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Identity elements, 156 
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Required elements, 153 
Rules, 154 
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Source, 153 
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Navigation zone, 23 
Next button, 30 
Non-preferred Forms, Accessions & Resources, 
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Bibliography, 115 
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Conditions Governing Use, 117 
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Content, 113 
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File Plan, 118 
General, 119 
General Physical Description, 119 
Immediate Source of Acquisition, 119 
Index, 119 
Label, 113 
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Legal Status, 121 
Location, 122 
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Material Specific Details, 122 
Other Finding Aids, 122 
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Requirements, 122 

Physical Facet, 122 
Preferred Citation, 123 
Processing Information, 123 
Related Archival Materials, 123 
Scope and Contents, 123 
Separated Materials, 124 

Notes, 53 
Notes, etc & Deaccessions tab, 112 
Numeric Indicator, 111 
Oracle, 9 
Output Options, 10, 199 
Personal Names 

Dates, 159 
Direct order, 160 
Fuller form, 160 
Number, 159 
Prefix, 158 
Qualifier, 159 
Rest of name, 158 
Suffix, 159 
Title, 158 

Previous button, 30 
Print screen 

Resources, 139 
Processing Plan, 90 
Processing Priority, 90 
Processing Started Date., 90 
Processing Status, 90 
Processors, 90 
Rapid Data Entry, 104, 108 
Record. See also Location Record; Name 

Record; Repository Record; Subject Record 
Accession, 24 
Basic elements, 26 
Deleting, 29 
Digital Object, 60, 66, 141, 143 
Digital Object Component, 141, 145 
Extent, 97 
Editing, 29 
Linking, 29 
Location, 24, 187 
Name, 24, 151 
Navigation, 30 
New, 28 
Relationships, 138 
Repository, 24, 43, 217,  
Repository, additional elements, 46 
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Repository, required elements, 46 
Resource, 24 
Saving, 28 
Subject, 24, 168 
User, 24, 54 
User, required elements, 56 

Record Components, 24, 100, 134, 142 
Record Lists, 26 

Printing, 28 
Sorting, 27 

Record Validation Rules table, 267 
Reference field, 121 
References, 339 
Remove Default Value button, 222 
Remove Name Link button, 183 
Reordering components, 101 
Reports, 199 

Accession intellectual property status, 91 
Accession inventory, 91 
Accession processing plan, 91 
Accession production, 92 
Accession receipt, 92 
Accession record(s), 92 
Accessions, 91 
Accessions acquired, 92 
Accessions cataloged, 92 
Accessions not-cataloged, 92 
Accessions processed, 92 
Accessions unprocessed, 92 
Accessions wit Deaccessions List, 98 
Accessions with deaccessions, 92 
Accessions with linked names and subjects 

list, 92 
Accessions with rights transferred, 92 
Customization, 260 
Deaccessions, 98 
Finding aid, 139 
Location shelf list/locations with resource or 

accession record(s), 197 
Locations, 197 
Multiple records, 201 
Name record(s), 168 
Name(s) with accessions, 168 
Name(s) with resource(s) and accession(s), 

168 
Names, 168 
Names list, 168 
Names with non-preferred names, 168 
Names with resource(s), 168 

Print screen, 91, 168, 174 
Record list, 28 
Resource, 139 
Resource record(s), 139 
Resource(s) restricted, 139 
Resource(s) with location(s), 139 
Resource(s) with name(s) linked as creator, 

139 
Resource(s) with name(s) linked as source, 

140 
Resource(s) with name(s) linked as subjects 

and with subjects, 140 
Resources list, 140 
Resources with deaccession(s), 140 
Resources with Deaccessions List, 98 
Single record, 200 
Subject record(s), 174 
Subject(s) with linked accession(s) and 

resource(s), 175 
Subjects, 174 
User-defined fields, 93 

Repository Name, 45 
Repository Processing Note, 107 
Repository Profile, 203 
Repository Statistics, 48 

Year of report, 50 
Resource Component Record 

Creating, 103 
Required elements, 104 

Resource ID, 80, 107 
Resource Record 

Creating, 102 
Required elements, 102 

Resource Type, 82 
Restrictions Apply, 108 
Restrictions Apply checkbox, 89 
Retention Rule, 85 
Return Screen field, 259 
Return Screen Order field, 231 
Revision Date, 138 
Revision Description, 138 
Rights Tranferred Note, 89 
Rights Transferred, 88 
Rollover Tips, 236 
Screen shots, 12 
Search, 31 

by accession date, 39 
by date, 34 
by accession date, 39 
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by function, 37 
by instance type, 40 
by location, 38 
by name, 36 
by note type, 40 
by subject, 37  
Linked data, 31 
Linked records, 35 

Search Editor, 35 
Default fields, 297 

Search Operators, 33 
Search Options 

Integer and date fields, 34 
Is Between, 34 
Lookup lists, 34 
Text fields, 33 

Search Settings, 232 
Search Tool, 33 
Select Server button, 22 
Series, 138 
Short Name, 45 
Show Record Count, 243 
Sort Name field, 153 
Sorting, 27 
Sponsor Note, 137 
“Sticky” values, 35, 41 
Subject fields 

Importing, 316 
Subject links 

Removing, 184 
Subject Records 

Creating, 169 
Required elements, 172 

Scope note, 174 
Source, 173 
Terms, 172 
Type, 173 

Subjects 
Assigning, 183 

Sub-records, 26 
Support and development, 337 
System Requirements 

Minimum, 8 
Recommended, 8 

Tab-delimited Accession Files 
Importing, 311 

Terminology, 215 
Title, 82, 105 
Title bar, 25 
Tracking bar, 25 
Typographical conventions, 11 
Unique Constraints table and description, 271 
Upgrades, 337 
Use Restrictions, 89 
User Permissions, 53, 56 

Table, 263 
User Record. See Record: User 
User-defined fields, 87, 254 

Data types, 255 
Rollover tips, 259 

Workbench Meeting Participants 2002, 7 
Wrap in tag, 101, 105, 113, 134 
XML Accession Files 

Examples, 324 
Importing, 319 

 


