Custodial History
Dimensions note
Existence and Location of Copies note LI

<JE<HE 1> T

First Previous Mext Last Cancel [s]4 OK + 1

Q
¢

3. Click onthe Default Values tab.

4. Double click on the note you wish to customize.
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CEEE |
Repositories MHotes
Label | LI
Mote Text ;l
=]
D005 n[&G[&

First Previous Mext Last Cancel 0K

5. Enter aL abel and/or Note Text for the note.

6. Press OK to save therecord.

Editing and removing default values

1. Fromthe Admin Menu, select the option to Edit Repositories.

2. Open your repository's record by double-clicking on your repository name in the

list.
3. Click onthe Default Values tab.

4. Edit or remove the default value:

a. To edit adefault, double click the appropriate entry in the list to open the

record in question and edit the value.

b. Toremove adefault, select the appropriate entry in the list and press

Remove Default Value.

5. Press OK to save the record.

Configuring the application interface
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Configuring the application interface

Overview

Configuring the application interface will alow you to:

change the field labels that display on data entry screens
modify the fields that appear in list screens

customize which fields are available in the search interface
tailor rollover tips, including field definitions and examples

Note: The Reference List of Screens, Tables, and Fields, in the
appendices, will assist you in locating the field you wish to customize.

Modifying field labels

Y ou may wish to modify field labels that appear in the Toolkit interface, for example, to
reflect terminology used in your repository or to match existing processing and procedure
documentation.

Note: Changing the label of afield isasuperficia change that only affects
the interface. Y ou cannot turn a Container summary field into a
Preservation actions field, for example. The underlying field name, data
type, and any associated import and output mappings will not change.

1. Fromthe Admin Menu, select Configure Application.
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Configure Application

Tahle Mame ¢

ACCESSI0NS
AccessionsLocations
ACCessionsResources
archDescriptionanaloglnstances
archDescriptionInstances
archDescriptiontames
ArchDescriptionMotes
ArchDescriptionF.epeatingData
ArchDescriptionSubjects
Bibltems

Bibliography
Chronologyltems
ChronologylList
DatabaseFields
DatabazeTables
Deaccessions
Defaultvalues
DigitalObjects

Events
ExternalReference
Filetersions

Index

Indexltams

ListDefinition
ListDefinitionltems

Daone

2. Double click on the table that contains the fields you wish to customize.
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Configure Application Database Tables

Table Mame Accessions
Fields
Field Mame # Field Label Data Type Return Screen Crder
accessionDate Accession Date java.util.Date u] -
accessionDispositionMote Accession Disposition Mote java.lang.String ] —
accessionld Accession Id java.lang.Long 0
accessiontumber Accession Mumber 1
accessionhumber 1 Arcession Numberl java.lang.String 0
accessionbumber2 Accession Nurmber2 java.lang.String 0
accessionturnber3 Arcession Mumber3 jawa.lang.String 0
accessionbumber4 Accession Nurmberd java.lang.String 0
accessRestrictions Access Restrictions java.lang.String u]
acknowledgermentDate Acknowledgerment Date java.util.Date 0
acquisitionType Acquisition Type java.lang.String u]
agreementReceived Agreerment Received jawa.util.Date 0
agreementSent Agreement Sent java.util.Date u]
bulkDateBegin Bulk Date Begin java.lang. Integer 0
bulkDateEnd Bulk Date End java.lang.Integer 0
cataloged Cataloged java.lang.Boolean 0 b
catalogedhote Cataloged Mote java.lang.String 0
conditioniote Condition Note java.lang.String 0
containerSummary Container Summary java.lang.String u]
created Created java.util.Date 0
createdBy Created By java.lang.String 0
dateBegin Date Begin java.lang. Integer 0
dateEnd Date End java.lang.Integer 0
dateExpression Date Expression java.lang.String u]
dateProcessed Date Processed java.util.Date 0
description Diescription java.lang.String ] LI
{ N
BIDE| =[]
First  Previous Next Last Cancel Ok

3. Double click on the appropriate field in the list.
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X|

Configure Application Database Fields Recard 1 of 43
Field Marne containersurmmany

Field Label |Cnnta1’ner surrnary

Data Type java.lang.string

Loakup List | j

¥ Include In Search Editar

Return Screen Order IO

Definition % natural language statement for listing the number and type of ;I
containers housing the contents of the accession.

Examples 10 record cartons, 3 archive boxes, and 4 map folders, :I

00D BE] =%

First Previous Mext Last Cancel oK

4. Inthe Database Field window, modify the Field L abel.
5. Press OK to savethe field record.

6. Repeat for additional fieldsin the same table until all desired modifications are
made.

7. PressOK to save al changesto thetable.

Customizing the list screens

List screens are used for browsing name, subject, accession, and resource records, and for
displaying linked records such as alist of names associated with an accession record.
You may add afield to alist screen, change the left to right order of fields (columns) ina
list screen, or remove afield from alist screen.
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Note: Customizing list screens is accomplished by customizing specific
field records. In order to modify the list screen, you must first identify the
table that is the source of fieldsin the list screen.

1. Fromthe Admin Menu, select Configure Application.

X

Configure Application

Table Mame ¢ |
ACCESSIONS -
AccessionsLocations
ACcessionsResources
ArchDescriptionAnalogInstances
ArchDescriptionlnstances
ArchDescriptionMarnes
ArchDescriptionMotes
ArchDescriptionRepeatingData
ArchDescriptionSubjects
Bibltems
Bibliograpty
Chronalogyltems
Chronologylist
DatabaseFields
DatabaseTables
Deaccessions
Defaultvalues
DigitalObjects
Events
ExternalReference
Fileersions
[ndex
IndexItems
ListDefinition
ListDefinitiontems ~|

Done |

2. Double click on thetable that contains the fields you wish to add to or remove
from thelist screen.
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208

Configure Application

Table Mame Accessions
Fields

Database Tables

Field Mame #

Field Label

Data Type

Return Screen Crder

accessionDate
accessionDispositionMote
accessionld
accessiontumber
accessionhumber 1
accessionbumber2
accessionhumber3
accessionbumber4
accessRestrictions
acknowledgermentDate
acquisitionType
agreementReceived
agreementSent
bulkDateBegin
bulkDateEnd
cataloged
catalogedhote
conditioniote
containerSummary
created

createdBy
dateBegin

dateEnd
dateExpression
dateProcessed
description

Accession Date

Accession Disposition Mote

Accession Id
Accession Murmber
Arcession Numberl
Accession Nurmber2
Accession Number3
Accession Nurmberd
Access Restrictions
Acknowledgerment Date
Acquisition Type
Agreerment Received
Agreement Sent
Bulk Date Begin
Bulk Date End
Cataloged
Cataloged Mote
Condition Note
Container Summary
Created

Created By

Date Beqgin

Date End

Date Expression
Date Processed
Description

java.util.Date
java.lang.String
java.lang.Long

java.lang.String
java.lang.String
jawa.lang.String
java.lang.String
java.lang.String
java.util.Date
java.lang.String
jawa.util.Date
java.util.Date
java.lang. Integer
java.lang.Integer
java.lang.Boolean
java.lang.String
java.lang.String
java.lang.String
java.util.Date
java.lang.String
java.lang. Integer
java.lang.Integer
java.lang.String
java.util.Date
java.lang.String

O R O B O BN 0 A O R ) R ) R O AR O B 1 N ) R M )

H e G

X

&

First Previous

Mext

Last

Cancel

OK

3. Double click on the appropriate field in the list.
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Field Name
Field Label
Data Type

Lookup List

containersurmmany

Chapter 16

|Cnnta1’ner surrnary

java.lang.string

Return Screen Order IO

Definition

Examples

¥ Include In Search Editor
% natural language statement for listing the number and type of ;I
containers housing the contents of the accession.
i
10 record cartons, 3 archive boxes, and 4 map folders, :I
#

00D BE] =%

First

Previous Mext Last Cancel oK

4. Inthe Database Field window, enter avaluein the Return Screen field. A O will
remove the field from the list screen, anumber will add the field to the list screen
in the order that you designate.

Caution: Removing avalue from the Return Screen Order field, and
leaving it blank, will cause an error that will require you to restart the
application. If you wish to remove the field from the list, enter a 0.

Note: The Toolkit does not prevent you from creating duplicate entriesin
thisfield. If you enter 3 and another field in the table aso has the value 3,
the Toolkit will reorder the rest of the fields. When the record is saved, the

fields with areturn screen order other than O will be sorted and then
renumbered starting at 1.

5. Press OK to save thefield record.
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6. Repeat until desired modifications are made.

7. PressOK to save all changesto the table.

Modifying search settings

The Toolkit's search interface allows you to search for terms within afield. You can
customize which fields are available for searching.

1. Fromthe Admin Menu, select Configure Application.

el

Configure Application

Table Mame ¢

ACCESsIons
AccessionsLocations

AccessionsREesources

ArchDescriptionAnalogInstances

ArchDescriptionlnstances
ArchDescriptionMarnes
ArchDescriptionMotes

ArchDescriptionRepeatingData

ArchDescriptionSubjects

Bibltems
Bibliograpty
Chronalogyltems
Chronologylist
DatabaseFields
DatabaseTables
Deaccessions
Defaultyalues
DigitalObjects
Events
ExternalReference
FileVersions
Index
Indexltems
ListDefinition

ListDefinitionitems

Done

2. Double click on the table that contains the fields that you wish to change
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Configure Application Database Tables

Table Mame Accessions
Fields
Field Mame # Field Label Data Type Return Screen Crder
accessionDate Accession Date java.util.Date u] -
accessionDispositionMote Accession Disposition Mote java.lang.String ] —
accessionld Accession Id java.lang.Long 0
accessiontumber Accession Mumber 1
accessionhumber 1 Arcession Numberl java.lang.String 0
accessionbumber2 Accession Nurmber2 java.lang.String 0
accessionturnber3 Arcession Mumber3 jawa.lang.String 0
accessionbumber4 Accession Nurmberd java.lang.String 0
accessRestrictions Access Restrictions java.lang.String u]
acknowledgermentDate Acknowledgerment Date java.util.Date 0
acquisitionType Acquisition Type java.lang.String u]
agreementReceived Agreerment Received jawa.util.Date 0
agreementSent Agreement Sent java.util.Date u]
bulkDateBegin Bulk Date Begin java.lang. Integer 0
bulkDateEnd Bulk Date End java.lang.Integer 0
cataloged Cataloged java.lang.Boolean 0 b
catalogedhote Cataloged Mote java.lang.String 0
conditioniote Condition Note java.lang.String 0
containerSummary Container Summary java.lang.String u]
created Created java.util.Date 0
createdBy Created By java.lang.String 0
dateBegin Date Begin java.lang. Integer 0
dateEnd Date End java.lang.Integer 0
dateExpression Date Expression java.lang.String u]
dateProcessed Date Processed java.util.Date 0
description Diescription java.lang.String ] LI
{ N
BIDE| =[]
First  Previous Next Last Cancel Ok

3. Double click on the appropriate field in the list.
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X|

Configure Application Database Fields

Field Marne containersurmmany

Field Label |Cnnta1’ner surrnary

Data Type java.lang.string

Loakup List | j

¥ Include In Search Editar

Return Screen Order IO

Definition % natural language statement for listing the number and type of ;I
containers housing the contents of the accession.

L[

Examples 10 record cartons, 3 archive boxes, and 4 map folders,

00D BE] =%

First Previous Mext Last Cancel oK

4. |nthe Database Fidld window, click on the Includein Search Editor checkbox
to change the setting.

5. Press OK to savethefield record.
6. Repeat until desired modifications are made.
7. PressOK to save al changesto thetable.

Modifying rollover tips
Rollover tips contain text that appears when you allow your cursor to hover over afield

label. They help to provide guidance during the data entry process. rollover tips are
composed of adefinition and examples. Y ou may modify either of these fields.
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1. Fromthe Admin Menu, select Configure Application.

x|

Configure Application

Table Mame ¢ |
ACCESSI0NS “~
AccessionsLocations
ACCessionsResources
archDescriptionanaloglnstances
archDescriptionInstances
archDescriptiontames
ArchDescriptionMotes
ArchDescriptionF.epeatingData
ArchDescriptionSubjects
Bibltems
Bibliography
Chronologyltems
ChronologylList
DatabaseFields
DatabazeTables
Deaccessions
Defaultvalues
DigitalObjects
Events
ExternalReference
Filetersions
Index
Indexltams
ListDefinition
ListDefinitionltems |

Daone |

2. Double click on the table that contains the field(s) you wish to customize.
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214

Configure Application

Table Mame Accessions
Fields

Database Tables

Field Mame #

Field Label

Data Type

Return Screen Crder

accessionDate
accessionDispositionMote
accessionld
accessiontumber
accessionhumber 1
accessionbumber2
accessionhumber3
accessionbumber4
accessRestrictions
acknowledgermentDate
acquisitionType
agreementReceived
agreementSent
bulkDateBegin
bulkDateEnd
cataloged
catalogedhote
conditioniote
containerSummary
created

createdBy
dateBegin

dateEnd
dateExpression
dateProcessed
description

Accession Date

Accession Disposition Mote

Accession Id
Accession Murmber
Arcession Numberl
Accession Nurmber2
Accession Number3
Accession Nurmberd
Access Restrictions
Acknowledgerment Date
Acquisition Type
Agreerment Received
Agreement Sent
Bulk Date Begin
Bulk Date End
Cataloged
Cataloged Mote
Condition Note
Container Summary
Created

Created By

Date Beqgin

Date End

Date Expression
Date Processed
Description

java.util.Date
java.lang.String
java.lang.Long

java.lang.String
java.lang.String
jawa.lang.String
java.lang.String
java.lang.String
java.util.Date
java.lang.String
jawa.util.Date
java.util.Date
java.lang. Integer
java.lang.Integer
java.lang.Boolean
java.lang.String
java.lang.String
java.lang.String
java.util.Date
java.lang.String
java.lang. Integer
java.lang.Integer
java.lang.String
java.util.Date
java.lang.String

O R O B O BN 0 A O R ) R ) R O AR O B 1 N ) R M )

H e G

X

&

First Previous

Mext

Last

Cancel

OK

3. Double click on the appropriate field in the list.
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Configure Application Database Fields

Field Marne containersurmmany

Field Label |Cnnta1’ner surrnary

Data Type java.lang.string

Loakup List | j

¥ Include In Search Editar

Return Screen Order IO

Definition % natural language statement for listing the number and type of ;I
containers housing the contents of the accession.

L[

Examples 10 record cartons, 3 archive boxes, and 4 map folders,

00D BE] =%

First Previous Mext Last Cancel oK

In the Database Field window, modify the Definition and/or Examples.
Press OK to save the field record.

Repeat until desired modifications are compl ete.

Press OK to save all changesto the table.

Modifying the date format setting

The system date format establishes a standardized format for entering and displaying all
transaction dates (i.e., dates that are not for descriptive purposes). This includes accession
date, acknowledgement date, etc.
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1. Fromthe Admin Menu, select View/Edit Date For mat Setting.
) X
Administration Date Format Setting

System date format IM-d-W 'I

XA
Cancel (o]4

2. Choosethe desired System date for mat.

3. Press OK to save therecord.

Lookup lists

Overview

Lookup lists provide a set of predefined values that can be selected during data entry to
populate afield. The Toolkit comes with anumber of pre-defined lookup lists. You can
modify many of these lists, though there are some that can not be modified because their
values are necessary for correct operation of the Toolkit, or necessary in order to produce
valid standardized outputs such as EAD or MODS. Y ou may also create a new lookup
list, for exampleif you wish to control dataentry for a certain field or speed data entry by
presenting alist of commonly used values.

Note: Asof Version 1.0 it is not possible to assign alookup list to afield
that did not previously contain alookup list. It is possible, however, to
change the lookup list that afield islinked to, if thefield is aready
configured to use alookup list.

You will find atable listing the predefined AT lookup lists, the field to
which they are linked, and the type of lookup list in the appendices.

Creating lookup lists

1. Fromthe Admin Menu, select View/Edit L ookup Lists.
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N x|
Edit Lookup Lists

List Marme |
Acquisition type “~
Actuate
Calendar
Container types
Description rules
Digital object types
Era
Extent type
File use attributes
Finding aid status
Index Yalue Types
Instance types
Language codes
List Mumeration Types
Mame Description Type
Mame link creator / subject role
Marme link form
Marme link function
Marme link source role
Marme rules
Mame source
Mame type
Render
Fepository Mote Types
Resource component levels ll

&dd Record Remove Records Dore |

2. Press Add Record.
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X|
Administration Lookup Lists

List Mame |\
Add Item |
Remaove [tem |
Change Item |
terge [tems |
Impaort [tems |
Show Record Count |

Itermns in Red can't be modified
Items in Blue are AT initial values

N
<Ji<d I DA
First Previous Mext Last Cancel oK OK + 1

3. Enter aList Nameto identify thelist.
4. To enter terms manually:
a PressAdd Item.

b. The Toolkit will prompt you to enter anew value for the list. Enter the
value and press OK.

c. Repeat until you've entered al valuesfor thelist.
5. Toimport alist:

a PressImport Items.
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Filter: | 217 Recard(s)
Title Contairer List [ Accession Id [ Cataloged Repository
Cortainer Summary here 279 [} Or. Lapran's Al Natral Repository | a.
T Y O V" T |
[Etter, Pat Photographs en [m] Dr. Lapman's All Natural Repository
Deans’ Annual Reports X|| & Mew Yark University Archives
Correspondence r Mew York University Archives
- Mew York University Archives
|Correspone x| Mew York University Archives
Directories New Yark University Archives
IPromationa Look in: [ ATqa =2 oEE Mew York University prchives
[Titie here. Dr. Lapran's All Natural Repository
ITitle here. = bin Dr. Lapman's All Natural Repository
IMeyer fami = 1b University of Massachusetts Amh... —
(Shepherd f = logs University of Massachusetts Arh.
= reports University of Massachusetts Amh...
Records = Uninstal Archivists' Tookit Mew York University Archives
(Carresponc - Mew York University Archives
Records = ~MARCHlles Mew York University archives
lvideatapes & Archivists' Tookit.exe New Yark University Archives
IPapers ¥ Archivists' Tookit.ico Mew Yark University Archives
édm\mstra( [ Archivists' Tooki lax maw :Drt tmvers.x :r(:\ves
orrespone. ievr York University Archives
Racords B nstalrcrivtsTookitexe New Yark University rchives
Posters anc . Jar Mewr York University Archives
Records =] st bet Mew York University Archives
Records i Releasehotes.html Mew York University Archives
INegatives, 1 Mew York University Archives
IRecords Mew York University rchives
Records , h File name: Jist-test.tet Open Mew York University Archives
Records Mew York University Archives
IManuscript Filesof type: [all Files = Cancel Mew York University Archives
(Chronolagic Mew York University Archives
INegatives, Contact Sheet [=] New Yark University rchives
Siides <EN<BE>RRP] =2 1@ s New York Universiy frchives
Photns, Negatives, Conta - r Mew York University Archives
Records First  Previous  Mext  Last Print Cancel  OK [m) Mew York University Archives
Records O Mew York University Archives
papere Craatads Jul7, 2008 by davelaper | Wdifed: Sep 17, 2006 by develaper | Record umbe... [ T ew vork T archies
Wideotapes r Mew York University Archives
Records 3 r New Yark University Archives
Records 98 C Mew York University Archives
[Papers 101 r New Yark University Archives
Records 102 [m] New York University Archives
Papers 103 r Mew York University Archives
IRecords 1m0 [m) Mew Yark University Archives
[Bound Volumes BookdsBound Yolumes 99 C Mew York University Archives
LLechure Notes, Natehook, Class M., Lecture Notes, Notebook, Class M... 104 [m) Mew York University Archives
[Posters, Publications, Files MermorabiliaFosters, Fublications, .. 105 C New Yark University Archives
Records 106 [m] Mew York University Archives
lRerrds e TR

1]

Histert 2] (2] [x] [o] W] @ (&

g
] irbox - Micr... | B 14-Customiz.. | @ Roborelp H.. | £ testingrversi.. | ] adobe Phot... [[E] archivists ..

« 0|9 3:41PM

b. Select thefile you wish to import. The list must bein aplain text file, with
each itemin thelist on asingle line. For example:

item1
item 2
item 3

Li st
Li st
Li st

c. PressOpen. The new values will appear in the list.

d. Press OK to savethelist.

Editing lookup lists

Y ou may delete alookup list or edit an existing lookup list by adding, deleting, changing,
or merging itemsin alist, or by importing terms.

Note: Editing alookup list may cause changes in some records. If any of

the records to be changed are invalid, or if the edit would create duplicate
records, the Toolkit will return an error message and you will be unable to
compl ete the operation. More information about data cleanup of imported

datais available in Chapter 5.

Deleting a lookup list

1. Fromthe Admin Menu, select View/Edit L ookup Lists.

219



Archivists Toolkit User Manua

CHE x|
Edit Lookup Lists

List Marme |
Acquisition type “~
Actuate
Calendar
Container types
Description rules
Digital object types
Era
Extent type
File use attributes
Finding aid status
Index Yalue Types
Instance types
Language codes
List Mumeration Types
Mame Description Type
Mame link creator / subject role
Marme link form
Marme link function
Marme link source role
Marme rules
Mame source
Mame type
Render
Fepository Mote Types
Resource component levels ll

&dd Record Remove Records Dore |

2. Select the name of the lookup list you wish to delete and press Remove Recor ds.

3. TheToolkit will prompt you to confirm deletion of the list. Press Y esto delete the
list.

Deleting items from a lookup list

1. Fromthe Admin Menu, select View/Edit L ookup Lists.
2. Double click on thelist you wish to modify.

3. Select the value that you wish to delete.
4

Press Remove I tem.
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X

Administration Lookup Lists Record 1 of 30

List Name |Finding aid status

Cormpleted - O record(s) add Item |

edited-full-draft - 1 record(s)

In process - O record(s) Refmove |tem |

Unprocessed - O record(s) Change Item |

unverified-full-draft - 41 record(s) Merge |tems |
Impaort [tems |

\_‘.T’J Are you sure yoll want o update 2 record(s). This can't be undone.

Items in Red can't be modified
Items in Blue are AT initial values

D E| =%

First Previous Mext Last Cancel OK

Created: Dec 4, 2006 by lee | Modified: Dec 14, 2006 by lee | Record Number: 22

5. Because editing alookup list value may result in changing records that contain
that value, the Toolkit will respond with the number of records that you will be
updating, and ask you to confirm that you wish to update those records. Press Y es
to change the list and update any records that use the value being modified.

6. TheToolkit will verify the number of records that have been modified. Press OK.

Caution: If any of the records to be modified were imported into the
Application and are not valid records, the operation cannot be performed,
and the Toolkit will return an error message.

5. PressOK to savethelist.
Changing items in a lookup list

1. Fromthe Admin Menu, select View/Edit Lookup Lists.
2. Double click on thelist you wish to modify.

3. Select the value that you wish to edit.
4

Press Change Item.
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E x|

Enter a new walLie

2K {Zancel |

5. Enter anew vaue.

6. Because editing alookup list value may result in changing records that contain
that value, the Toolkit will respond with the number of records that you will be
updating, and ask you to confirm that you wish to update those records. Press Y es
to change the list and update any records that use the value being modified.

7. TheToolkit will verify the number of records that have been modified. Press OK.
8. Press OK to savethelist.
Merging items in a lookup list

1. Fromthe Admin Menu, select View/Edit Lookup Lists.
2. Double click on thelist you wish to modify.
3. Select the first value to be merged.
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4. Holding down the control (CTRL) key, select the second value to be merged.

X|

Administration Lookup Lists Record 1 of 30

List Marne IDescription rules

Anglo-American Cataloguing Rules [aacr]

] ; &dd Item
Cataloging Cultural Objects [cco)

Remaove lter
Finding aid prepared using <title render="italic" linktype="simple">Rules for Archival Description</title>

Change Iter
Rules for Archival Description [rad) Merge Item:

Impart [tem

Show Record Ci

Items in Red can't be modified
Items in Blue are AT initial values

0oDBE| =%

First Previous Mext Last Cancel oK

Created: Dec 4, 2006 by lee | Modified: Dec 15, 2006 by kelzy | Recard Number: 21

5. PressMergeltems.

6. Select theitem to merge into (the value to which both sets of records should be
linked).

7. TheToolkit will respond with the number of records that you will be updating,
and ask you to confirm that you wish to update those records. Press Y es to change
the list and update any records that use the value being modified.
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X|

Administration Lookup Lists Record 1 of 30

List Marne IDescription rules

Anglo-American Cataloguing Rules [aacr)

Add Item
Cataloging Cultural Objects [cco)
Remave | ter
Finding aid prepared using <title render="italic" linktype="simple">Rules for Archival Description</ titlex
Change Iter
Rules for Archival Description (rad) Merge Item:
Select an item to merge into Record Ct

Describing Archives: & Content Standard (dacs) - 6 record(s)
Finding aid prepared using <title linktype="simple"=Describing Archives: A Content Standard </title> - 1 record(s)

Cancel Select

Iems in Red can't be maodified
Iems in Blue are AT initial values

D 0ElE] (%]

First Previous Mext Last Cancel OFK,

Created: Dec 4, 2006 by lee | Modified: Dec 15, 2006 by kelcy | Record Number: 21

8. TheToolkit will verify the number of records that have been modified. Press OK.
9. PressOK to savethelist.

Importing items into a lookup list

1. Fromthe Admin Menu, select View/Edit Lookup Lists.:

2. PressIimport Items.
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rehivists" Toolkit - 0.7.4 =13

Help
B e | [ | [ e | [ | [ e
= t ﬂ
Names Filter: | 217 Rerord(s)
Subjects
l‘_‘ Title [ Container List Repositary

{F Resources Container Summary here Al Natural Re

& Lookup Lists x|

Etter, Pat Phatographs
Deans' Annual Reports Tr

few Vark University drchives

o
-

Correspondence C New York University Archives

Tndex to Minutes; Biogray [{Rele (0 MBS [m] MNew Yark University archives

Speeches New Yark University Archives
Corresponc x| New Yark University Archives
Directories New Vark University Archives
Promationa New Vark University Archives

Title here. Dr. Lapman's All Natural Repos tory
Title here. Dr. Lapman's All Natural Repos tory
teyer fami University of Massachusetts Arh... —
Shepherd £ University of Massachusstts Armh...

University of Massachusetts Amh,..

Fecards New Yark University Archives

7= Uninstal_Archivists' Tookit

Corresponc New Yark University Archives
Records 7= ~MARCHles New York University Archives
\ideotapes ! Archivists' Tookit.exe New York University Archives
Papers | Archivists' Tookitico New York University Archives
adrministrat |8 Archivists' Tookit lax New Vark University Archives
Corresponc New Vark University Archives
Records 9 nstalArchivstsTookit exe New Vark University drchives
Posters anc New Vark University Archives
Records New Yark University Archives

Records tes.html New Yark University Archives

Negatives, 1 New Yark University Archives
Records New Vark University Archives
Records , i File name:  [ist-test bt Cpen New Vork University Archives
Records New Vark University Archives
arUscrist Files of type: [l Files a| Cancel New Yark University Archives
(Chronologic New Vark University Archives
MNegatives, Contact Sheet ] New York University Archives
Slices n :l E I: D 4 - r New York University Archives
Photos, Negatives, Conta . r New York University Archives
Records First  Previous  Mext Last Print Gancel 0K [m] New Yark University Archives
Records r New Yark University Archives
Papers Created: Jul7, 200¢ by developer | Modified: Sep 17, 2006 by developer | Record Numbe... | VeSS e fivee]
Records F New York University srchives
\videotapes r New York University srchives
Records 96 r New York University archives
Records 98 r New York University archives
Papers 101 O New Yark University Archives
Records 102 C New York University Archives
Papers 103 C New York University Archives
Records 100 [m} New Yark University Archives
Bound Yalumes BookesBound Volumes 99 r New Yark University Archives
Lecture Notes, Noteback, Class M... Lecture Nates, Notebook, Class M., 104 [m} New Yark University Archives
Posters, Publications, Files MemorabiliaPosters, Publications, .. 105 r New Vark University Archives
Records 106 r New York University srchives
Rernrds 108 i New Yirk University Arrhives LI

i start] 2] (2] =] 3] W] @ & 2] Inbox - M., | ] 14-Customz... | & RoboHelp H... | I testing-versi... | @ Adobe Phot... |[E7 Archivists' ...

« O/ P/MC] 341pm

3. Select thefile you wish to import. Thelist must be in aplain text file, with each
itemin thelist on asingle line. For example:

List item1
List item2
List item3

The new values will be added to those already in the list. If the imported list
duplicates items aready in the list, these duplicate values will not be imported.

4. Press OK to savethelist.

Configuring note options

For any of the descriptive notes, you can customize the label that appearsin the Toolkit's
interface.

Note: To customize the title of the note that is output as a header in EAD,
print finding aids, and other descriptive outputs, you must edit the default
value for notes. Instructions are provided in the Default V alues section of
this chapter.
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1. Fromthe Admin Menu, select the option to View/Edit Notes Etc..

CHE x|

MNotes Etc.

Motes Ete Name | Notes Et- Lahel |
abstract abstract -
Accruals note Accruals note —
appraizal note Adppraisal note
Arrangement note Arrangement note
Bibliographny Bibliography cancel me
BiographicalHistorical note BiographicalHistorical note
Chronology Chronology
Conditions Governing Access note Conditions Governing Access note
Conditions Governing Use note Conditions Governing Use note
Custodial History note Custodial History
Dimensions note Dimensions note

Existence and Location of Copies note  Existence and Location of Copies note
Existence and Location of Criginals n... Existence and Location of Originals n...

File Plan note File Flan

izeneral note izeneral note

General Physical Description note General Physical Description note
Immediate Source of Acquisition note  Irmmediate Source of Acquisition note
Indesx Indes

Language of Materials note Language of Materials note e
Legal Status note Legal Status note

List: definition List: definition

List: ardered List: ardered

Location niote Lacation niote

Material Specific Details note Material Specific Details note

Other Finding Aids note Other Finding Aids note ll

Done |
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2. Double click on the note that you wish to customize.

x|

Administration Motes etc. Record 1 of 33

Marne Abstract
Label |Abstract

Y
e e =%
First Preyious Mext Last Cancel (0] 4

Edit the L abel.
Press OK to save the note record.

Repeat until you have completed the desired customizations.

o g b~ w

Press Done to save the customizations.

Note: These customizations will not appear in the interface until the
application has been restarted.
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