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Chapter 1 

Introduction to the Archivistsô ToolkitTM 

The Archivistsô ToolkitTM is an open source database application that supports description and management 

of archival materials, including accessioning, registering source information for archival resources, providing 

topical and name access points for subjects and creators of resources, tracking locations of archival 

resources, and producing finding aids, collection guides, METS digital objects, and various administrative 

reports. The Toolkit is customizable to local work settings, and it can be implemented as a stand-alone 

desktop application, a multi-user networked application, or a multi-repository networked application.  

 

Initial funding for the development of the Archivistsô ToolkitTM has been provided by The Andrew W. Mellon 

Foundation. 

System requirements 

Below are the system requirements for the client application, which runs the interface to the Toolkit 

database.  

Minimum System Requirements for AT Client 

PC 

¶ Operating System: Windows 2000 

¶ Java 1.5.0_11 or Java 1.6.0_7* 

¶ CPU: Pentium 3, 500Mhz 

¶ System Memory (RAM): 128MB 

¶ Hard Disk: 100MB free space 

¶ Screen resolution: 1024x768 

Mac 

¶ Operating System: Mac OS X 10.3.9 

¶ Java 5 JRE or JDK or Java 6 JRE or JDK 

¶ CPU: G3 500Mhz 

¶ System Memory (RAM): 256MB 

¶ Hard Disk: 100MB free space 

¶ Screen resolution: 1024x768 

Recommended System Requirements 

PC 

¶ Operating System: Windows XP (or higher) 

¶ Java 1.6.0_07 

¶ CPU: Pentium 4 2.4GHz+ or AMD 2400xp+ 

¶ System Memory (RAM): 512MB 
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¶ Hard Disk: 100MB free space 

¶ Screen: 1024x768 

Mac 

¶ Operating System: Mac OS X 10.4.5 (or higher) 

¶ Java 6 JRE or JDK 

¶ CPU: G4 1.2Ghz 

¶ System Memory (RAM): 512MB 

¶ Hard Disk: 100MB free space 

¶ Screen: 1024x768 

Database Backends  

To run the client it is necessary to install a database backend. Currently, the AT supports a MySQL 5.0/5.1 

(and MySQL 5.5.x for AT2.0, update 11 and later), MS SQLServer 2005, or an Oracle 10g backend.  

 

For information about the system requirements for the MySQL database backend, see the database 

installation instructions, available at: http://archiviststoolkit.org/support/DownloadServer or the MySQL 

documentation at http://dev.mysql.com/doc/refman/5.0/en/mysql-cluster-multi-hardware-software-

network.html and http://dev.mysql.com/doc/refman/5.0/en/faqs-mysql-cluster.html#qandaitem-26-10-7.  

 

For Microsoft SQL Server installation, see http://www.microsoft.com/sql.  

 

For Oracle installation, see http://www.oracle.com/database. 

Overview of features 

Features 

¶ Recording accessions 

¶ Tracking sources / donors 

¶ Controlling basic authorities for names and subjects 

¶ Describing archival resources and digital objects 

¶ Managing locations 

¶ Importing legacy data in standardized formats (MARCXML  and EAD, including batch import for 

EAD files) and non-standard formats (accessions XML or tab-delimited data files) 

¶ Interface customizations 

¶ Support for MySQL, MS SQLServer, and Oracle backends 

Output 

¶ EAD finding aid, including batch output 

¶ METS digital object 

¶ MARC XML record, including batch output 

¶ MODS record 

¶ Dublin Core record 

¶ Accession record(s) 

¶ Accession receipt 

¶ Accession production report 

http://dev.mysql.com/doc/refman/5.0/en/mysql-cluster-multi-hardware-software-network.html
http://dev.mysql.com/doc/refman/5.0/en/mysql-cluster-multi-hardware-software-network.html
http://dev.mysql.com/doc/refman/5.0/en/faqs-mysql-cluster.html#qandaitem-26-10-7
http://www.microsoft.com/sql
http://www.oracle.com/database
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¶ Accessions acquired 

¶ Accessions cataloged 

¶ Accessions not cataloged 

¶ Accession intellectual property status 

¶ Accessions with rights transferred 

¶ Accessions processed 

¶ Accessions unprocessed 

¶ Accession inventory 

¶ Accession processing plan 

¶ Accessions with deaccessions 

¶ Accessions with linked names and subjects list 

¶ Location shelf list/locations with resource or accession record(s) 

¶ Name record(s) 

¶ Names list 

¶ Names with accession(s) 

¶ Names with resource(s) 

¶ Names with resource(s) and accession(s) 

¶ Names with non-preferred names 

¶ Resource record(s) 

¶ Resources list 

¶ Resource(s) restricted 

¶ Resources with name(s) linked as creator 

¶ Resource(s) with name(s) linked as source 

¶ Resource(s) with names linked as subjects and with subjects 

¶ Resource(s) with location(s) 

¶ Resources with deaccession(s) 

¶ Subject record(s) 

¶ Subject(s) with linked accession(s) and resource(s) 

¶ Repository Profile Report 

¶ Locally-created Jasper Reports 

The Archivistsô ToolkitTM License 

Archivistsô ToolkitTM 

Copyright (c) 2006-2009; Five Colleges, Inc., New York University, and UC Regents 

Licensed under the Educational Community License version 1.0 

The Archivistsô ToolkitTM, including software, source code, documents, or other related items, is provided by 

the copyright holder(s) subject to the terms of the Educational Community License. By obtaining, using 

and/or copying the Archivistsô ToolkitTM, you agree that you have read, understand, and will comply with the 

following terms and conditions of the Educational Community License: 

Permission to use, copy, modify, merge, publish, distribute, and sublicense the Archivistsô ToolkitTM and its 

documentation, with or without modification, for any purpose, and without fee or royalty to the copyright 

holder(s) is hereby granted, provided that you include the following on ALL copies of the Archivistsô 

ToolkitTM or portions thereof, including modifications or derivatives, that you make: 

--The full text of the Educational Community License in a location viewable to users of the redistributed or 

derivative work. 
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--Any pre-existing intellectual property disclaimers, notices, or terms and conditions. 

--Notice of any changes or modifications to the Archivistsô ToolkitTM, including the date the changes were 

made. 

--Any modifications of the Archivistsô ToolkitTM must be distributed in such a manner as to avoid any 

confusion with the Archivistsô ToolkitTM of the copyright holders. 

THE SOFTWARE IS PROVIDED ñAS ISò, WITHOUT WARRANTY OF ANY KIND, EXPRESS OR 

IMPLIED, INCLUDING BUT NOT LIMITED TO THE WARRANTIES OF MERCHANTABILITY, 

FITNESS FOR A PARTICULAR PURPOSE AND NON-INFRINGEMENT. IN NO EVENT SHALL THE 

AUTHORS OR COPYRIGHT HOLDERS BE LIABLE FOR ANY CLAIM, DAMAGES OR OTHER 

LIABILITY, WHETHER IN AN ACTION OF CONTRACT, TORT OR OTHERWISE, ARISING FROM, 

OUT OF OR IN CONNECTION WITH THE SOFTWARE OR THE USE OR OTHER DEALINGS IN 

THE SOFTWARE. 

The name and trademarks of copyright holder(s) may NOT be used in advertising or publicity pertaining to 

the Original or Derivative Works without specific, written prior permission. Title to copyright in the Original 

Work and any associated documentation will at all times remain with the copyright holders. 

Using this manual 

Intended audience 

This user manual is designed for repository staff at all levels, from administrator to processing archivist to 

student or volunteer. In order to accommodate both archival novices and technological novices, the style of 

the manual aims at being somewhat simple and direct. While the manual attempts to incorporate good 

practice and conventions, it is by no means a replacement for a repositoryôs own processing manual or for 

archival training.  

 

The manual is designed to be a basic learning and reference device for all operations of the Archivistsô 

ToolkitTM. To the extent it is necessary, any troubleshooting support is available through the Toolkit web site 

(http://www.archiviststoolkit.org).  

Typographical conventions 

Certain typographical conventions are used throughout the manual in order to improve readability and 

recognition of key components: 

 

1. Times New Roman 12pt bold is used to identify all interface components, filenames, and field 

names. 

  

2. Courier New 12 pt  signifies data entry examples. 

  

3. Times New Roman 12 pt bold italic is used for general emphasis. 

  

4. Notes and tips are indented and set apart with a line above and below as follows: 

 

Note: 
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5. Cautions include exclamation symbol and are surrounded by a box: 

 

Caution! 

Screen shots 

The screen shots in this manual reflect the application in its default installation state, i.e., before any 

customizations have taken place. All screen shots were captured on a computer running the Windows XP 

operating system. The operating system dictates some superficial differences in the basic features of the 

windows (e.g. the title bar, minimize and close buttons, etc.). Therefore, the screen shots may not look 

exactly like the screens for Mac OS X or Linux machines. The layout, headers, data elements, and buttons 

will, however, be easily recognizable and applicable across all operating systems.  



 

Chapter 2 

Acquiring and Installing the Archivistsô ToolkitTM 

Overview 

The Archivistsô ToolkitTM requires both a client application and a relational database. The client 

application provides an interface for entering, editing, searching, and deleting data, which is stored in 

the database.  

These instructions for download and installation are for the client application of the Archivistsô 

ToolkitTM. Before downloading and installing the client, the repository or the repositoryôs IT support 

staff must install one of the three database backends that the Toolkit supports ï MySQL 5.0, Microsoft 

SQL Server 2005, and Oracle 10g ï and configure it to be used with the Archivistsô Toolkit. 

Instructions for installing and configuring the MySQL database are available at: 

http://www.archiviststoolkit.org/support/downloads/InstallGuidelines.pdf. Instructions for installing 

and configuring the Microsoft SQL Server and Oracle backends can be found on the Toolkit wiki: 

https://wikis.nyu.edu/ArchivistsToolkit/. 

Note: The XAMPP distribution does not ship with InnoDB tables enabled in MySQL. 

This is required for the AT. To solve this problem, edit c:\xampp\mysql\bin\my.cnf, 

commenting out the ñskip-innodbò line and uncommenting the other innodb 

configuration lines. Then restart the MySQL service, and the installation should go 

smoothly.  

Acquiring the Archivistsô ToolkitTM 

You can download the client application for the Archivistsô ToolkitTM at 

http://www.archiviststoolkit.org 

Follow these instructions to download the client application: 

1. Locate the appropriate version for your operating system. 

2. If you have Java Virtual Machine version 1.5 or 1.6 running on your computer, select the 

link for the version without Java VM, which will install the AT client without Java VM. If 

not or if you are uncertain which Java VM version you have, select the download option 

with Java VM.  

 

After clicking on the link to the appropriate version of the software, your browser will open 

a download window from which you can save the installation file to your desktop, or in any 

directory where you will be able to locate it during installation. 

3. Once the installation file is saved to your computer, follow the installation instructions in 

the following section. 

http://www.archiviststoolkit.org/support/downloads/InstallGuidelines.pdf
https://wikis.nyu.edu/ArchivistsToolkit/
http://www.archiviststoolkit.org/
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Installing the Archivistsô ToolkitTM 

After downloading the installation file for the Archivistsô ToolkitTM client application, you must execute 

the installation process following these instructions: 

1. Launch the installation process: 

For Windows, double-click installArchivistsToolkit.exe or for Mac OS X, double-

click installArchivistsToolkit . 

Notes: 

¶ Requires Mac OS X 10.4 or later. 

¶ If you do not have a Java Virtual Machine version 1.6 or 1.5 installed, be sure to 

download the package that includes Java VM. If uncertain, download the package that 

includes Java VM. 

¶ The compressed installer should be recognized by StuffIt Expander and is 

automatically expanded after downloading. If it is not expanded, you can expand it 

manually using StuffIt Expander 6.0 or later. 

 

2. An InstallAnywhere window will appear, followed by a window displaying the Archivistsô 
Toolkit icon.  

 

 
 

An installation window will open.  
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After reading the introductory information, press the  button. 

3. Read the license information provided, scrolling down through the full text of the license. If 

you accept the terms of the license, select I accept the terms of the License Agreement 

and press the . If not, you can Cancel the installation process and the Toolkit 

will not be installed. 
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4. Choose the folder on your computer where you wish to install the Toolkit. You can accept 

the default directory that is provided, or press open a dialog for selecting a different folder. 

Press  when you have selected the desired folder. 

Note: The Mac installation presumes the user is logged onto an administrator 

account. To install on a non-administrator account, change the default directory 

to a directory the user is allowed to modify.  

 

5. Select a location where you would like to create a shortcut for starting the Toolkit. Press the 

 button. 
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Note: After the Toolkit has been installed on an administrator account there 

are two options for setting up aliases on non-administrator accounts for Mac 

users:  

 

1. Launch the application from the non-administrator user account. Right 

click on the application in the dock and select ñKeep in Dock.ò  

 

2. Open the directory in which the Toolkit is installed. Hold down the 

Command and Option keys and drag the program icon to the desktop. 

6. You will see a summary of the configuration settings you have established for the 

installation. If they are correct, press the  button to finish the installation 

process. 
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Note: Canceling the Install  process does not guarantee that the Toolkit, or some 

part of it, will not be written into the selected directory.  

7. The installation window will display progress of the installation. When the installation is 

complete, a message will appear indicating that the installation has completed. Press 

 to close the installation window. 

 

 



 

Chapter 3 

Archivistsô ToolkitTM Basics 

Overview 

This chapter introduces the Archivistsô ToolkitTM interface and basic features. It describes starting and 

logging into the application and working with Toolkit records. 

Getting started 

Starting the Archivistsô ToolkitTM 

Launching the Archivistsô ToolkitTM depends upon where you chose to locate Toolkit shortcuts during 

the installation process. For all platforms: 

¶ Double click the Toolkit icon on your desktop. 

¶ Open the Toolkit from the folder in which you installed the application. 

For the MAC platform: 

¶ Create a Toolkit alias installed in the dock, and then click on it. 

For the Windows platform: 

¶ Select the Toolkit from within the Programs menu. 

¶ Select the Toolkit from the Start menu. 

¶ Double click the Toolkit icon in the Quick Launch bar. 

Establishing the database connection 

The first time the Toolkit is started, a window opens, requesting connection information for the 

database. This connection information, which specifies the backend database targeted for the AT 

client, must be completed for the application to load. This information should be provided to you by 

the person who installed the Toolkitôs database.  
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On subsequent launchings of the application, the Connection Settings window will be bypassed.  The 

connection settings only need to be re-entered when the location of the targeted backend database 

changes, typically because the database has been moved or a different database is targeted. 

 

To specify a connection for the AT client, enter the following information: 

1. Connection URL. The network address of the database. 

2. User Name. The user name established for the database installation.  

3. Password. The valid password for this username. 

4. Database Type. The type of database used (Microsoft SQL Server, MySQL, or Oracle). 

Note: The username and password for the database is not the same as the username 

and password that is used on a regular basis to log into the Toolkitôs client 

application. For more information on logging in to the client, see the next section of 

this chapter.   

Note: The connection window should only appear for the first launching of the 

application. To change the connection settings after the initial launching of the 

application (if you are running multiple instances of the Toolkit, for example), press 

the Select Server button from the login window (displayed in the next section). 

Frequently users will work with multiple databases. Now it is possible to save different connection 

information, including url, username, password and database type. By saving the connection settings, 

the user does not need to reenter all the information when changing databases. 
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Enter the database properties and click on the ósaveô button. When the connection settings window is 

opened again, the drop-down menu will display all Connection URLs that have been previously saved. 

 
 

Logging in 

Before the application fully loads, a login window will appear.  

 

 

Enter your username and password and press Login, or press Cancel to stop the application from 

initializing. User names are not case-sensitive; passwords are case-sensitive. 
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Note: The User Name and Password should be provided by the person who 

installed the Toolkitôs database, or by the person managing the Toolkit in your 

repository. For information about creating new user names, see Chapter 5. 

Becoming familiar with the Archivistsô ToolkitTM interface 

The applicationôs initial screen appears when the launch process is completed. The primary AT screen 

has a menu / command zone at the top, a navigation zone on the left, and a list screen display zone on 

the right that occupies most of the window. Some screens for individual records have zones for 

navigation controls and record information at the bottom of the screen.  

 

  

Working with records 

Overview 

The AT includes several kinds of records to support description and management of archival resources. 

Most of these record types are accessible through the navigation zone on the left of the main screen. 

Repository, location, and user records, however, are available through the Setup menu. Each of these 

records and their sub-records is described more fully in subsequent chapters. 
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Briefly, the records are: 

 

Repository record 

For identifying the repository having custody of the resources described. Includes sub-records for 

expressing data defaults to be used by the repository and basic characteristics of the physical 

repository, as well as its holdings and staff. 

User record 

For creating and managing Toolkit user accounts. 

Location record 

For indicating the location(s) at which a resource is or may in the future be located. Location 

records may be defined in advance and then linked to a resource as it is processed and then shelved 

at the location.   

Accession record  

For recording accessions and basic collection management data. 

Resource record  

For describing an item or collection of items in a standard multi-level manner.   

The resource record contains sub-records for resource components, digital objects, and material 

instances (e.g. text vs. microform vs. digital object). A sub-record is a linked record that can only 

be viewed, created, and edited through the primary record.  

Name record  

For recording the names (personal, corporate body, or family) associated with accessions and/or 

resources as a creator, source, or subject. The name records serve as name headings in exports such 

as EAD, MARCXML, and MODS. 

Subject record  

For describing topical terms associated with an accession or a resource. The subject records serve 

as subject headings in exports such as EAD, MARCXML, and MODS. 

Basic components of a record 
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Title bar  

The title bar for each record type appears at the top left of the record with the title of the record 

typeð e.g, Resources, Accessions, etc, and each has its own color scheme. 

Component list / buttons  

These buttons appear only with resource, resource component, and digital object records. They 

enable the hierarchical listing of the components comprising a resource or digital object. The 

component buttons support adding additional componentsðeither children or siblings, or deleting 

components. The order of the component list may be modified using the drag and drop feature. The 

component list / buttons are discussed more fully in Chapter 9.  

Data entry window  

The window where data is entered to create a certain kind of record.   

Navigation buttons  

These buttons are for navigating to the next or previous record in a list of records, or to the first or 

last record in the list. Next, previous, first, and last are all relative terms and are determined by how 

the list is sorted.   

Command buttons 

Buttons for canceling a record, saving a record, or saving a record and opening a new record 

window.   

Tracking bar  

Located at the bottom of the record, the tracking bar indicates the record number, when the record 

was created and by whom, and, if applicable, when the record was last modified and by whom. 

This information is searchable using the search editor tool described in Chapter 4, and will assist in 

tracking record creation and editing activity. 
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Basic characteristics of Toolkit records 

A record in the Archivistsô ToolkitTM may contain any number of data elements (fields). Each element 

allows either alphanumeric, Boolean (yes / no), date, or numeric data to be entered.   

 

Some alphanumeric fields have drop-down lists containing predefined terms for use in the field. The 

repository can modify most of these lists by redefining the lookup list via the Configure Application  

option on the Setup menu (see Chapter 15); however, some lists may not be modified, in whole or in 

part, as correct operation of the application depends on the values in the lists. The list of note types in 

the resource and resource component records is an example of a list that may not be modified. A table 

with a complete list of lookup lists, the field to which they are associated, and whether or not the 

values in the list can be modified is available in the appendices. 

 

Some of the records in the Toolkit are multi-sectioned. The individual sections of a record are 

represented as tabs across the top of the record. Clicking on one of the tabs will bring that part of the 

record to the front of the display where data can then be entered into it.   

 

Some of the records contain sub-records that are available only through the primary record. For 

example, the container record is only available within the resource and resource component records, 

whereas the file version record is only available within the digital object record.   

 

Finally, some of the records may be linked to other records as described more completely in the 

Linking Records section of this chapter, and in Chapter 12. 

Listing records 

Records from any of the four key functional areas in the Toolkit (Names, Subjects, Accessions, 

Resources) may be listed from the initial browse screen. For example, to list resource records, either 

double click on Resources in the left column, or click once on Resources. The bar across the top of 

the right-side display zone will then change to Resources. Click the  button at the top of the 

window and a resource record listing will be displayed. 

Note: As you work in different functional areas, the color of the title bar in the display 

zone changes. For example, if you click on Accessions in the main screen, the bar at the 

top of the right-hand display zone is green, but if you click on Resources, the bar is 

purple. The same will be true for the headers in each of the interface windows for each 

functional area.    
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All the records for the active functional area will be listed in the main area of the window. The total 

number of records listed will be posted to the right of the filter frame just below the title bar for the 

area. The list can be navigated through by using either the scroll bar at the right side of the window or 

by using the up and down arrow keys on the keyboard.   

Sorting record lists 

Once it is retrieved, every list may be sorted in multiple ways. For example, to sort the list of 

resources, double click on the Title  heading at the top of the title column. This will establish the 

column as the active sorting column. Click on the Title  heading to change the sort order of the titles, 

either in ascending or descending order. An arrow will appear after the column label and will point 

upward for an ascending sort or downward for a descending sort.  

Levels may be added to the sort by selecting an additional column(s) to sort on after the first column is 

selected and set. Simply click once on the heading for another column, and then click again to toggle 

between an ascending or descending sort.  

To clear the existing sort settings, double click on the column that is to be the basis of the new sort. For 

instance, to sort resources by resource identifier, double click on the Resource Identifier heading at 
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the top of corresponding column and then indicate if the sort should be in ascending or descending 

order.  

Other columns may be added to the list screen using the Configure Application  commands (covered 

in Chapter 15).  

Printing record lists 

Records lists can be printed in a table similar to their appearance on the screen. The current record list 

is also the set of records that will be output in reports. For more information about printing records lists 

and other reports, see Chapter 14. 

Creating a new record 

To create a new record: 

1. Select the functional area for the new record (Names, Subjects, Accessions, or Resources). 

2. Click on the  button on the top of the window.  

 

A new name, subject, accession, or resource record will open on top of the main window. 

Most of the records are multi-tabbed, with each tab opening a different part of the record. 

Simply click on a tab to open that part of the record. 

3. Enter data into the fields in any of the tabbed sections. Data in one section will be retained 

while opening another section of a record.   

Note: See Chapters 5-13 for specific instructions on creating various records in 

the Toolkit. 

Saving a record 

To save a record, simply click on the  or  button at the bottom of the record screen. 

This saves all the data that has been added to the record. It will save all data that has been added to 

sub-records such as a resource component record or digital object record.  

If you are entering multiple records, the  button will save the record you are working in and 

open a new record of the same type. 

Clicking the  button or closing the record using the window close button at the top right 

corner will display the option message dialog box. 
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.  

Clicking the  button navigates you out of the window and causes any additions to the record to 

be discarded.  

Most records in the AT require that data be present in certain elements for the record to be saved. For 

instance, the resource record requires an extent statement. If either the extent number or extent 

measurement is not completed, then the record cannot be saved until values are entered for both fields.  

Trying to save an invalid record produces a validation error message indicating which field(s) needs to 

be completed for the record to be saved. See the Record Validation  Rules appendix for a complete list 

of fields necessary to create a valid record. 

Editing a record 

To edit a record: 

1. Locate the record to be edited by using the filter box in the main screen or the search tool, 

both of which are described in Chapter 4. Once you see the record you are interested in 

editing, double click on the record entry in the list screen. 

2. Make the desired changes in the record. 

3. Press  to save the changes, or  to close the record. If record has not been 

modified, the record is closed with no message. If the record has been modified a window 

will appear after pressing the  button asking whether you want to save or discard 

the changes or cancel and return to the open record. 

     

Note: Editing a record may affect output from linked records. For example, 

changing a subject term changes that term in all of the descriptive outputs (for 

example, EAD and printed finding aids) for resources linked to the subject. 
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Repositories implementing the Toolkit should establish procedures and 

workflows for updating information in one record that may affect linked records. 

Record locking 

When a second user attempts to access a record that is already opened, s/he will receive a message 

that the record is already in use. Access is denied and the Record in Use message, óThis record is 

currently in use by [username]ô is displayed. 

 

Cancel processing of record(s) 

A cancel button has now been implemented in progress dialogs for tasks that are known to take a 

long time, e.g. deleting a large number of records, printing finding aids, generating repository 

profile, importing batch EADs etc. 

 

 

 

 

Deleting a record 
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To delete a record: 

1. Locate the record(s) to be deleted by using the filter box in the main screen or the search 

tool, both of which are described in Chapter 4. Once you see the record(s) you are 

interested in deleting, click on the record entry in the list screen. 

2. Press the  button. 

 

The Toolkit will ask if you are certain that you want to delete the record(s). 

3. Press  to delete the record(s). 

4. The record(s) will be deleted.  

Caution! Deleting a record may affect output from linked records. For example, 

deleting a subject term removes the link to that term from any accession or resource 

records linked to the record. The Toolkit will not warn you that linked records will be 

affected. It is advisable to search accessions and resources for any linked records before 

deleting any subject, name, or location records. 

Linking records 

The Toolkit allows you to link information stored in different types of records. This provides 

consistency of repeated data (such as names linked to multiple description records), and allows you to 

establish relationships between records. 

The following linkages are possible in the Toolkit: 

¶ Resource records may be assigned to accession records 

¶ Location records may be assigned to accession and resource records 

¶ Name records may be assigned to accession and resource records 

¶ Subject records may be assigned to accession and resource records 

Navigating records 

Records may be navigated using the list screens or the navigation buttons at the bottom of each record 

screen. 

To navigate records using the list screen: 

1. Close all record windows and return to the list screen.  

2. Select the functional area containing the records to browse and the click the  

button.   

3. Sort the list as desired.  

 

Once the display screen is populated and sorted, use the scroll bar to move forward and 
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backward in the list until the record desired is found, or use the up and down arrow keys to 

move forward or backward one record at a time.  

4. Double click on any record to open it.  

5. Navigate through the sorted list of records using the set of four navigation buttons located 

at the bottom of the record: First , Previous, Next, and Last. 

 

As a whole, the functionality of these buttons is determined by contents and sort order of the list that is 

open in the list screen. If resources are listed, then the navigation buttons will move through the list of 

resources in the order displayed in the list screen.   

To consider a list of resources sorted in descending order, the First  button would open the record at the 

top of the descending title list, in effect the last title alphabetically, whereas the Last button would 

open the last title in the list, or the first alphabetically.   

The Previous button will open the record that occurs in the list just before the record that is already 

open, whereas the Next button will open the record that occurs in the list just after the record that is 

already open. 

To reiterate, what records will be opened by the navigation button depends on how the list of records is 

sorted. If the primary sort of resource records is on Resource Id, then using the navigation buttons will 

cause different results than if the primary sort is on Title . 
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Searching 

Overview 

The Archivistsô ToolkitTM provides support for searching Name, Subject, Accession, and Resource 

records. All data fields in these records can be searched as well as linked data in accession and 

resource records. Searching linked data allows for accession and resource records to be retrieved by 

searching for related data such as creator, source, and subject names; subjects; deaccession dates, and 

location. Resources can also be retrieved by searching for a specific instance type or for text within 

notes.  

 

Note: The search interface includes a number of default search fields. These can 

be customized for a given repository. A list of the default fields in the search 

editor is available in the appendices. More information about customization is 

available in Chapter 15.  

 

Filtering record lists 

Every list may be filtered by typing text into the filter frame located at the top right side of the screen. 

The filter process takes into account the values in all the columns that are present in the list screen 

display.  

For example, filtering on the number 9 on the list of resources pictured will reduce the list to those 

resources in which ñ9ò appears in the Title , Extent Number, Resource Id , Extent Measurement, or 

Resource Identifier . 
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Filtering on the number 97 will limit the list to only those resources in which that numeric expression 

is contained in the data of the list screen fields.  




