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[bookmark: _Toc218861689]Part I: Overview and Introduction
[bookmark: _Toc218861690]Overview: ArchivesSpace Application and its Governance
[bookmark: _Toc218861691]Scope of User Manual
What’s covered
What is ArchivesSpace?
HARC ArchivesSpace policies and procedures.
Creation of Accession records.
Creation of Resource records.
Creation and management of Agent and Subject records, and how to link them to Accession and Resource records.
Recording and management of physical locations within a repository.
Production of description output files in standardized data structures such as EAD and MARCXML.
Application of a content standard, in this case DACS, where applicable, to determine the kind and form of data recorded in an ArchivesSpace record.
Technical and administrative issues relevant to managing your ArchivesSpace repository at HARC.


[bookmark: _Toc218861692]An Introduction to ArchivesSpace
[bookmark: _Toc218861693]ArchivesSpace is:
An open source, online database application to support basic collection management, archival processing, and production of access instruments, including finding aids and catalog records.
Governed by a membership community.
An application that promotes data standardization:
Informed by DACS, the U.S. national content standard for archival description, and also informed by international archival descriptive standards – ISAD(G) and ISAAR (CPF).
Supports the use of data value standards for subject headings, dates, languages, and other descriptive data.
Supports exports into common data structure standards: EAD, MARCXML, Dublin Core, MODS, METS.
An application that promotes efficiency:
Integrates a range of archival functions.
Facilitates repurposing of data.
Automates encoding and reporting.
[bookmark: _Toc218861694]Governance of ArchivesSpace at HARC
ArchivesSpace at HARC is managed by the Archivists. The system supports the following goals:
The implementation and maintenance of ArchivesSpace as the main archival management system at HARC;
The establishment of policies and practices that support HARC’s archival mission;
The development and documentation of local implementation standards that accommodate local needs while maintaining data consistency and interoperability;
The development and documentation of policies that support data integrity and quality;
The coordination of local implementation standards and policies with other archival repositories when possible.
HARC’s ArchivesSpace implementation consolidates collections from multiple women religious congregations into a unified system, keeping each repository as a distinct entity to preserve their collections and allow cross-collection discovery and standardization.


[bookmark: _Toc218861695]Overview
[bookmark: _Toc218861696]Staff Interface
ArchivesSpace has two user interfaces--the staff interface and the public user interface (PUI). Staff must log into the application to access the staff interface. Different staff members may have different levels of permissions to create, edit, or view different records. Staff should not share their credentials with other staff.
Components of the Main Screen:
1. Main toolbar – includes the following functions:
· System: Lets users with high enough permissions manage repositories, global settings, users, and more.
· Create: Allows creation of any of the major record types.
· Browse: Allows browsing any of the major record types.
· Plug-ins: Access to extended features such as container management.
1. Repository drop-down: Allows navigation to all repositories available to the logged-in user.
1. Create drop-down menu – includes record types:
· Accession, Resource, Digital Object, Subject, Agent, Location, Event, Assessment, Classification
1. Keyword search and Advanced Search functionality.
All of the record types for the Create option can be created independently of any other record and subsequently linked to other records. For example, subject and agent records can be created in advance of their linking to material description records.


[bookmark: _Toc218861697]Record Template
Navigation panel
When creating a new record via the Create drop-down menu, the navigation panel on the left side of the ArchivesSpace staff interface provides a snapshot of the major high-level sections of an ArchivesSpace record.
Clicking on any section of the navigation panel takes the staff user directly to the ArchivesSpace data fields associated with that section.
Rollover texts
Rollover texts are associated with almost all of the labels in the ArchivesSpace records; hover your mouse over a particular heading or label to see the rollover text (tool tip).
Records and sub-records
ArchivesSpace uses the terminology “records” to describe parts of the application where the staff user can record various archival functions.
Repository record
Provides information about the repository having custody of the resources being described. At HARC, each participating religious congregation maintains its own Repository record within the shared ArchivesSpace instance.
User record
Allows individual staff users to have ArchivesSpace accounts with varying levels of permission.
Accession record
Records information documenting the accession transaction and can include information about physical, intellectual, and legal control over acquisitions.
Resource record
Describes a unit of materials managed according to archival principles. Resource records can be single or multi-level records as defined in ISAD(G) and DACS.
Digital Object record
The place for technical and administrative metadata about digital objects.
Subject record
Describes the principal themes or topical contents of the records being described.
Agent record
Describes persons, families, or corporate entities that have a specified relationship to the records being described. For HARC collections, agents frequently include religious congregations, individual sisters, and organizational units within congregations.
Classification record
Used to create or edit a hierarchy of record groups, subgroups or fonds.
Location record
Describes any storage locations where a repository stores archival materials.
Event record
Describes an action involving a selected object in the archival repository.
Each ArchivesSpace record has available to it several sub-record types:
· Dates sub-record
· For recording types of dates about the material being described.
· Extents sub-record
· For recording the extent for the whole or parts of the described material.
· Notes sub-record
· For recording notes, provide a more detailed description.
· Rights sub-record
· For indicating the rights status of the material being described.
· Deaccessions sub-record
· For indicating materials removed from an accession or collection.
· Collection Management sub-record
· For recording information about the work on the materials.


[bookmark: _Toc218861698]Data Entry Considerations
When multiple users edit a record at the same time
ArchivesSpace resolves conflicts with the “first to save wins” method. Remember to save frequently when editing records that others may want to edit as well.
Required data fields
ArchivesSpace marks required fields with a red asterisk and bold type. Conditionally required fields are marked with a gray asterisk.
EAD tagging within data fields
Within Notes sub-records and several other fields, ArchivesSpace provides an auto-complete function for EAD tags. Type “<” to invoke the auto-complete function. Be careful when adding EAD tags, since mistakes can invalidate the resulting document in EAD export.
Special characters
Special characters can be input directly as UTF-8 Unicode using typical Mac or Windows keyboard commands.
Punctuation
ArchivesSpace does not supply any end punctuation after text entered within data fields. Include punctuation inside data fields as needed.
Supported Browsers
Use a current version of Firefox, Chrome, Safari, or Edge.


[bookmark: _Toc218861699]Part II: Repository and User Management
[bookmark: _Toc218861700]Repository Records - Functional Overview
A Repository record serves two basic purposes: 
1. to store information for later output and 
2. to demarcate the data of one repository from that of another. 
At HARC, each participating religious congregation maintains its own Repository record within the shared ArchivesSpace instance, allowing each congregation to maintain distinct collection identifiers and branding while benefiting from shared infrastructure.
NOTE: To perform any tasks related to managing Repository records, you need to be signed in with a System Administrator account.
[bookmark: _Toc218861701]Creating and Managing Repository Records
When creating a Repository record, only two data fields are required:
Repository Name: The full name of the congregation or organization.
Repository Short Name: An abbreviation or acronym shown in most places in the interface.
Enhancing a Repository record
1. Enter detailed additional information, including Organization/Agency Code, Country, Home Page URL, Branding Image URL, and Contact Details.
2. After editing, save your information by clicking Save Repository.


[bookmark: _Toc218861702]User Records and User Management
[bookmark: _Toc218861703]Functional Overview
A user record is created for each user of ArchivesSpace, and permissions are managed by the archivists. User records should not be deleted; accounts of departed staff are deactivated.
[bookmark: _Toc218861704]HARC ArchivesSpace User Management Policy
This policy governs:
The creation, management, and deactivation of user accounts
The granting and revocation of privileges
The authentication by which users connect to their accounts
Access Control
Access is primarily limited to users with HARC or Saint Mary’s credentials who require access for their work.
External users may be granted access on a case-by-case basis.
The Lead Archivist has system administrator permissions.
Accounts should never be deleted; inactive accounts are deactivated.
Accounts are reviewed annually for inactive users.


[bookmark: _Toc218861705]Part III: Physical and Container Management
[bookmark: _Toc218861706]Location Records
[bookmark: _Toc218861707]Functional Overview
Location records describe storage locations--shelves, drawers, file cabinets, etc.--where archival materials are stored. They track both permanent and temporary locations.
Location records use a coordinate system. Coordinates have labels (e.g., “Shelf”) and indicators (e.g., “1”). It is important not to have labels and indicators in the same field.
[bookmark: _Toc218861708]HARC Locations Guidelines
	AS Location
	Use for
	Example(s)
	Notes

	Building
	Unique building/facility name
	HARC
	

	Room
	Room indicator per building map
	101, A-5
	

	Coordinate Label 1
	Primary location coordinate
	Range, Cabinet
	

	Coordinate Indicator 1
	Number/letter of primary coord
	1, A
	

	Coordinate Label 2
	Secondary location coordinate
	Section, Drawer
	

	Coordinate Indicator 2
	Number/letter of secondary coord
	A, 1
	

	Coordinate Label 3
	Tertiary location coordinate
	Shelf
	

	Coordinate Indicator 3
	Number of tertiary coordinate
	3
	


NOTE: All location coordinate identifiers should be UPPERCASE for consistency.


[bookmark: _Toc218861709]Creating Location Records
Creating single Location records
1. On the main toolbar, click Create, select Location, then Single Location.
2. Record a value for Building Name (required).
3. Enter Coordinate Label 1 and Coordinate Indicator 1 OR a Barcode.
4. Save the Location record.
Creating multiple Location records (batch)
1. Click Create > Location > Create Batch Locations.
2. Enter Building Name in the Base Location section.
3. Enter Coordinate Range values (Label, Range Start, Range End).
4. Preview locations, then click Create Locations.


[bookmark: _Toc218861710]Managing Top Containers
[bookmark: _Toc218861711]Functional Overview
ArchivesSpace allows acting on containers as distinct entities and in bulk. “Manage Top Containers” is available under the gear menu for the repository name.
[bookmark: _Toc218861712]Searching
The manage top container view is both a way to act on containers and a useful search tool. Search fields include:
Keyword search: Searches all fields in the top container view.
Barcode: Searches by barcode of the top container.
Resource: Find by resource name.
Accession: Find by accession.
Container Profile: Find by container profile.
Location: Find by location.
Unassociated Containers: Find containers not linked to any record.
[bookmark: _Toc218861713]Bulk Updates
Selecting top containers:
Select all containers, individual containers, or a contiguous range. Available bulk operations include:
Update Container Profiles: Set container profile information in bulk.
Update Locations: Change locations singularly or en masse.
Rapid Barcode Entry: Enter barcodes for a group of containers at once.
Delete Top Containers: Remove containers (breaks links but doesn’t affect resource records).


[bookmark: _Toc218861714]Container Profile Records
[bookmark: _Toc218861715]Functional Overview
Container profiles provide information about the physical container in which archival materials are housed. With this data, we can calculate how much space a collection occupies.
[bookmark: _Toc218861716]Creating a Container Profile
Click Plug-ins > Manage Container Profiles > Create Container Profile. Enter:
Name: A descriptive name with dimensions in parentheses.
Dimension units: Always measured in inches.
Extent Dimension: Width is always used at HARC.
Depth, Height, and Width measurements (round to nearest inch).
[bookmark: _Toc218861717]Rules for Creating Container Profiles
Container profiles are shared across all repositories.
Search existing profiles before creating new ones.
All containers measured to nearest inch; folders are 0.25 inches high.
For flat boxes and folders, assign width to the longest side.
Container profile names must be unique.
[bookmark: _Toc218861718]Container Profile Names
Use a combination of name type and dimensions. Examples:
flat box (21d 1.5h 25w)
archive half legal (5d 2.5h 16w)
record carton (15d 10h 12w)
[bookmark: _Toc218861719]Custom-Made Boxes
Standard custom box profiles include:
Custom box [vertical octavo, 1" wide] (1" w x 10" h x 9" d)
Custom box [vertical quarto, 3" wide] (3" w x 15" h x 13" d)
Custom box [flat, 18" wide] (18" w x 3" h x 14" d)
Custom box [flat, 24" wide] (24" w x 3" h x 20" d)
Custom box [flat, 36" wide] (36" w x 3" h x 30" d)
For containers larger than 42" wide, assign the 42" profile. For objects not matching standard profiles, use: Object box (#" w x #" h x #" d).


[bookmark: _Toc218861720]Part IV: Accession Records
[bookmark: _Toc218861721]Accession Records
[bookmark: _Toc218861722]Functional Overview
Accession records store information about the receipt and legal transfer of archival materials. An accession may be a single item or an aggregation of materials. It may be the beginning of a new resource or an accrual to an existing resource.
Accession records may be linked to Resource, Digital Object, Subject, Agent, and other Accession records.
[bookmark: _Toc218861723]Creating Accession Records
Required elements in an Accession record:
Identifier
Accession Date
Creating an Accession record
1. On the main toolbar, click Create and select Accession.
2. Enter Accession Date (auto-filled with current date) and Identifier.
3. Click Save Accession.
[bookmark: _Toc218861724]Adding Further Information
Basic Information
Title: Consult DACS for forming titles.
Content Description: Description of material types and topical contents.
Condition Description: Physical condition and handling requirements.
Disposition: Processes for appraisal, destruction, and preservation decisions.
Inventory: List of accession contents.
Provenance: Source information, custodial history. For congregational collections, include information about the sister or unit that created the records.
General Note: Internal notes (not displayed in PUI).
Acquisition Type: deposit, gift, purchase, transfer.
Access Restrictions / Access Restrictions Note
Use Restrictions / Use Restrictions Note
Dates Sub-record
Required fields: Label and Type.
Label: Type of activity the date signifies.
Expression: Natural language date (e.g., "1870 - circa 1879").
Type: single, inclusive, or bulk.
Begin/End: Normalized dates in YYYY, YYYY-MM, or YYYY-MM-DD format.
Extents Sub-record
Required fields: Portion, Number, and Type.
Portion: "Whole" or "Part" of the accession.
Number: Numeric value (e.g., 5, 11.5).
Type: Unit of measurement (linear feet, gigabytes, etc.).
Container Summary: List of container types.
Physical Details: Other physical details.
Dimensions: Physical dimensions.
Deaccessions Sub-record
For materials permanently removed. Required fields: Portion, Description, Deaccession Date.
Material Types Sub-record
Boolean fields to indicate material formats: Books, Maps, Photographs, Audiovisual Materials, Computer Files, Manuscripts, etc.
Payment Summary Sub-record
For purchased accessions: Total Price, Currency, Invoice Number, Fund Code, Payment Date, Authorizer.

[bookmark: _Toc218861725]Spawning Accession Records
1. Click Spawn at the top of the Accession record.
2. Select Accession.
3. Provide new Identifier and Accession Date.
4. Click Save.
Copied sections: Basic Information (except identifier/date), Dates, Extents, Agent Links, Subjects, User Defined.


[bookmark: _Toc218861726]Part V: Resource Records
[bookmark: _Toc218861727]Resource Records: Single-Level
[bookmark: _Toc218861728]Functional Overview
Resources are materials in the custody of an archival repository controlled according to archival principles. ArchivesSpace supports description as an intellectual entity and as physical or digital entities.
[bookmark: _Toc218861729]Creating Resource Records
Two ways to create Resource records: directly in the Resource module, or by spawning from an Accession record.
Required data:
Title
Resource Identifier
Level of Description (collection, series, file, item, etc.)
Language
Extents sub-record
Dates sub-record
Creating a Resource Record
1. From Main Screen, select Create > Resource.
2. Enter Title, Identifier (collection call number), Level of Description.
3. Record primary Language.
4. Check "Publish?" only when ready for publication.
5. Complete Extents sub-record (Portion, Number, Type).
6. Complete Dates sub-record (Label, Expression, Type, Begin/End).
7. Click Save Resource.

[bookmark: _Toc218861730]Spawning a Resource Record from an Accession
1. Open the Accession record.
2. Click Spawn > Resource.
3. Complete the Resource record with mapped data.
4. Click Save.
Mapped elements include: Title, Extent information, Date information, Resource type, Publish status, Content Description (to Scope and Contents), Condition Description (to Physical Description), Agent Links, Subject Links.
[bookmark: _Toc218861731]Notes Sub-records
ArchivesSpace supports 29 note types. Key notes include:
Abstract
Arrangement Note
Biographical/Historical Note
Conditions Governing Access Note (with machine-actionable restriction types)
Conditions Governing Use Note
Custodial History Note
Immediate Source of Acquisition Note
Language of Materials Note
Preferred Citation Note
Processing Information Note
Related Materials Note
Scope and Contents Note
Separated Materials Note
To add Notes sub-records:
1. Click Add Note in the Note section banner.
2. Select Note Type from controlled value list.
3. Optionally record Persistent ID and Label.
4. Enter note text in Content frame.
5. Click Save.
[bookmark: _Toc218861732]Local Access Restriction Types
Local access restriction types provide machine-actionable functionality for managing access restrictions. They are built into the Conditions Governing Access note.
Types include:
Donor/Congregation imposed access restriction: For time-delimited restrictions imposed by law, donors, or policy.
Repository permission required access restriction: For repository-imposed restrictions requiring curatorial approval.
Preservation restriction: For fragile or damaged materials requiring special handling.
Unprocessed materials: For materials not yet arranged and described.
Machine-actionable restriction information is associated with Top Containers and inherited by child components.


[bookmark: _Toc218861733]Resource Records: Lower-Levels
[bookmark: _Toc218861734]Functional Overview
Multi-level descriptions contain a resource record with hierarchical arrangement below it. This hierarchy is shown graphically in the resource record tree.
Component records allow arrangement at various levels: Series, Subseries, File, Item.
[bookmark: _Toc218861735]Creating Resource Component Records
1. From the resource record, click Add Child to add a component below the selected record, or Add Sibling to add at the same level.
2. Complete required fields: Level of Description, plus Title or Dates.
3. Add Instance (container) information if applicable.
4. Click Save Resource.
[bookmark: _Toc218861736]Publishing and Unpublishing Components
The Publish? checkbox controls whether a component appears in the PUI and EAD exports. Unpublished components are marked as internal-only.
[bookmark: _Toc218861737]Adding Instances to Resource Records
Instances link descriptive records to physical containers or digital objects.
Adding Instances:
1. On the Instances bar, click Add Container Instance (for physical) or Add Digital Object (for digital).
2. Select Type (usually "Mixed Materials").
3. Either link to existing container or create new Top Container.
4. Add child container information (e.g., folder number) if applicable.
[bookmark: _Toc218861738]Using the Rapid Data Entry (RDE) Tool
The RDE tool supports repeated entry of component records at the same level with fewer mouse clicks.
1. Select Rapid Data Entry at the top of the multi-level description.
2. Enter data. Level of Description and either Title or Dates are required.
3. Add rows as needed (Add Row or Shift+Return for duplicate).
4. Select Validate Rows to check encoding.
5. Select Save Rows to save.


[bookmark: _Toc218861739]Part VI: Digital Object Records
[bookmark: _Toc218861740]Digital Object Records
[bookmark: _Toc218861741]Functional Overview
The Digital Object record is the place for technical and administrative metadata about digital objects. It can be single- or multi-level with sub-components.
Digital Object records can be created from within a Resource record or independently, then linked to Resource, Archival Object, or Accession records.
[bookmark: _Toc218861742]Creating Digital Object Records
Required elements: Title, Identifier.
6. On main toolbar, click Create > Digital Object.
7. Enter Title and Identifier.
8. Click Save Digital Object.
[bookmark: _Toc218861743]Adding Further Information
Basic Information
Title: The record title.
Identifier: Identifier from referenced system.
Publish?: Whether to publish to PUI.
File Versions
File URI: Required for actionable links. Repeatable but typically use single URI or link+thumbnail pair.
Publish?: Whether to publish file version in PUI.
Use Statement: Indicate use of the file version.
XLink Show Attribute: Select "embed" to embed thumbnail in PUI.


[bookmark: _Toc218861744]Part VII: Agent and Subject Records
[bookmark: _Toc218861745]Agent and Subject Records: Authorities Basics
[bookmark: _Toc218861746]Authorities Overview
ArchivesSpace automates management of authority information through Agent and Subject records linked to Accession, Resource, and Digital Object records.
For HARC collections, verify or create authorized agent and subject records for all access points.
[bookmark: _Toc218861747]Authorities Workflows
Three approaches for using authorities:
Link to a pre-existing authority record.
Establish a new authority from within a record.
Import external authority from LC/NACO Authority File.
Changing an authority record changes it for everyone using ArchivesSpace. Be extremely careful when editing authority records.


[bookmark: _Toc218861748]Agent Records
[bookmark: _Toc218861749]Functional Overview
Agent records identify persons, families, corporate entities, or software with a specified relationship to archival materials (creator, source, subject).
Agent types: Person, Family, Corporate Entity, Software.
Relational modes: Creator, Source, Subject.
[bookmark: _Toc218861750]Creating Agent Records
Required fields vary by type but generally include:
Person
Primary Part of Name (surname)
Rest of Name (forename)
Source or Rules
Sort Name (auto-generated)
Family
Family Name
Source or Rules
Sort Name
Corporate Entity
Primary Part of Name
Subordinate Name (if applicable)
Source or Rules
Sort Name
Before creating, search LC Linked Data Service or Union List of Artist Names for authorized records. Use that data to populate fields.
For persons: Authority ID (URI if available), Source (LCNAF, ULAN, or local), Name Order (Indirect for surname-first).
For HARC staff: Include Biography/Historical note with affiliation and dates of service.


[bookmark: _Toc218861751]Subject Records
[bookmark: _Toc218861752]Functional Overview
Subject records control information about topics, geographic names, genre/form terms, occupations, functions, and uniform titles.
Subject types: Cultural context, Function, Genre/form, Geographic, Occupation, Style/period, Technique, Temporal, Topical, Uniform title.
Use standard thesauri: Library of Congress Subject Headings (LCSH), Art and Architecture Thesaurus (AAT).
[bookmark: _Toc218861753]Creating Subject Records
Required fields:
Subject Source: Thesaurus or controlled vocabulary.
Term: Subject heading or term.
Subject Type: Type of term being recorded.
Creating a Subject record
1. From an Accession or Resource record: click Subjects > Add Subject > Create.
2. Or from main toolbar: Create > Subject.
3. Enter Authority ID (if available from LC Linked Data Service or AAT).
4. Select Source (LCSH, AAT, or local code).
5. Enter Term and Type.
6. Add Term/Subdivision as needed for subdivisions.
7. Click Save Subject.
Subject records are shared across all repositories. Be extremely careful when creating and editing subjects.


[bookmark: _Toc218861754]Part VIII: Assessment Records and Data Exchange
[bookmark: _Toc218861755]Assessment Records
[bookmark: _Toc218861756]Functional Overview
Assessment records contain information about the quantitative and qualitative condition of surveyed material, readiness for reformatting, housing, physical arrangement, intellectual access, and research value.
Assessment records can be linked to Accession, Resource, Resource Component, and Digital Object records.
[bookmark: _Toc218861757]Creating Assessment Records
Required elements:
Link to record(s) being assessed
Surveyed By (agent who performed assessment)
Survey Begin Date
[bookmark: _Toc218861758]Assessment Information
Available ratings (1-5 scale):
Documentation Quality
Housing Quality
Intellectual Access (description)
Interest
Physical Access (arrangement)
Physical Condition
Reformatting Readiness
Conservation issues can be flagged using checkboxes:
Mold, Pest damage, Water damage, Fire damage
Acidic paper, Metal fasteners, Newspaper clippings


[bookmark: _Toc218861759]Linking Records
[bookmark: _Toc218861760]Functional Overview
Linking records adds to the description and assists in the management of archival materials. Links provide access headings for EAD, MARCXML, and METS exports.
Linkable records:
	Context Record
	Can Link to

	Accession, Resource, Resource Component, Digital Object
	Agent, Subject

	Accession, Resource, Resource Component
	Digital Object, Top Container

	Accession
	Resource

	Agent
	Agent


[bookmark: _Toc218861761]Creating and Managing Links
Linking to Agent records
1. In the context record, click Agent Links > Add Agent Link.
2. Select Role (Creator, Source, or Subject).
3. Optionally select Relator to specify relationship.
4. Type agent name to find match, Browse, or Create new.
5. Click Save.
Linking to Subject records
6. In the context record, click Subjects > Add Subject.
7. Type subject term to find match, Browse, or Create new.
8. Click Save.
Linking to Location records
9. From Top Container record, click Add Location.
10. Select Status (usually "Current").
11. Enter Start Date.
12. Type location to find match, Browse, or Create new.
13. Click Save Top Container.


[bookmark: _Toc218861762]Exporting Records
[bookmark: _Toc218861763]Export Formats
ArchivesSpace supports exporting:
Agent records: EAC-CPF XML
Resource records: EAD XML, MARCXML, PDF
[bookmark: _Toc218861764]Exporting Records
1. Find the Agent or Resource record to export (Browse or Search).
2. Click View.
3. Click Download EAC-CPF (for Agents) or Export (for Resources).
4. Select export option:
· Download EAD (include unpublished): Include all notes even if not for publication.
· Download EAD (include <dao> tags): Include digital object instances.
· Download EAD (print to PDF): Generate PDF from ArchivesSpace.
· Download MARCXML: Export MARC record.


[bookmark: _Toc218861765]Importing Records
[bookmark: _Toc218861766]Import File Types
	File Type
	Type of Data

	EAC-CPF XML
	Agent records

	EAD XML
	Resource records

	MARCXML
	Resource, Accession, Names, Subjects

	CSV
	Accession records, Digital Object records


[bookmark: _Toc218861767]Importing Records
1. On main toolbar, click Create > Import Jobs.
2. Select file type.
3. Click Add File and select file(s), or drag-and-drop.
4. Click Queue Import Job.
5. Review import summary and any errors.


[bookmark: _Toc218861768]Part IX: Customizing the Application
[bookmark: _Toc218861769]User Interfaces
The staff and Public User Interfaces can be customized. Repository Managers can provide simple customizations using tools in the staff interface. More extensive customizations can be made through plug-ins.
[bookmark: _Toc218861770]Staff Interface Preferences
Preferences can be configured at global, repository, or individual user level.
To change user preferences:
1. Log on and select User Preference Defaults.
2. Adjust settings for display, publication status, pre-population, columns, note order, material types.
3. Click Save.
[bookmark: _Toc218861771]Setting Default Values
[bookmark: _Toc218861772]Functional Overview
Repository managers and system administrators can set default values for repetitive data. Default values are applied when creating new records but can be edited. Changes to defaults don’t affect previously created records.
[bookmark: _Toc218861773]Setting Default Values as Repository Manager
1. Click Repository Preferences.
2. Activate Pre-populate Records option.
3. Click Save.
4. Open browse list for record type and click Edit Default Values.
5. Enter default values in appropriate fields.
6. Click Save.
[bookmark: _Toc218861774]Applying Default Values as User
Individual user preferences override repository-wide settings.
1. Open User Preferences menu.
2. Check Pre-populate Records? to use repository defaults.
3. Click Save.


[bookmark: _Toc218861775]Part X: Including EAD Elements
[bookmark: _Toc218861776]Adding Mixed Content
Consult the EAD Tag Library (https://www.loc.gov/ead/tglib/index.html) before including any inline EAD elements.
[bookmark: _Toc218861777]Resource / Component Unit Title
To add EAD elements to a unit title, hand-encode the elements.
For preferred title: <title>Preferred Title</title>
For formatting: <emph render="italic">italicized text</emph>
Ensure fields are typed correctly--consult with someone if you have questions about EAD formatting.
[bookmark: _Toc218861778]Notes
When adding EAD elements in a note, use the wrap-in-tag feature or type "<" to show available EAD tags.
For external hyperlinks: <ref href="PUT LINK HERE">LINK TEXT</ref>
For internal links within a finding aid: <ref target="archivesspace_ref_id">link text</ref>


[bookmark: _Toc218861779]Appendices
[bookmark: _Toc218861780]Appendix A: DACS Compliance
DACS (Describing Archives: A Content Standard) is the U.S. national content standard for archival description. HARC follows DACS requirements for creating finding aids.
DACS minimum requirements include:
Reference Code Element (recorded in repository record)
Title
Date
Extent
Name of Creator
Scope and Content
Conditions Governing Access
[bookmark: _Toc218861781]Appendix B: Glossary
Accession: The formal acceptance and documentation of materials into archival custody.
Agent: A person, family, corporate entity, or software with a relationship to archival materials.
Container Profile: Information about the physical dimensions of a container type.
DACS: Describing Archives: A Content Standard.
EAD: Encoded Archival Description, an XML schema for finding aids.
Finding Aid: A descriptive document that provides information about archival materials.
LCSH: Library of Congress Subject Headings.
PUI: Public User Interface.
Resource: Materials in the custody of an archival repository.
Top Container: The primary container (usually a box) that circulates and typically has a barcode.
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