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Chapter 1

|l ntroduction to th® Archivistsao

The Ar chi vvissah gpén soureeodatébase application that supports description and management
of archival materials, including accessioning, registering source information foranasweurces, 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 isustomizable to local work settings, and it can be implemented as sattaed

desktop application, a multiser networked application, or a mulkipository networked application.

Il nitial funding for the dehasdbénppudedby The Andréewhe Mellanc h i
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
Javal.5.0 1lorJava 1.6.0_7*
CPU: Pentium 3, 500Mhz

System Memory (RAM): 128MB
Hard Disk: 100MB free space
Screerresolution 1024x768

=A =4 =4 -4 -4 -4

Mac

Operating System: Mac OS X 10.3.9
Java 5 JRE or JDKr Java 6 JRE or JDK
CPU: G3 500Mhz

System Memory (RAM): 256MB

Hard Disk: 100MB free space
Screerresolution 1024x768

=A =4 =4 =4 4 -4

Recommended System Requirements
PC

Operating System: Windows X@er higher)
Javal.6.0_07

CPU: Pentium 4 2.4GHz+ or AMD 2400xp+
System Memory (RAM): 512MB

=A =4 =4 =4



1 Hard Disk: 100MB free space
1 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

=A =4 =4 =4 4 -4

Database Backends

To run the client it is necessary to install a database backend. Currentlyl, fuppors a MySQL5.05.1
(and MySQL 5.x for AT2.0, update 11 and latei|S SQLServeR005 or an Oracld.0gbackend.

For information about the system requirements for the MySQL database backend, see the database
installation instructions, available &ittp://archiviststoolkit.org/support/DownloadSerer the MySQL
documentation dtttp://dev.mysqgl.com/doc/refman/5.0/en/mystistermulti-hardwaresoftware
network.htmlandhttp://dev.mysql.com/doc/refman/5.0/en/faggsatcluster.html#gandaiter@6-10-7.

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

For Oracle installation, sddtp://www.oracle.com/database

Overview of features

Features

Recording accessions

Tracking sources / donors

Controlling basic authoritie®r names andubjects

Describing archival resources and digital objects

Managing locations

Importing legacy data istandardzed formats (MARG&ML and EAD including batch import for
EAD files) and norstandard formats (accessions XML or-tidimited data files)

Interface customizations

Support for MySQL, MS SQLServer, and Oracle backends

=A =4 =4 =4 A -4

=A =4

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

Accessiorproduction report

=A =4 =4 =8 -4 4 -4 4


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

Accessions acquired

Accessions cataloged

Accessions not cataloged

Accession intellectual property status

Accessions with rights transferred

Accessions processed

Accessions unprocessed

Accession inventory

Accession processing plan

Accessons with deaccessions

Accessions with linked names and subjects list
Location shelf list/locatins with resource or accessi@tord(s)
Name record(s)

Names list

Names with accession(s)

Names with resource(s)

Names with resource(s) and accession(s)

Names \ith nonpreferred 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)

Resurces with deaccession(s)

Subject record(s)

Subiject(s) with linked accession(s) and resource(s)
Repository Profile Report

Locally-creaed Jasper Reports

=8 =4 =4 =4 4 -8 -4 - -8 -8 -8 8 a8 f of o oa oA s e

The Archi vislcense Tool kit

Archivistsd Tool kit
Copyright (c) 20062009 Five Colleges, IncNew York University, and UC Regents
Licensed under the Educational Community License version 1.0

The Ar chi v iscludng soffware,|sduricet code, documents, or other related items, is provided by
the copyright holder(s) subject to the termshef Educational Community License. By obtaining, using
and/ or copyi ng tvhyeuagreedhatiyouihave read, understahdk and will comply with the
following terms and conditions of the Educational Community License:

Permissiontouse,copmodi fy, merge, publish, distr ivandite, ar
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 thenollong on ALL copi es of t
Toolkit™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.

1C



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

-Notice of any changes or modnclddingtizetdatesthe shaiges werdh e A
made.

-Any modi ficati ons ®ihusttbddisibued m Buchvaimarner é&s toTavom by i t
conf usi on wi tTholkit“bfé¢he dopyaeghtiholders.t s 6

THE SOFTWARE IS PROVIDEDG A S , WISHOUT WARRANTY OF ANY KIND, EXPRESS OR
IMPLIED, INCLUDING BUT NOT LIMITED TO THE WARRANTIES OF MERCHANTABILITY,
FITNESS FOR A PARTICULAR PURPOSE AND NOMNIFRINGEMENT. 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 HE 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 coptyimgthe 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, itis by no meangpalrea c e ment f or a repositoryaoos
archival training.

The manual is designed to be a basic |l earning ar

Toolkit™. To the extent it is necessary, any troubleshooting supperaible 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 12pbold 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 italis used for general emphasis.

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

Note:

11



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 takg@hace. 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.). Ther#dferscreen 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.

12



Chapter 2

Acquiring and Installingth e Ar chi vi &t s6 Tool

Overview

The Ar chi vireguiresdothlacleernt &pplitation 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 installati o
Toolkit™. Before downloading and installing the cli
staff must install one of the three database d&adk tlat the Toolkit supports MySQL 5.0, Microsoft

SQL ServeR005 and OracldOgiand configure it to be used with
Instructions for installing and configuring the MySQL database are available at:
http://www.archiviststoolkit.org/support/downloads/InstallGuidelines. putructions 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 witinoDB tables enabled iMySQL.
This is required for the AT. To solve this problem, editamppmysghbin\my.cr,
commenting out théskip-innodd line and uncommenting the other innodb
configuration lines. Then restart thySQL service, and the installation should go
smoothly.

Acqguiring the Armhivistso Tool k

You can download the client application fortheAr i vi st™ab Tool kit
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 Mache version 1.%r 1.6running on your computer, select the
link for the version without Java VM, which will install the AT client without J8\M. 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 tke 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/

|l nstalling the Archivistsd Tool

After downl oading the i nst actlienaapplication, fou must eecute
the installation process following these instructions:

1. Launch the installation process:

For Windows, doublelick installArchivistsToolkit.exe or for MacOS X, double
click installArchivistsToolkit .

Notes:

1 Requires Mac OS X 10.4 or later.

1 If you do not have Java Virtual Mchineversionl1.6 orl.5installed, be sure to
downlcad the package that includes Java.MMincertain, download the package that
includes Java VM.

1 The compressed installer should be recognize8tbifit Expander and is
automatically expnded after downloading. If it is not expanded, you can expand it
manually using Stufflt Expander 6.0 or later.

2. An I nstall Anywhere window wi || appear,
Toolkit icon.

InstallAnywhere

g [nztallnmahere iz preparing to install ..
= |

[IIIIIII ]

Cancel

[C] 1997-2008 Macravizsion Europe Ltd, anddor M acrovizion Carporation

An installation window will open.

14
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Chapter 2

¥ Archivists” Toolkit 1.5

InstallAnywhere will guide you through the installation of Archivists'
Toolkit 1.4

Itis strongly recommended that you quit all programs hefore
continuing with this installation.

Click the '™ext' hutton to proceed to the next screen. Ifyou want to
change something an a previous screen, click the 'Previous' button.

You may cancel this installation at any time by clicking the 'Cancel’
hutton.

. Frevious
! button.

Read the license informatiomqvided scrolling down through the full text of the licen#e
you accept the terms of the license, sdlecicept the terms of the License Agreement

and presthe!. If not, you canCancelthe installation process and the Toolkit
will not be installed

e

After reading the introductory information, press

1 Archivists' Toolkit 1.5

Installation and Use of Archivists® Toolkit 1.5 Requires
Acceptance of the Following Agreement. Please scroll to the
hottom to read the entire agreement.

Archiwists' ToolkitTH

([

Copyright (c) 2006; Fiwe Colleges, Inc., New York
Uniwversicy, and UC Regents

Licensed under the Educational Community Licehse
wersion 1.0

This Original Work, including software, source
code, documents, or other related items, is being
provided by the copyright holder(s) subject to the

(:} | accept the terms of the License Agreement

@ | do NOT accept the terms of the License Agreement

Cancel

15



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 l&xwtisgy a different folder.

Pres! when you have selected the desired folder.

Note: The Mac installation presumes the user is logged onto an administrator
account. To install on a neadministrator account, change the default directory
to a directory theiser is allowed to modify.

v Archivists® Toolkit 1.5

-1* Tntrot

iil_h:: Where Would You Like to Install?
1B oD |C:'|,F‘rogram Files\Archivists' Toolkit 1.5

[ Restore Default Folder H Choose... ]

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

Lot Jputon

1€



Chapter 2

1 Archivists” Toolkit 1.5
f ¥ fl.

7 h.rti L

Where would you like to create product icons?

(¥ In a news Program Group: |.ﬁ.rchivists' Toolkit 1.5 |

(" In an existing Program Group: |.ﬁ.ccessaries |

(" In the Start Menu

() On the Desktap

(7 In the Quick Launch Bar

Other: Choose...
o

() Don't create icans

[] create Icons For all Users

Note: After the Toolkit has been installed on an administrator account there
are two options for setting up aliasesrnradministrator accounts for Mac
users:

1. Launch the application from the radministrator user account. Right
click on the application in the dock and

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 ‘ button to finish the installation
process.

17



%1 Archivists’ Toolkit 1.5

Please Review the Following Before Continuing:

Product Name;
Archivists' Toolkit 1.5

Install Folder:
ChProgram Filesvarchivists' Toolkit 1.5.0

Shortcut Folder:
Do Mot Install

Disk Space Information (for Installation Target):
Required. 45,516,340 bytes
Avallable: 41,808 556,032 bytes

Note: CancelinghelInstall 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

comilete, a message will appear aading that the installation has completed. Press
to close the installation window.

W Archivists’ Toolkit 1.5

fongratulations! Archivists' Toolkit 1.5 has been successfully installed o

Ci\Program FileshArchivists' Toolkit 1.5.0

Press "Done” bo quit the installer,

ere by Macr

Cancel

18



Chapter 3
Archi vi st™Basicool ki t

Overview

This chapter i ntr odwuicteface dndhmsicAaatarési Ihvdessribes gartimgoand K i |

logging intothe application and working with Toolkit records.

Getting started

Starting the Ar™hivistsd Tool kit

Launching t he m™eperds uponsviher §ou Those to kocate Toolkit shortcuts during
the installation process. For all platforms:

1 Double cick the Toolkit icon on your desktop.
T Open the Toolkit from the folder in which you installed the application.

For the MAC platform:
1 Create a Toolkit alias installed in the dock, and then click on it.
For the Windows platform:

1 Select the Toolkit from wittm the Programs menu.
1 Select the Toolkit from the Start menu.
1 Double click the Toolkit icon in the Quick Launch bar.

Establishing the database connection

Thefirst time the Toolkit is started, a window opens, requesting connection information for the
databae. 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 Tool kitds databas:



Administration Connection Settings

Database Properties
Caonneckion LRL jdbe:mysql: fflocalhost: 3306 Archivists Toolkit

Usernarne
Password |

Database Type My SOL A

o] 4 ] [ Cancel

On subsequ# launchings of the application, ti®nnection Settingswindow will be bypassedThe
connection settings only need to beerdered when the location of the targeted backend database
changes, typically because the database has been moved or a diitabase 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 usename established for the database installation.
3. Password The valid password for ifiusername.

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

Note: The username and password for the databas¢tise same as the username

and password that is used on a regular basi
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 launchihg o
application (if you are running multiple instances of the Toolkit, for example), press
the Select Serveibutton from the login window (displayed in the next section)

Frequently users will work with multiple databases. Now it is possible to saeeediffconnection
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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Chapter 3

Administration Connection Settings
Database Properties
Connection LIRL Fdhc:mysql:,l',l'clev.archiviststoulkjt.org:3306,!'.0.T_S.C\NDBO><1_5_9 w |
Username | atuser |
Password | FEEHEEEEE |
Database Type |M‘fSQL w |
[ Save ] D Ok ] [ Cancel ]

Enter the database pr oparWhenaehe coaneation sektings windawms t h e
opened again, the dragopwn menu will display all Connection URLs that have been previously saved

Administration Connection Settings
Database Properties
/\
Conneckion URL dbciriysqgli/fdev., archiviststoolkit, org: 3306/AT_SANDEOX1_S5_9 "
UBEREmS jdbcimysal:ffdey, archiviskskoolkit, org: 3306/AT_SAMDECK1_5_9
jdbeimysal:fflocalhost; 3306/1_5_9
Password jdbcisglserver:ff128,122,90,55:1059; databaseMame=atk1
Database Type MySOL A
[ Save l [ [a]'4 l [ Cancel
Logging in

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

all 3

Lsernanme | |

Passward

[ Select Server ]’ Cancel ] ’ Login ]
———

Enter your userame and passwd and preskogin, or pres€ancelto stop the application from
initializing. User names are not casensitive; passwords are caansitive.
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Note: TheUser NameandPasswordshould be provided by the person who

install ed t he Tohepeksontmarmaging the Todlké imgour or by t
repository. For information about creating new user names, see Chapter 5.

Becoming familiar with™interlaceAr chi vi stso6 T

The applicationds initial screen amnaryAlrssreewhen
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 informatiat the bottom of the screen.

@l Archivists' Toolkit - 1.5.0

File Import Sstup Reports Help

La
[ nes ! Zone |
g Subjects

. Search m List All n Mew Record D Reports u Delete Merge r ALY SN RS |
. € Menu/Command
4

Arcessions 0 Record(s)

Resources Sort Marne Marne Type Source Rules

Navigation
Zone

List Screen Display

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 leftahteereen.
Repository, locatiorand user records, however, are available througBétep menu.Each of these

records and their sutecords is described more fully in subsequent chapters.
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Chapter 3

Briefly, the records are:

Repository record

For identifying he repository having custody of the resources described. Includescsutds 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 nmaging 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 locatia.

Accession record

For recording accessions and basic collection management data.
Resource record

For describing an item or collection of items in a standard #avél manner.

The resource record contains gecords for resource components, @babjects, and material
instances (e.g. text vs. microform vs. digital object). Adord is a linked record that can only
be viewed, created, and edited through the primary record.

Name record

For recording the names (personal, corporate bodynahlyfeassociated with accessions and/or
resource as a creator, source, or subject. The name records serve as name headings iuelports s
as EAD, MARCXML, and MODS.

Subject record

For describing topical terms associated with an accession or a reSthebject records serve
as subject headings in exportglsias EAD, MARCXML, and MODS.

Basic components of a record
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, o — ) , §
Title Bar Resolrces

Title: Resource Identifier:

|' | 21| Basic Description | Names & Subjects | Notes Etc. & Deaccassions | Finding Aid Data|
Level v Resource Identifier
Component List T | I Accessions linked to this Resource ID:
| i Title Acosssion Nurbee | Accassion Thls |
ii )
= ]
Wrap in tag... ¥ T
Date Expression | Extant Number |
Inclusive Dates Container Sumrary
segin | end | Data Entry Win dow
Bulk Dates
1% -
Begin | End I
= Instances
Language X Instance Type / | Instancs Label I
Repository Processing Nota |

j =
X Add Inst: Ri Instal
Component Buttons nstance | Remove Instance |

Repository AT

# Changa Repository I~ Internal Only [~ Restrictions Apply
Add N Add [—_]: = Delete Extract Manage Export u Export
Child g Sivling efoct wri RO Component ’ comp. | : Locations I @ EAD I wai® MARC
| Navigation Buttons ! = I <] [ = I = I [ | l DR = W= ! Command Buttons

First  Previous  Next Last Reports Close Save +1

Export
cont. Labels

Title bar

The title bar for each record type appears at the top left of the record with the title of the record
typed e.g Resources, écessions, 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 Tie
component buttons support adding additional compodegither children or siblings, or deleting
components. The order of the component list may be modified tsidgagand drop featurélhe
component list / buttons are discussed more fuli@hapter 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. Nexprevious, 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 &e 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 #| assist/in
tracking record creation and editing activity.
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Basic characteristics of Toolkit records

A record i n t h@magcoatdinianyinembes @ dala@lenhekts (fields). Each element
allows either alphanumeric, Boolean (yes / no), dateumeric data to be entered.

Some alphanumeric fields have didpwn lists containing predefined terms for use in the field. The
repository can modify most of these lists by redefining the lookup list vi@ahégure Application

option on theSetupmenu (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 that sty 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 modifiéslavailable in the appendices.

Some of the records in the Toolkit are muskictione. 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 containbsrecords 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 keyrfctional areas in the ToolKiNames Subjects Accessions
Resource$ may be listed from the initial browse screen. For example, to list resource records, either
double click orResourcedn the left column, or click once dResourcesThe bar across the top of

B List Al

the rightside display zone will then chantgeResources 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 clickAntessionsn the main screen, the bar at the
top of the righthand display zone is green, but if you clickResourcesthe 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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Archivists' Toolkit - 1.5.0

Flle Import Setup Reports Help

Search @ List all n MNew Recard D Reports u Delete Merge @ Expart EAD -. Export MARC LD ST ST |
AR

n Marmes : [

Subjects
At i
LE ces

urce

ecord(s) found For search "list all"

Title Extent Mumber Resource Id Extent Measurement Resource Identifier

Mildred Rackley Simon Papers 10 ALEA 097 ~
Dennis Phillips Papers, 14.25 1 Linear feet M35 0223
Sun & Moon Press Archive, 108.2 Z |Linear Fest M55 0224
Hannes Alfven Papers, 12 3\Linear Fest M55 0225
Harvey Ikano Papers, 38 4 Linear Fest M55 0226
Bethy Freeman Papers, 28.3 S Linear Fest M55 0227
Millerd Family Documents, 0.4 & Linear fest M55 0225
Richard Rubenstein Papers, 0.4 7 Linear fest M55 0229
Dr. Seuss Collection, 197.7 8 |Linear Fest MSS 0230
J. Edward Hoffmeister Papers, 4 9 Linear Fest M55 0231

v

All the records for the aiste 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 scrolltharraght 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 ti&le heading athe topof the title column. This will establish the
column as the active sorting column. Click on Tlitee 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 thagalicto 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 dtegwurce Identifer 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 usingdhégure Application commandgcovered
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 rectNdrfies Subjects Accessionsor Resources.

] n Mew Record .
2. Click on the button on the top of the window.

A new name, subject, accession, or resource record will open on taproath window.
Most of the records are multhbbed, 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 ChaptersE for specific instructions on creating various records in
the Toolkit.

Saving a record

W (5

To save a record, simply clickont *3®  or  “&  putton at the bottom of the record screen.
This saveslathe data that has been added to the record. It will save all data that has been added to
subrecords such as a resource component record or digital object record.

_E! |

If you are entering multiple records, t._*1 button will save the record you are workimgand
open a new record of the same type.

[ |

Clicking the Close  pytton or closing the record using the window close huttahe top right
corner will display the option message dialog.box
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Select an Option

:.?/ Do you wank to save your changes?

[ Yes ][ Mo ][Cancel]

Clicking the button navigates you out of the window and causesddyions 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. Itleilestent number or extent
measuremerns 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 savigee théRecord Validation Rulesappendixfor 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 Chapfe 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.

& | DA

3. Press @8  {o save the changes, ©'"%8 o close the recordf record has not been
modified, the record islased with no messagk.the record has been modified a window

DA

will appearafter pressing th “!9%8  puttonasking whether you want to savediscard
the changesr cancel and return to the open record

Select an Option

““?PJ Lo wou want o save wour changes?

[ Yes |[ Mo ][ Canicel ]

Note: Editing a record may affect output from kakrecords. For example,
changing a subject term changes that term in all of the descriptive ofitput
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 thedqRedom Us e message, O
currently in use by [username]6 is displayed.

Record in Use

@ This recard is currently in use by annie

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 resp printing finding aids, generating repository
profile, importing batch EADs etc.

File Import Setup Reports  Help

. Search @ List all n Mew Record D Reparts ! Delete - Merge @ Expart EAD ' Export MARC LI SEEDED (GHIES

£ vames L % Resourc
Subjects
g.ﬂ\::essmns 9 Recordi(s) found For search "list all*
Lesources Title Extent Number Resource Id Extent Measurement Resource Identifier
Dennis Philips Papers, 14.25 1 Linear Feet MSS 0223 -~
Sun & Moon Press Archive, 108.2 ZLinear feet M55 0224
Hannes Alfven Papers, 12 3 Linear feet M55 0225
Harvey Ikano Papers, 3.8 4 Linear feet M55 0226
Betty Freeman Papers, M35 0227
Millerd Family Documents, Generating Repositary Profile. ., M55 0225
Richard Rubenstein Paper: M55 0229
Dr. Seuss Collection, Processing resource 1 of @ MS5 0230
1. Edward Hoffmeister Pap) MS5 0231

Dennis Phillips Papers,
Accession Processed in 1993
WRITINGS

Notebooks

Cancel

Deleting arecord
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To delete a record:

1.

3.
4.

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@hapter 4. Once you see the record(s) you are
interested in deleting, click on the record entry in the list screen.

E Delete
Press the button.

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

Press to delete the record(s).

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 resoyrce
records linked to the record. The Toolkit will not warn you threkdd 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 resofdhis 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:

f
f
f
f

Resource records may be assignedcmessin 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 usthg 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.

B List Al

Select the functional area containing the records to browse and thénel
button.

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 mrd 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 recor#irst, Previous Next, andLast.

i<ii<an>iiri

First Prewvious Mext Last

As a whole, the functionality of these larit 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 resotes sorted in descending order, Biest button would open the record at the
top of the descending title list, in effect the last title alphabetically, whereasashbutton would
open the last title in the list, or the first alphabetically.

The Previousbutton will open the record that occurs in the list just before the record that is already
open, whereas théext button will open the record that occurs in the list just after the record that is
already open.

To reiterate, what records will be oper®dthe navigation button depends on hbw list of records is
sorted.If the primary sort of resource records isR@source Id then using té navigation buttons will
causdifferent results than if the primary sort is Bitle .
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Searching

Overview

The Ar chi vvipovidestsuppoot tol skarching Name, Subject, AccesarmhResource

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 @oceasd 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 instarmefeygext 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 n Chapter 15

Filtering record lists

Every list may be filtered by typing text into the filter frame locaitthe 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
dispay.

For example, filtering on the number 9 on the list of resources pictured will reduce the list to those
resources i n whiTidehExteri Bumbep Rescarcetd, Extent Measarement or
Resourceldentifier .



&l Archivists' Toolkit - 1.

p R
Search List all nNew Record u Reports ! Delete Metge @ Export EAD '. Expatt MARC UL R RIS |g\ ‘
s
M

Hames
Subjects

4 of 11 Record(s) found For search "list al*

Accessions
Title Extent humber Resource Id Extent Measurement Resource Identifier
Mildred Rackley Simon Papers 744 10 Linear Feet ALBA 097 A
Richard Rubenstein Papers, 0.4 7 Linear Feet M35 0229 .
Dr. Seuss Collection, 197.7 3 Linear Feet M35 0230
J. Edward Hoffmeister Papers, 4 9 Linear feet M55 0231

Filtering on the number®will limit the list to only those resources in which that numeric expression
is contained in the data of the list screen fields.
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