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SECTION 1

Archives

The EMu Archives utility is an extension of the Catalog module.

(6 Enabling the Archives utility in your organization's Catalog module will
require some modest customization of the module by KE Software. Please
contact KE Software (support@kesoftware.com) for details.

Archival description is the process of capturing, collating, analyzing and
organizing any information that serves to identify, manage, locate and interpret
the holdings of an archival institution and explain the contexts and record systems
from which these holdings were selected (Definition from the Society of
American Archivists).

There are a number of Archiving standards and the EMu Archives utility has been
developed in compliance with:

e ISAD(G) - General International Standard Archival description (Second
Edition), maintained by the International Council of Archives (ICA).

e The EAD - Encoded Archival Description - document type definition (DTD),
which specifies the elements for description of archival collections. EAD is
maintained by the US Library of Congress in partnership with the Society of
American Archivists.

The ISAD(G) standard specifies that:

e Archival finding aids (descriptions of archival collections) are hierarchical
and multi-level in their structure.

e Levels of description within finding aids should move from a general
description of the archive at the highest level to a specific description of each
individual ‘record’ or ‘item’ at the lowest level of description.

The Standard presents a set of rules for archival description that seeks to:

1. Ensure the creation of consistent, appropriate, and self explanatory
descriptions.

2. Facilitate the retrieval and exchange of information about archival material.

3. Enable the sharing of authority data.

4. Make possible the integration of descriptions from different locations into a
unified information system.

ISAD(G) names 26 elements that archivists can use within their finding aids to
record descriptive information. There is a preferred structure for any given
description and within the structure the elements are grouped in five (or six)
information areas:
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Archives Tabs

e ldentity Statement: identifies what is being described and says some
significant things about what it is called.

e Context: provides information about the origin and custody of the materials;
background, context and provenance.

e Content and Structure: provides information about the subject matter held
within the materials, its form, and the way it is arranged.

e Condition of Access and Use: informs users about availability.

e Allied Materials: tells users about other materials that are significant to the
ones being described.

e There is a sixth area, Notes, in which anything else of interest not otherwise
catered for is placed.

There has been an increasing need for an encoding standard for producing
machine readable finding aids that would facilitate distribution of these aids via
the internet. This is where the EAD comes in.

The EAD, or Encoded Archival Description, is a developing standard for
encoding archive and library finding aids in the form of an SGML DTD (Standard
Generalised Markup Language Document Type Definition). SGML is a neutral
encoding system that makes it possible to share and reuse information in
documents across software applications and across computing platforms.

Like ISAD(G), the EAD assumes that an encoded finding aid consists of
hierarchically organised information that describes a unit of records or papers
along with its component parts. The EAD standard's document type definition
(DTD) specifies the elements to be used to describe a manuscript collection as
well as the arrangement of those elements. The EAD tag set has 146 elements and
is used both to describe a collection as a whole, and also to encode a detailed
multi-level inventory of the collection.

See also:

e Official Site of the Encoded Archival Description.
e Encoded Archival Description Tag Library, Version 2002: EAD Elements by
Tag Name.
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Archives Tabs

The EMu Archives utility is an extension of the Catalog module. There are a
number of Archiving standards and the EMu Archives utility has been developed
in compliance with:

e ISAD(G) - General International Standard Archival description (Second
Edition), maintained by the International Council of Archives (ICA).

e The EAD - Encoded Archival Description - document type definition (DTD),
which specifies the elements for description of archival collections. EAD is
maintained by the US Library of Congress in partnership with the Society of
American Archivists.

Tabs are grouped together according to each standard:

e To specify ISAD(G), EAD or both in Search mode, select from the Object
Type: (Object Details) Lookup List:

@Cﬂt&hﬂ (1) - Search E"E"E
O 4
Object Type g o] Lookup Selection...
LockFor |
L Brchives EAD H
Obiect Detods™J [}/ chives EADASAD|G)
Obiect Name: § | oyctives 1S4D(G)
Object [
Dbject Status:
Object Rating:
Collaction &
Tille W Ok | 3 Cancel I
Main Tite: |
| Latest |
Summany Crate 1] Crate [2) Frame 1] Frame [2] [tle | Accesson
Search =
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To specify ISAD(G), EAD or both in New mode, select from the Object
Type: (Object Details) drop list:

!:[ECatalngu]‘ - New
Fie Edt Select View Took Tabs Parts Archive Multimedia Window Help

Date Created | Eatest Latest

Slmﬂ\!}' ' '..::.. E B — :.- — :.- -: : oy ':::n": 1 !:_

Mews  Object 1of 1

DE® . 5 2 =% O T TR S Em @B w2
| [ zram
Object Detals

Object Type: ~|  ObjectHame: | 5ol
Object Status: Eubdimﬂm-.-p:|£| 5|
Dbject Rating: Bachives EAD/S

- Anchives |SAD(G)

Accaszzion Details | Object

Aceession Mo Accession D abe: Prwm.ﬁ.c:esmnm;lﬂil

Tithe

M zin Title: [

Crestor Detalls

[ [Creator's Mame Role Dale of B... | Date of D... [ Mationaity | = |l
"

Craation Detait:

Select Archives EAD/ISAG(G) to display all possible archives tabs.
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Tab

Description

Archives

EAD

¥ catalog (1) - Display
Ble Edt Select Wiew Tools Tabs Parts Archive Multimeda Window Help

O - BRD DY BEBRAB « « » o B @ e

|[Bridgewater Estates\Fonds 113]. File. Steward's Accounts |  11mas

Puchives
= % [Bridgewater E slates], Repasilon o ;E.J@
+ I [Bridpewates E states’Fonds 4], Fonds
= i [Biidgewates E states"Fonds 1], Fords
D § [Brdgewater Estates"\Fondz 141 Subdond
= [Bndgewater Estates\Fands 143). Fle, Steward's Accounts
£ [Endgewsler Eststes\Fonds 1030 L Fie
¢ [Bridgewater Estates\Fonds 143410), File
[Bridgewsaber Estales\Fonds 14.3411], File
[Bndgewater Estates\Fondz 143412), File
[Bndgewsater Estates'Fonds 143413). File
= [Endgewsler EststesiFonds 103014], File
¢ [EBrdgewater Estates\Fonds 143415), File
[Bridgewsaber Estales\Fonds 1.V E], File
[Bndgewater Estates\Fondz 143417, File
[Bndgewater Estates'Fonds 143018). File
[Brdgewaler Estates\Fends 1'3419]. File s

s

EEx gENE
L Y ]

e

=

H-#--E-EEEE-E-EE

Lot Wl

Display  Obiect 1 of 1 £

The current record, in this case [Bridgewater Estates\Fonds 1\3], File, is highlighted in red.
Whenever moving through the Archives hierarchy it is a simple matter to return to the current record in the

hierarchy by selecting the Select the current record e button.

See How to use the Archives utility page 23 for details about this tab and how to adjust the position of items
in the Archives hierarchy.

The numerous EAD wrappers, elements and sub-elements are collected in six tabs according to the EAD
standard's broad sections (eadheader, archdesc, etc.) and groups (Profile Description, File Description, etc.).
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Tab Description

EAD Header ¥ catalog (1) - Display

Fle Edt 3Select Wiew Tool Tabs Parks Archive Multimedia Window Help
O . BRD ADY BEEBERBE « « »n CRCRLY
[Bridgewater Estates\Fonds 1\3], File [ 1oz
Object Dietads
Object Type:
EAD Level/Companent File Descnphion
E&D Idantifier |Eiricigewater E slates\Fonds - Title Proper; [Stewand’s decounts
Umit 10: [Pridgewater E states\Fond: * Sub-bitle: |
Fialile [ezciiption Spangor | 21|
Creatior: | Edtion Statement |
Language of Finding Aid| | Publicalion Stalemeri: |
Author of Finding i | B | Note Statement |
Larguage Code: | ﬂ Revision Desciiption
Descriptive Rules: | Revition Date:
Rewvisian: |
Revision By | BB
AR 0 oo [N
Display  Object 1 of 1700 b

Detailed information about each EAD element can be found by following the links below to
The Library of Congress definition:

Level/Component
e EAD lIdentifier

e UnitID

Profile Description
e Language of Finding Aid

e Author of Finding Aid
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Archives

Tab

Description

Language Code
Descriptive Rules

File Description

Revision Description (for information about):

Title Proper
Sub-title

Sponsor

Edition Statement
Publication Statement
Note Statement

Revision Date
Revision
Revision By
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Tab Description

Component T catalog (1) - Display

Ble Edt Select Wiew Tooks Tabs Parts Archive Multimedia Window Help
O . BRD HADY BEEBERE « « »n B R W
[Bridgewater Estates\Fonds 1\3], File [ 1oz
Unit Distaits Physical Details

Repository: | £ Fhysical Description [ #]

EAD ID; |Bridgewater E stalesiFonds 143 bl

Urit ID: [Bridgewater Etates\Fonds 113 Extent: l{12valwncs. 406 items

Level Attibute:  |Fie -] _ Lo

Compenent Levet |3 ﬂ Dimenzions: |

Uit Tithe: | Gene/Fhysicat ﬂ .!J
Uit Dvate: (17241343 _

E asliast [1?21 Pryrsical Facet: |

Latest 1842 Matenal Detais

P Material Spaciic: |

Ornigination b

Ereator 4 28 Abshiact |
PreviousID: %] Language of Material | Language Code |

kg

Display  Cbiect 1 of 1700 b

Detailed information about each EAD element can be found by following the links below to
The Library of Congress definition:

Unit Details
e Repository
« EADID
e UnitID

o Level Attribute (what level in the Archive hierarchy, e.g. Fonds, Series, Sub-fond,
Sub-series, etc.)
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Archives

Tab

Description

o Component Level (See Component)
o Unit Title

e Unit Date

e Origination/Creator

Physical Details
e Extent

e« Dimensions
e Genre/Physical

e Physical Facet

Material Details
o Material Specific

e Abstract

Archives
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http://www.loc.gov/ead/tglib/elements/unittitle.html
http://www.loc.gov/ead/tglib/elements/unitdate.html
http://www.loc.gov/ead/tglib/elements/origination.html
http://www.loc.gov/ead/tglib/elements/physdesc.html
http://www.loc.gov/ead/tglib/elements/extent.html
http://www.loc.gov/ead/tglib/elements/dimensions.html
http://www.loc.gov/ead/tglib/elements/genreform.html
http://www.loc.gov/ead/tglib/elements/physfacet.html
http://www.loc.gov/ead/tglib/elements/materialspec.html
http://www.loc.gov/ead/tglib/elements/abstract.html
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Tab Description

Description F!;.f::ahtlug (1) - Display
Fle Edt 3Select View Took Tabs Parts Archive Multimedia Window Help

O & BRD ADY BEEBERE « « »n B & w

[Bridgewater Estates\Fonds 1\3], File [ 1o

Aschival Description
Biography or Histony:

Custodial History:

Acouisktion Infoimation: [ B
Secope and Content:

Appesizal [nformalicn

Display  Object 1 of 1700 i

Detailed information about each EAD element can be found by following the links below to
The Library of Congress definition:

Archival Description
« Biography or History

e  Custodial History

e Acquisition Information
e Scope and Content

e Appraisal Information
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Tab

Description

Access

% Catalog (1) - Display
Fle Edt 3Select Wiew Tools Tabs Parks Archive Multimedia Window Help

Display  Object 1 of 1700

O E BRRD Ay BEEBBEBE « « » n B @ w
|[B|idnmatef Estates\Fonds 143]. File
Accazs and Use Swstern of Arangement
Restictions on Access Arrangement:
File Plar:
Restictions on Use:
Shorage Information
Frursicald T echnicalt
Othies Finding Asd:
Irechers:
Future Acciuaks
Acciuals:

[ Tz

Detailed information about each EAD element can be found by following the links below to

The Library of Congress definition:
Access and Use

e Restrictions on Access

e Restrictions on Use

e Other Finding Aid

e Index

Future Accruals

Archives
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Tab Description

e Accruals

System of Arrangement

e Arrangement
e FilePlan

Storage Information
e Physical/Technical

Additional FEEZaTaIug (1] - Display
File Edit ZSelect Wiew Tools Tabs Parts Archive Multimedia Window Help
D = BRO MNSY BEBREAEB « « »n B & s

[Bridgewater Estates\Fonds 1\3], File |

BAdditional Infoarmaton
Processing Information:

Bibliography: #|

Prefemed Ciatior: |
Other Descriptive Data Mioker

Related Units of Description
Lacation of Originals: |
Abeniative Form Avalable |
Fielated Material Sepaated Materiat ‘

Display  Object 1 of 1700 A2

Detailed information about each EAD element can be found by following the links below to
The Library of Congress definition:
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Archives

Tab

Description

Additional Information
e Processing Information

« Bibliography
e Preferred Citation
e Other Descriptive Data

Related Units of Description
e Location of Originals

o Alternative Form Available

e Related Material
e Separated Material

Archives
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http://www.loc.gov/ead/tglib/elements/separatedmaterial.html

Archives Archives Tabs
Tab Description
Control ™ catalog (1) - Display
Access Fie Edt 3Select View Took Parts Archive Multinedia Window Help

O L BED MY BEBRBEB « « » m

N annes
Fetzonal Mame:

F armibe M arre:

Corposate Mame:
Geagraphic Mame:

Oithes Mame:

Source;

Mames:

|[B|idnmater Estates\Fonds 143]. File

Display  Object 1 of 1700

Other Azcezs e
#] Gerve/For: | #]
ﬂ Fumchon: ﬂ
£
ﬂ g Decupabion: ﬂ
& Subject &l
o B e [

Detailed information about each EAD element can be found by following the links below to

The Library of Congress definition:

Names

e Personal Name

e Family Name
o Corporate Name

o Geographic Name

e Other Name

16

Archives


http://www.loc.gov/ead/tglib/elements/persname.html
http://www.loc.gov/ead/tglib/elements/famname.html
http://www.loc.gov/ead/tglib/elements/corpname.html
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Archives

Tab Description
e Source
e Names
Other Access Terms
e Genre/Form
e Function
«  Occupation
e  Subject
o Title
ISAD(G) The 26 elements of the ISAD(G) standard are collected in three tabs, across seven areas:

1. ldentity Statement

Context

Content and Structure
Conditions of Access and Use
Allied Materials

Notes

7. Description Control Area

© Ok~ wn

The ISAD(G) standard can be downloaded as a pdf from the International Council of Archives website.
The bracketed number beside the field name is the ISAD(G) reference number for the element.

Archives
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Archives
Tab Description
Identlty ﬁ(:atalug (1) - Display
Ble Edt Zelect Wiew Took Tabs Parts Archive [ultimedia Window Help
D & BRRD ADSY BEBERBEBE « « » n B & W
|[Bridgewates Estates\Fonds 113], File. Steward's Accounts | nms
Object Dietais
Object Type:
[SADIG] Idenkty Statement
Level of Descrption:  [Fle ] Datefs} [1724-1843
Feference Code-  |Bridgewater Estabes'Fonds 143 Eabest |1724 Latest [1843
Tile: | EMmeHmvmm_ltﬁims
#*

Display  Object 1 of 1700

ISAD(G) areas and the relevant ISAD(G) reference:
Identity Statement (3.1):

e Level of Description (3.1.4)

e Reference Code (3.1.1)

e Title (3.1.2)

e Date(s) (3.1.3)

e Extent and Medium (3.1.5)

Context (3.2):
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Tab Description
e Biographical History (3.2.2)
e Archival History (3.2.3)
e Immediate Source (3.2.4)
e Origination/Creator (3.2.1)
Content !iﬁ[ﬁatalug (1) - Display

Fia Edit Zelect Wiew Took Tabs Parts Archive Multimedia Window Help

O BREOD ADY BEEREB « « »n B R W
|[Bridgewates Estates\Fonds 113], File. Steward's Accounts | 1S
Content and Stucture Condiions of Access and Uss
Scope snd Cortert || [Langusge of Matesidl  [Langusge Code |
#
Access Conditions:
Appeatzal Information:
Reproduction
Conditions:
Systam of Amangament Phissical/Techrical
Accruals:
Firnding dids:

Display  Object 1 of 1700

ISAD(G) areas and the relevant ISAD(G) reference:

Content and Structure (3.3):
e Scope and Content (3.3.1)

e Appraisal Information (3.3.2)

Archives
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Archives Tabs

Tab Description

e  System of Arrangement (3.3.4)
e Accruals (3.3.3)

Conditions of Access and Use (3.4)
e Language Material (3.4.3)

e Access Conditions (3.4.1)

e Reproduction Conditions (3.4.2)
o Physical/Technical (3.4.4)

e Finding Aids (3.4.5)

Allied
Materials

¥ Catalop (1) - Display

Fle Edt 3elect Wiew Tool Tabs Parts Archive Multimedia Window Help

D E BRD ASY BEBBRBEB « « »n B & w2

|[Bridnmatef Estates\Fonds 113]. File. Steward’s Accounts

Allied Matedials

Location of Oniginals: |

Location of Copies: |

Related Units:

Publication Mote:

£

Nobes: Ares

Mote:

Descrption Control

Date of Description: |
Archivist's Motec

Rudes or Conventions:

SAD(G) Identbiy

Display  (Object 1 of 1700
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Archives

Tab Description
ISAD(G) areas and the relevant ISAD(G) reference:
Allied Materials (3.5)
e Location of Originals (3.5.1)
e Location of Copies (3.5.2)
e Related Units (3.5.3)
e Publication Note (3.5.4)
Notes Area (3.6)
e Note (3.6.1)
Description Control (3.7)
o Date of Description (3.7.3)
e Archivist's Note (3.7.1)
e Rules or Conventions (3.7.2)
Location See the EMu Help for details
Condition See the EMu Help for details
Valuation See the EMu Help for details
Tasks See the EMu Help for details
Notes See the EMu Help for details
Multimedia See the EMu Help for details
Security See the EMu Help for details
Admin See the EMu Help for details

Archives
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SECTION 2

How to use the Archives utility

How to Search for Archives records

To search the Archives and display records using EAD tabs, ISAD(G) tabs or both
EAD and ISAD(G) tabs:

1. Inthe Catalog module, select the Summary tab.

2. Select the Object Type Lookup List ﬂ button.
The Object Type Lookup List displays:

i Catalog (1) - Search - [B]%]
O 44 - : 2
Object Type S Lookup Selection...

LockFor |
Obiect Detaily | [ISCI=AEN i
. drchives EADASAD|G]
Obiect Name: {5 chives ISADG)
Object |
Object Status:
2
Object Rating:
=
Cobection G
Tille m‘ W OF | x |:ama|| |
Main Title: ]
| Latest |
Surmmany Crate (1] Crate [2] Fi Fi 2] Fi nu
Search y

3. Select Archives EAD, Archives ISAD(G) or Archives EAD/ISAD(G).
4. Add any other values required for your search.
5. Run the search (see the EMu Help for details).

How to add an Archives record

Adding an archives record is no different to adding any other record in the
Catalog module.

What you will notice however is that adding values to many EAD fields will auto-
populate ISAD(G) fields (and vice versa). There is considerable equivalency (or
overlap) between EAD and ISAD(G) elements and adding values to a record
according to one Archives standard will automatically update the equivalent fields
in the other standard.

Archives
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How to use the Archives utility

Archives Tabs

For example, the EAD field Unit Title: (Unit Details) holds the same value as the
ISAD(G) Title: (ISAD(G) ldentity Statement) field, and adding a value to the

former:

i Catalog (1) - Display

Ble Edit Select Wiew Took Tabs Parts Archive Multimedia Window Help
O E BRRD ASY BEBRBEB « « » » B R
[[irn: 27001] L
Urit Dretaits Physical Detals
Roposbeg: | Bl| || Prysica Descripion [4]
EAD ID: Nates:
Urit 1D Exter: #|
Level Attibute: | -]
Dimenzsons: |
Component Levet. | = _
Urit Title: [Evarnple Genie/Physicat | #] ¥
Urit D.ate: | _
E abast — Physicl Facet |
Latest Mateiial Detads |
Diigination/ * Matenal Speciic.:
Creator B 2B Abshiact |
PreviousID:  [#] Language of Mateiial _|Language Code |
k3
Display  Object 1 of 1 i |

automatically updates the latter:

i catalog (1) - Display

Fle Edit Zelect Wiew Took Tabs

Parts  Archive Multimedia Window Help

O & BRO ASY BEBRAB « « » » B@E
[[ien: 27001) [ 27001
Object Details

Object Type: |#actives ISADIG) B

ISAD(G] Identhy Stabement

Level of Descriptionc | - Datefs} |

Reference Codes | Eavhest Latest

Tile: [Exampie EMNMMFI

Object 1 of 1

Display
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Archives Tabs

How to use the Archives utility

How to work with the Archives tab

The Archives tab displays the entire contents of your Archives repository in a
hierarchical view, with the current record highlighted in red:

-2 Catalog (1) - Display
Fle EdR Select Wiew ook Tabs Parts Archive Multimedia Window Help

O E BRDADSY BEBREB « « » ¥ B R N
|[Bridgewater Estates\Fonds 113], File, Steward's Accounts | 1
Lachirves
=% |Bridgewater E slates], Repasilony ¥ _%J@
+ [ [Pidgewates Estabes\Fands 4], Fords
= ) [Biidgswate Estates\Fonds 1] Fonds i
O J [Bridgewater Es \F 1
= [Bndgewster Estates’\Fonds 1%3). Fle, Steward'’s Accounts =
e [Bradgewster Estates\Fonds %ML Fle L
¢ [Bridgewaler Estates\Fonds 153410], Fie 12

[Bndgewsater Estales\Fonds 143411), File
[Endgevsater Estates\Fonds 14341 2], File
[Endgessater Estatez'\Fonds 14341 3], File
| [Bridgewsler Estates\Fonds 1%3014], File
[Bndgewater Estales\Fond: 143415, File
[Bndgevsater Estales\Fonds 14vIWIE] File
[Endgevsater Estates\Fonds 1%3417). File
[Endgessater Estates'\Fonds 153%18], File
| [Bridgewsler Estates\Fonds 1%3019], File s

H- - A -

T R T T BT e

Display Object 1of 1 b

Levels of the repository can be collapsed or expanded as necessary by selecting
the Expand = or Contract = icon beside a Level. There are seven levels to the
hierarchy:

Archives Level of
Icons arrangement of
the unit of
description
o’ Repository
g Fond
- Sub-fond
B Series
| Sub-series
| K|
" File
L Item

Archives
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How to use the Archives utility Archives Tabs

How to rearrange the Repository hierarchy

= catalog (1) - Display
Fle Edt Zelect Wiew Tooks Tabs Parts Archive Multimedia ‘Window Help

0 & BRODADY BEBRBEB « « » » BR K
|[Bridnmm Estates\Fonds 113]. File, Steward’s Accounts | 1125
Lachirves
=% [Bridgewater Eslabes], Aepasilony ~ EJE
+ [ [Bridgewstes Estates\Fonds 4] Foreds
- £ [Biidgewates Estates\Fonds 1], Fonds i
O J [Bndgewater Estates\Fonds 141]. Subdiond IJ
= [Bndgewster Estates’\Fonds 1%3). Fle, Steward'’s Accounts
) [Brdgewster Estates\Fonds 1) Fie ;-_u,
| [Bridgewiater Estates\Fonds 1%3010], File @2
[Bndgewsater Estales\Fonds 143411), File E

[Bridgeseater Estates\Fonds 14341 2), File
[Endgessater Estatez'\Fonds 14341 3], File
= [Bredgewsler Estales\Fonds 10314], File
| [Brdgewster Estates\Fonds 143415, Fie
[Bndgevsater Estales\Fonds 14vIWIE] File
[Bridgeseater Estates\Fonds 1IN 7), File
[Bndgessater EstatesiFonds 1%3418). File
| [Bridgewsler Estates\Fonds 1%3019], File s

H-#- - -EE-E- -
T I T T T D 1 T

Display Object 1 of 1 y

The four buttons to the right of the Archives view are used to return to the current
record and to change the position of items in the hierarchy:
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Archives

Archives Purpose
Buttons
1o Select the current record

A hierarchy can contain many thousands of items; when drilling down through the items it is a simple
matter to return to the current record in the hierarchy using this button.

From this position:

¥ Catalog (1) - Display
Ble Edt Select Wiew Tools Tabs Parts Archive Multimedia Window Help

DL BROD MDY BERB « « » B @ N
|[H|idnm-ut¢r Estates\Fonds 113]. File. Steward’s Accounts | 1125
Puchives

#- . [Bridgeveater Estales\Fords 1523\3). Fie ¥ éj@

H- 2 [Bridgewaler EsalasFomds 1%20304), File

4 [ [Bridgeveater Eslates\Fonds 1'24305), Fie I’

+ ] [Bridgewsaber Estatas\Fonds 1" 2434E). File 13

+ - £ [Bridgevester Estales\Fords 1524347, File

#- 2 [Brdgevester Estales\Fords 152\ 3N8) File :,'3.

H- 2 [Bridgewsater EsalashFomds 1%24303], File iz

=1 [ [Brdgewater Estates\Fonds 14244, File -

¢ [Bridgeveaber Eslatas\Fonds 14244\1). File
1 [Bridgevaater Estates\Fonds 1%2402), File
1 [Bridgeveater Estales\Fonds 12403) File
¢ [Bridgevester EsslashFonds 1'240d), File
' [Bridgeveater EstatesiFonds 1'2%4\5). File
¢ [Bridgeveaber Estates\Fonds 14244\E). File

[Bridgeveaber Estabes\Fonds 15244847, File

41 [F) [Bridgewaler Estales\Fonds 11215, Fle v

Display  Object 1 of 1 i

Select the Select the current record e button to return to the current record in the hierarchy:
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How to use the Archives utility

Archives Tabs

Archives
Buttons

Purpose

i Catalog (1) - Display
Fie Edit Select Wiew Took Tabs Parts Archive Multimedia Window Help

O

BRD NGV EEBRAB

Fuchives

-

- = -

|[H|idnm-ut¢r Exztates\Fonds 113]. File, Steward’s Accounts

¢ [Bridgewaler Estales\Fonds 123N, File
¢ [Bndgewater Estates\Fonds 143410]. File
¢ [Bndgewater Estates\Fonds 143411), File
¢ [Bndgewater Estales\Fonds 14341 2], File
o [Bredgewaler EstatesFonds 180 3], File
¢ [Bridgewaler Estales\Fonds 143414], Fie
¢ [Bndgewater Estates\Fonds 143415]. File
¢ [Bndgewater Estates\Fonds 14 341E). File
= [Bndgewater Estales\Fonds 15331 7), File
= [Bredgewaler Estates\Fonds 1%0E] File
¢ [Bradgewsler Estatas\Fonds 10 9], File
¢ [Brndgeswater Estates\Fonds 14302), File

) [Bndgewater Estates\Fonds 143420, File
= [Bndgewater Estales\Fonds 1%3321], File
¢ [Brdgewater Estates\Fonds 143422]. File

Display  Object 1 of 1

Make the current record a child of the selected record

Select this button to make the current record a child of the selected record:
1. Select the record which is to be the new parent of the current record:

28
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Archives Tabs How to use the Archives utility

Archives Purpose
Buttons

i Catalog (1) - Display
Fie EdR Select View Took Tebs Parts Archive Mutimedis Window Help

D . RED ADY BEBRB « « » ¥ B R
|[Bridgewates Estates\Fonds 113), File. Steward's Accounts | 1
Aachives
= G [Biidgewates Estates’\Fands 1], Fonds ~ =@
+ @ Bidgewate Estater\Ford: 1\ Subdond
+- | [Brdgewater Estates\Fonds 143, File, Steward's Accounts I*
+ [ |Endgewater Estates\Fonds T\1). File 13
# = [Bndgewater Estates’\Fonds 142, File
= £ [Bridpewater Estates\Fonds 2. Fords o
Bl | [Bridgswater Estates\Fand: 241), Subdond i
4+ | [Brdgewsater Estates\Fonds 24142), Senies E

i [Bndgewater Estates\Fonds 2.141), Series

i [Bndgewater Estates\Fonds 24143) Senes

i [Bredgewater Estates\Fonds 23104 Senes

w [Bradgewister Estates\Fonds 21142) Series

o [Brndgeswsater Estates\Fonds 24145), Series

+ @ |Endgewater Estates\Fonds 241]. Subdond

+ @ [Bndgewater Estates\Fonds 242]. Subdond

# @ [Bidgewster Estates\Fonds 243) Subriond s

¥ -

Display  Object 1 of 1 b

2. Select the Make the current record a child of the selected record G button.
A message displays requiring confirmation of the move:

KE EMu (Artdemo)

J.-’;! Confirm movensent of [Bridgewsater E states\Fonds 193], Fibe, Steveard's Accounts o become a child of [Bridgewater E states\Fonds 241], Sub-fond.
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Archives Purpose
Buttons
3. Select Yes X5 1o proceed with the move.
The current record is made a child of the selected record (and all numbering is automatically
updated):

E‘ Catalog (1) - Display
Fie Edit Select Wiew Took Tabe Parts Archive Multimedia Window Help

D & BRODMNDSY BEBRAB « « » » B @
|[Bridgewater Estates\Fonds 2\146]. File, Steward's Accounts [ 1ms
Lachrves
=% [Bridgewates E states], Reposilan 5 EJE*I
+ B |Bridgewsates Estates'\Fonds 4], Fonds
+ [ [Biidpewates Estates\Fonds 1], Fonds =
= [ |Bidpewates Estates’\Fond: 2]. Fonds T3
2\Fonds 241). Sub-fond -
# 4 [Brdgewster Estales\Fonds 211\2) Series i
o [Brdgewater Estates\Fonds 2414 Series i

i [Brdgessater Estates\Fonds 24143), Series

i [Bndgewater Estates\Fonds 24144, Senies

4 [Bndgewater Estates\Fonds 24142). Senes

i [Brdgewater Estates\Fonds 23145) Senes

B [Bridgewater Estales\Fonds 2\1MEL File, Stewand's Aecounts
+ @ [Brdgewater Estates\Fonds 241). Subdond

+ [ [Bndgewater Estates’\Fonds 242). Subdond
-

¥
¥
*
+
+
+

B [Bidgewater Estates\Fornds 23] Sub-lond
B [Bidoewater Estates' Fonds 244) Subdond

Display  (Object 1 of 1 I

E Move the current record above the selected record

Select this button to move the current record above the selected record:
1. Select the record above which the current record will be moved:
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How to use the Archives utility

Archives Purpose
Buttons
= catalog (1) - Display
Ble Edt Select WView Tools Tabs Parts Archive Multimedis Window Help
O & BRD ASY BEBEREB « « » » C T
|[Bridgewater Estates\Fonds 112], File. Steward's Accounts | 1
Buchives
== [Bridgewates E slates], FRepositon EJE}I
+ [ [Bidpzwates Estates\Fonds 4], Fonds
- [ [Biidgewates Estates’\Fonds 1], Fonds i
+ [l [EBndgewater Estates\Fonds 141]. Subdond b
GRS [Endgewate o\Fonds 15) Fie, Court Records .
+- = [Bndgewster Estates’\Fonds 1) File, Estate Rentals Ch
#- | [Bridgewster Estates'\Ford: 142), Fle, Stewald's Accounts i
+ [ |Biidpewates Estater\Fords 2], Fonds .
+ [ |Bidpewates Estabes’\Fond: 3. Fonds
Display  Object 1of 1 &
2. Select the Move the current record above the selected record * button.
A message displays requiring confirmation of the move:
KE EMu (Artdemo)
J.-".! Corhirn movearent of [Bridgewater E lates\Fonds 142], File, Steward's Accounts above [Bndgewater Estates'Fonds 18], File, Cout Records.
Quo |
3. Select Yesli 1 to proceed with the move.
Archives
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Archives Purpose
Buttons

The current record is moved above the selected record (and all numbering is automatically
updated):

¥ catalog (1) - Display
Fle Edit 3Select Wiew Took Tabs Parts Archive Mullimedis Window Help

O & RBRERD MDY BEBRAB « « » » @ @ K
|[Bridgewater Estates\Fands 110], File. Steward's Accounts | 1
.ﬁ.lcl'i\.laa
“ |Bridgewater E states], Repasitan %J@
+ I [Biidpewates Estates'\Fonds 4], Fonds
= u |Bridgewsates E stabesiFond s I.
0 . [Bndgewater E states'\Fonds 141). Subdond 3
* - [Brdgewaster Estates\Fonds 150) Fie, Stewad's Accounts or
* *‘-. [Biidgewster Estates\Fands T\IL. Fie, Couit Recoids i
+- [ [Bidgewater Estates\Fonds 142). File, Estate Rentals F
« 3 |H||dgewate1 E states’Fonds 2], Fonds =
# [ |Bridpewates E stabes\Fonds 3. Fonds

Display  Object 1 of 1 £

i Move the current record below the selected record

Select this button to move the current record below the selected record:
1. Select the record below which the current record will be moved:
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Archives Purpose
Buttons

I Catalog (1) - Display
Fle Edit 3Zelect Wiew Took Tabs Parts  Archive Multimedia Window Help

D & BRD ASY BERBERBE « « » » B @ W
|[Bridgewater Estates\Fonds 110), File. Steward's Accounts | 1
Rachives
== [Bridgewater E slates], Repasitan éj@
+ [ [Bidpzwates Estates'\Fands 4], Fonds
- [ [Biidgewates Estates’\Fonds 1], Fonds =
+ [ [EBndgewater Estates\Fonds 141). Subdond b
#- | [Bndgewater Estates’\Fonds 10 File, Steward's Accounts
+- = [Bndgewster Estates’\Fonds 1) File, Cout Recoids :,'_'u
CNS [Bridgewater Estates'\Ford: 142), File, Eztate Rentals i
+ [ |Biidg=water Estates\Fonds 2], Fords u
+ [ |Bidpewates Estabes’\Fond: 3. Fonds

Display Object 1 of 1 i

2. Select the Move the current record below the selected record 2 button.
A message displays requiring confirmation of the move:

KE EMu (Artdemo)

J.-".! Confirm movansent of [Bridgewsater E siates\Fonds 100, File, Steward's Accounts below [Brdgessater E states\Fonds 142], Fila, Estate Hentals.

3. Select Yesl Ito proceed with the move.
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Archives Tabs

Archives
Buttons

Purpose

The current record is moved below the selected record (and all numbering is automatically

updated):

!;!;-Eiatetlug (1) - Display

Fle Edt Select Wiew Tool Tabs Parts Archive Multimedis Window Help

L

+

- [Bndgewaler Estates\Fonds 142
« I3 |H|ujgewate1 Estabes\Fonds 2. Fonds
# 3 |Bridpewates E stabes\Fonds 3. Fonds

Display  (Object 1 of 1

File, Stewiand's Becounts

D - BRODAOSY BEBBB - B R K
|[Bridgewater Estates\Fonds 112], File. Steward's Accounts | 1
Alcﬁ\.laa
** |Buidgewater E slates], Fepasilan é]@
+ [ [Bridgewater Estates'\Fonds 4], Fonds

= |Bridgewsates E stabesi\Fonds 1 s I.

+ @ [Bndgewater Estates\Fonds 141). Subdond T3

= [Endgewater Estates\Fonds 150]. Fle, Cowt Recods -

= [Bndgewste Esme:\Fmds‘I'ﬂI.Fie Estate Rentals %
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