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INTRODUCTION 
 
The new BC Archives collection search uses AtoM (Access to Memory), an open-source 
software developed by Artefactual Systems.  It provides a single interface to many of our 
textual, visual, moving image, sound and cartographic records and includes digital objects 
όǎŎŀƴƴŜŘ ƛƳŀƎŜǎΣ t5CΩǎΣ atоǎΣ atпǎύΦ  ¢ƘŜ ƭƛōǊŀǊȅ ŎŀǘŀƭƻƎǳŜ ŀƴŘ ǘƘŜ ƎŜƴŜŀƭƻƎȅ ǎŜŀǊŎƘ 
databases are now accessed separately.  This guide is an introduction to how you can search for 
records on the new system, how to display and interpret search results, how to access them, 
and some comparisons with our old site for long-time users. 
 
!ƭǎƻ ƪƴƻǿƴ ŀǎ ǘƘŜ ά²ŜƭŎƻƳŜέ ǇŀƎŜΣ ǘƘŜ ǎŜŀǊŎƘ ƘƻƳŜ ǇŀƎŜ ƛǎ ǘƘŜ ƛƴƛǘƛŀƭ ŜƴǘǊȅ Ǉƻƛƴǘ ŦƻǊ 
searching the database.  The main features are shown and described briefly bellow.  For more 
detailed information, instructions and explanations see the sections on Searching and Search 
results as well as the Appendices. 
 

 

3 

2 
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          Search Box 
 
This is the main search access point and is located in the header bar on most search pages.   

 
 
It offers three search options: Search (i.e. Basic Search), Advanced Search, and Browse. A brief 
explanation of each is given below.   There is an additional search option ς Quick Search ς once 
you are looking at a record description (see SEARCHING section). 
 

¶ Search (Basic Search) 
 
Enter term(s) directly into the search box (the box with the word Search in it), e.g..  

 
 
The search box searches all archival descriptions (textual, cartographic, images, sound 
recordings and film) and searches by default for any of the terms entered rather than for all of 
the terms. To search for all terms use AND e.g. ravenhill AND arts, to search for a phrase use 
quotation marks, e.g. άƛƴŘƛŀƴ ŀǊǘǎ ŀƴŘ ǿŜƭŦŀǊŜ ǎƻŎƛŜǘȅέ, and to search for a number with a 
hyphen, also use quotation marks, e.g. άa{-нфлтέΦ  Use * as a wild card and ? for a single letter 
or number, e.g. judg*, wom?n. 
 

¶ Advanced Search 

  
 
Click on the άAdvanced searchέ link 
to go to the Advanced Search page.  
It is a structured search which allows 
for searching by specific fields singly 
or in combination.  
 
One or more terms can be entered in 
each search box (as in a Basic 
Search), all fields or a specific field 
can be searched, and the search 
ōƻȄŜǎ Ŏŀƴ ōŜ ƭƛƴƪŜŘ ōȅ άŀƴŘέ άƻǊέ 
άƴƻǘέΦ  !ƴ ά!ƴȅ ŦƛŜƭŘ ǎŜŀǊŎƘέ ƛǎ 
essentially the same as a Basic 
Search. 

1 
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¶ Browse  

 
 
Clicking on the Browse box will open a drop down menu of 
direct links to browse pages for the entity types shown here.   
 
 
 
 
 
 
 
 
 
The Browse menu is also displayed on the far left side of the home page ς see         .  The 
ά5ƛƎƛǘŀƭ ƻōƧŜŎǘǎέ ƻǇǘƛƻƴΣ ŦƻǊ ŜȄŀƳǇƭŜΣ ǿƛƭƭ ǘŀƪŜ you to the first page of almost 97,000 images 
and can be sorted alphabetically by title and identifier or most recent but will not allow you to 
go to a specific point in the set of results.  ά!ǊŎƘƛǾŀƭ ŘŜǎŎǊƛǇǘƛƻƴǎέ ƛǎ ǎƛƳƛƭŀǊΦ  ! .ŀǎƛŎ {ŜŀǊŎƘ Ŏŀƴ 
be perforƳŜŘ ǿƛǘƘƛƴ άtŜƻǇƭŜκhǊƎŀƴƛȊŀǘƛƻƴǎΣέέ {ǳōƧŜŎǘǎέ ŀƴŘ άtƭŀŎŜǎέ ōǊƻǿǎŜ ǇŀƎŜǎΦ  ¢ƘŜǊŜ ŀǊŜ 
also some filter options on most of the browse pages. 
 
  

4 
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          Links to types of records 

 

 
 

This section provides shortcuts to searches (in Advanced Search) limited by type of record, 
known as the General Material Designation (GMD).  Clicking on a link takes you to what is a 
programmed search for all records of that particular type. CƻǊ ŜȄŀƳǇƭŜΣ ŎƭƛŎƪƛƴƎ ƻƴ ά±ƛǎǳŀƭ 
ǊŜŎƻǊŘǎέ ǘŀƪŜǎ ȅƻǳ ǘƻ ǘƘŜ ŦƻƭƭƻǿƛƴƎ ǇŀƎŜ with a list of ALL the visual records descriptions in the 
database. Note the άƎǊŀǇƘƛŎ ƳŀǘŜǊƛŀƭέ ŦƛƭǘŜǊ ƛƴ ǘƘŜ Da5 ōƻȄΦ 
 

   
You can enter a search term or terms to limit the search to specific subjects, etc.  You can also 
change the GMD or leave it blank.  Going directly to Advanced Search, choosing a type from the 
άGeneral material designation,έ and entering search term(s) will yield the same results.  You can 
only select a single GMD or search all of them.  For more information about Advanced Search 
see the SEARCHING section.   
 
         Links to library catalogue and genealogy search 
 

 

3 

The first of more than 

170,000 results, 30 per page. 
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The genealogy database and the library catalogue are not part of the new BC Archives search 
engine and each has its own search rules and methods.  Click on the genealogy database link to 
search for BC vital event registrations (births, marriages, deaths), colonial marriage records and 
baptismal information.  Click on the online catalogue link to search for library material. 
 
         άBrowse .ȅέ ŀƴŘ άtƻǇǳƭŀǊ ¢Ƙƛǎ ²ŜŜƪέ 
 
The άBrowse Byέ menu is the same as the Browse drop down menu in          .   However, this 
display only appears on the home page and the drop down menu is available on most search 
pages. 
 
¢ƘŜ άtƻǇǳƭŀǊ ǘƘƛǎ ǿŜŜƪέ ƭƛǎǘƛƴƎΣ ŦƻǳƴŘ ƻƴ ǘƘŜ ƭŜŦǘ-hand side of the homepage, includes a list of 
links to the 10 most visited resources over the last weekΦ wŜǎƻǳǊŎŜǎ ƭƛǎǘŜŘ ƛƴ ǘƘŜ άtƻǇǳƭŀǊ ǘƘƛǎ 
ǿŜŜƪέ ƳŜƴǳ ƛƴŎƭǳŘŜ authority records as well as archival descriptions.  
 
         Icons  
 

Click on the  icon above the search box to access 
the quick links menu.  Like the search box, it appears 
on most search pages and allows users to navigate to 
the BC Archives search home page as well as Help 
documentation, contact information and the About 
page. 
 
The home page can also be accessed by clicking on the 

 icon.  
 
 
 
  

4 

1 
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SEARCHING 
 
AtoM is a single database based on archival descriptions, reflects the hierarchical structure of 
archival records, and shows the relationship between records and their creators.  The BC 
Archives AtoM-based database contains only descriptions of our archival holdings. The library 
catalogue and genealogy search are now two separate databases each with a different search 
interface.  Links to each are found on the BC Archives Collection Search homepage. 
 
Some of the more important features to note when doing a search on the database are: 
 

¶ Search terms entered into a search box are by default searched with an OR operator (match 
any words) rather than as an AND (match all words) or phrase (exact match) search.   
 

¶ Boolean operators in a search box are case sensitive and must be entered in uppercase, i.e. 
AND, OR, NOT (although the Advanced drop-down menu shows them in lowercase). 

 

¶ All record types are searched by default. It is possible to limit a search or search results to 
one type of record (e.g. textual, graphical, moving images) using pre-defined filters, but not 
to multiple types (other than All types).  Only in Advanced Search is it possible to pre-select 
a material type. 

 

¶ The wild card symbol is * , and the symbol for a masked character (single letter wild card) is 
?. 

 

¶ An identifier or reference code with a hyphen or other punctuation marks  (e.g. accession 
number, catalogue number) must be entered with quotation marks, i.e. as a phrase (e.g. 
άGR-мотнέΣέ i-ллпонέύ.  If entered without quotation marks, the hyphen is ignored resulting 
in ŀƴ άORέ ǎŜŀǊŎƘ ƻƴ ōƻǘƘ ŎƻƳǇƻƴŜƴǘǎΣ ŜΦƎΦ ŀƭƭ ǊŜŎƻǊŘǎ ǿƛǘƘ gr as well as all records with 
1372.  Even with the quotation marks, the search will find any reference code containing 
that number (e.g. GR-1372.1.1, etc.).  Only a search in the Identifier field will limit the 
search to the exact number (see Advanced Search below). 

 

¶ Upper and/or lowercase can be used anywhere except in the Identifier field in Advanced 
Search.  This field is case sensitive.  Entering gr-1372 instead of GR-1372 will yield zero 
results, for example. 

 
See Appendix 1 for a comparison of the AtoM-based Archives Search with the old Archives 
Search.  
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BASIC SEARCH 
 
This is the easiest and most direct way to search for keywords or phrases.  

¶ Enter a single term or combination of terms using Boolean operators (see Appendix 2).  If 
using more than one term (keyword, number, etc.), note that the default search logic is OR 
(i.e. match any words). Suggestions for matching terms will appear as you type as well as 
name, place and/or subject records.  For more information about the type-ahead feature 
see Appendix 3.   Some examples are shown below. 

 

  
 

       
 

Hitting enter or clicking on the search icon will execute the search on all the archival 
descriptions but not on the other categories (e.g. Subjects).   
 

¶ A Boolean search Ƴǳǎǘ ōŜ ǳǎŜŘ ǘƻ ŎƻƳōƛƴŜ ƳǳƭǘƛǇƭŜ ǘŜǊƳǎ ƛƴ ŀƴȅǘƘƛƴƎ ƻǘƘŜǊ ǘƘŀƴ ŀƴ άhwέ 
ƻǊ άƳŀǘŎƘ ŀƴȅέ ǎŜŀǊŎƘΦ   ¢ƘŜ ǎŜŀǊŎƘ ǎǘǊƛƴƎ ŀƭǾŜƴǎƭŜōŜƴ !b5 άŘƻƳƛƴƛƻƴ ǘǊǳǎǘέ, for example, 
yields 1 result in which alvensleben ƻŎŎǳǊǎ ŀǎ ǿŜƭƭ ŀǎ ǘƘŜ ǇƘǊŀǎŜ άŘƻƳƛƴƛƻƴ ǘǊǳǎǘέΦ  ! ǎŜŀǊŎƘ 
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without the AND and the quotation marks yields 2304 results which only need to have one 
of the three search terms present. 

¶ Quotation marks must be used to search on call numbers, accession numbers and other 
ƴǳƳōŜǊǎ ǿƘƛŎƘ ƘŀǾŜ ƘȅǇƘŜƴǎΣ ŜΦƎΦ άƎǊ-мпплέΣ άƛ-01234έΦ  hǘƘŜǊǿƛǎŜ ǘƘŜ ƘȅǇƘŜƴ ƛǎ ƛƎƴƻǊŜŘ 
and the number treated as two separate search terms combined in an OR search. 

¶ Once search results are presented, there is an opportunity to refine them by the search 
filters displayed on the left hand side of the results page.  These include level of description, 
creator, name, place, subject, and media type.  See Appendix 4 for more information about 
this feature.  

 

ADVANCED SEARCH 
 
The άAdvanced searchέ link is found below the search box and appears wherever the search 
box is present.  Advanced Search applies only to archival descriptions, not to authority records, 
subjects and places. 
 
In Advanced Search a search can be structured to build a search with multiple terms and with 
specified fields.  There are filters to narrow a search, either pre-search or post-search. 
 

 
 
A single search term, or multiple search terms can be entered in the first box, ƻǊ άǎŜŀǊŎƘ ŦƛŜƭŘ.έ  
If more than one term is entered in the box the default search logic ƛǎ άhwΦ   hǘƘŜǊ .ƻƻƭŜŀƴ 
operators, e.g. AND (match all terms) as well as ά ά (phrase search), can be used. 
 
The second box has a drop-Řƻǿƴ ƳŜƴǳ ǿƛǘƘ ŀ ƭƛǎǘ ƻŦ ǇƻǎǎƛōƭŜ ǎŜŀǊŎƘ ŦƛŜƭŘǎΦ  ¢ƘŜ ŘŜŦŀǳƭǘ ƛǎ ά!ƴȅ 
ŦƛŜƭŘέΦ  ¢ƘŜ ŦƛŜƭŘ options are shown below.  For more information about each field see Appendix 
5. 
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¶ Title.  Not case sensitive.  Enter keyword(s).  Unless searching for any of the words, combine with 

AND and/or put ƛƴ ǉǳƻǘŀǘƛƻƴ ƳŀǊƪǎ όά άύ ŦƻǊ ŀ ǇƘǊŀǎŜ 

¶ Archival history (aka Custodial history).  Enter keyword(s).  Unless searching for any of the words, 

combine with AND and/or put ƛƴ ǉǳƻǘŀǘƛƻƴ ƳŀǊƪǎ όά άύ ŦƻǊ ŀ ǇƘǊŀǎŜ. 

¶ Scope and content.  Enter keyword(s).  Unless searching for any of the words, combine with AND 

and/or put ƛƴ ǉǳƻǘŀǘƛƻƴ ƳŀǊƪǎ όά άύ ŦƻǊ ŀ ǇƘǊŀǎŜ. 

¶ Extent and medium.  Enter keyword(s).  Unless searching for any of the words, combine with AND 

and/or put ƛƴ ǉǳƻǘŀǘƛƻƴ ƳŀǊƪǎ όά άύ ŦƻǊ ŀ ǇƘǊŀǎŜ. 

¶ Subject access points.  Enter keyword(s).  Unless searching for any of the words, combine with AND 

and/or put ƛƴ ǉǳƻǘŀǘƛƻƴ ƳŀǊƪǎ όά άύ ŦƻǊ ŀ ǇƘǊŀǎŜ. 

¶ Name access points.  Enter keyword(s).  Unless searching for any of the words, combine with AND 

and/or put ƛƴ ǉǳƻǘŀǘƛƻƴ ƳŀǊƪǎ όά άύ ŦƻǊ ŀ ǇƘǊŀǎŜ.  Note that names of individuals in this field are 

generally inverted. 

¶ Place access points.  Enter keyword(s).  Unless searching for any of the words, combine with AND 

and/or put in quƻǘŀǘƛƻƴ ƳŀǊƪǎ όά άύ ŦƻǊ ŀ phrase. 

¶ Identifier (call number, accession number, etc.) e.g. GR-1371, I-67967.  Case sensitive. Not necessary 

to enclose in quotation marks in this field only.  Only the record with the exact number entered will 

be retrieved, not any lower level records.  Can enter a series of numbers to retrieve multiple items, 

e.g. H-00855 H-00856 H-00857 H-00858; or: C-09228 D-03209 D-05920. 

¶ Reference code (item number) e.g. GR-1372.1.1.   Not case sensitive but number must be in 

quotation marks.  Can enter a series of numbers (in quotation marks) to retrieve multiple items, e.g. 

άgr-лпнфΦмнсмέ άƎǊ-лпнфΦмонпέ ƎǊ-лпнфΦмтсрέ άƎǊ-лпнфΦмттфέ 

 
If you are not sure of which field your search terms are likely to be found in, use the default 
ά!ƴȅ ŦƛŜƭŘέΦ  Note that not all fields that are searchable are listed, e.g. notes fields.  These fields 
ŀǊŜ ǎŜŀǊŎƘŜŘ ƛƴ ŀƴ ά!ƴȅ ŦƛŜƭŘέ ǎŜŀǊŎƘΦ /ƭƛŎƪ ƻƴ ά!ŘŘ ƴŜǿ ŎǊƛǘŜǊƛŀέ ŀƴŘ ǎŜƭŜŎǘ ƻƴŜ ƻŦ ǘƘŜ .ƻƻƭŜŀƴ 
operators to build your search.   
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The search filters can be activated either before the search is executed or afterwards.  
Selections are made from a drop-down menu (default = any, one per category).  For more 
information about the filters and menu options see Appendix 4. 
 

Click on the search button to execute the search.  The άResetέ button clears both the search 
terms and the results. In the example below,  the search for ravenhill in the Title field was 
limited to ǊŜǎǳƭǘǎ ǿƛǘƘ ά5igital objects ŀǾŀƛƭŀōƭŜέΣ ƛΦŜΦ ŘŜǎŎǊƛǇǘƛƻƴǎ ǘƻ ǿƘƛŎƘ ŀ ŘƛƎƛǘŀƭ ƛƳŀƎŜΣ ǘŜȄǘ 
or special media is attached. 
 

 
 
BROWSE SEARCH  
 
The browse search in AtoM is accessed through the 
άBrowse Byέ section on the homepage or by clicking on 
the Browse menu button to the left of the Search box 
found on most search pages.  There are five options 
(shown here), of which only the second, third and 
fourth provide the ability to go to a specific point in the 
browse list.  Each of these 3 options functions 
somewhat differently but selecting an item from each 
list provides links to or displays archival descriptions.  
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The first and last options are, respectively, a complete listing of all the archival description 
records in the database (at any level) and thumbnail images of all digital objects.    See 
Appendix 7 for more information. 
 

QUICK SEARCH 

 

 
 
The tree view which appears when a single description is displayed ŀƭǎƻ ƛƴŎƭǳŘŜǎ ŀ άvǳƛŎƪ 
ǎŜŀǊŎƘέ ǘŀōΣ ǘƻ ƘŜƭǇ ǳǎŜǊǎ ǉǳƛŎƪƭȅ ƭƻŎŀǘŜ ǎǇŜŎƛŦƛŎ ŘŜǎŎǊƛǇǘƛƻƴǎ ƛƴ ŀ fonds, series or collection with 
several lower level records.  Click on this tab to access the search box.   
 
Search by a word or words that may appear in the title of file or item descriptions.  Reference 
codes (e.g. GR-1372.2.14) can also be searched but must be enclosed in quotation marks. 
 
It is possible to use Boolean search operators (e.g. AND, NOT, ά άύ as well as Boolean special 
characters such as the * wildcard symbol to improve your search results.  Remember that the 
default logic for more than one term is OR (any term).  Also remember to enclose reference 
codes and other numbers with hyphens and other spŜŎƛŀƭ ŎƘŀǊŀŎǘŜǊǎ ƛƴ ά άΦ 
 
In the example below, the tree view for the series GR-0429, which has a large number of item 
descriptions, is displayed.  To locate those items which deal with Tomey Homma and the Privy 
Council, homma AND privy is entered into the quick search box with the results shown on the 
right. 

                        

For more information about this feature next section on viewing results and Appendix 6.  
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SEARCH TIPS 
 

¶ Remember to use * (rather than ?) for wild card, and ? (rather than #) for single character 
substitution, e.g.  judg*  to retrieve judge, judgement, judgment, judging, etc. and ver?g?n 
to find Veregin, Verigan, Verigen as well as the more common spelling of Verigin. 

 

¶ If you are used to entering terms into the old Basic Search, remember to use AND (all caps) 
ǘƻ ŎƻƳōƛƴŜ ǘŜǊƳǎ ŀƴŘ ά ά ǘƻ ǎǇŜŎƛŦȅ ŀƴ ŜȄŀŎǘ ƳŀǘŎƘΦ   Otherwise the search will be treated 
as a match any terms search.  For example, emily carr will retrieve descriptions with emily 
carr as a phrase and with both emily and carr in the description (not adjacent), but also 
records with only emily and with only carr. 

 

¶ If using Boolean operators (AND, OR, NOT) which must be in uppercase, enter the entire 
search statement in uppercase to avoid having to shift from lower to upper case, e.g.  EMILY 
AND CARR AND INGLIS. 

 

¶ Use Basic Search for simple inquiries and for complex free-form Boolean queries. 
 

¶ Use Basic Search to see a breakdown, by various categories, of the search results. 
 

¶ Enclose any term or number with a hyphen or other special character in quotation marks, 
ŜΦƎΦ άa{-ллррέ.  Otherwise the hyphen, etc. will be ignored and the components treated 
separately in an OR search.  For example, if MS-0055 is searched without quotation marks in 
anything other than the Identifier field, the results will include records descriptions with 
only ms (or MS) and only 0055 as well as those with both, but not necessarily adjacent. 
 

¶ Try both Top-level descriptions and Series filters to limit search results to higher level 
descriptions.  Series will only be selected in the former if they are not part of a fonds. 

 

¶ Use the Quick Search feature to search for lower-level record descriptions within a fonds or 
series. 

 

¶ To limit your search results to only those descriptions with digital images or other digital 
objects, in Basic Search ŎƭƛŎƪ ƻƴ ά{Ƙƻǿ ǊŜǎǳƭǘǎ ǿƛǘƘ ŘƛƎƛǘŀƭ ƻōƧŜŎǘǎέ  ŦƻǳƴŘ ōŜƭƻǿ ǘƘŜ ǊŜǎǳƭǘǎ 
statement, e.g.                                         

 
In Advanced Search either ǎŜǘ ǘƘŜ ά5ƛƎƛǘŀƭ ƻōƧŜŎǘ ŀǾŀƛƭŀōƭŜέ ǎŜŀǊŎƘ ŦƛƭǘŜǊ ǘƻ ¸Ŝǎ ŀƴŘ ŜƴǘŜǊ 
terms in the search box(es) or do your search and then limit your results to digital objects 
ōȅ ǎŜǘǘƛƴƎ ǘƘŜ ά5ƛƎƛǘŀƭ ƻōƧŜŎǘ ŀǾŀƛƭŀōƭŜέ ǎŜŀǊŎƘ ŦƛƭǘŜǊ ǘƻ ¸Ŝǎ and clicking  on the Search 
button again.   
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SEARCH RESULTS ς VIEWING AND NAVIGATING  
 

RESULTS DISPLAY 
 

Once a search is executed, the results are displayed in brief format showing the title, identifier 
or reference code, description level, date or date range (if available), the title of the highest 
ƭŜǾŜƭ ǊŜŎƻǊŘ ŘŜǎŎǊƛǇǘƛƻƴ ǇǊŜŎŜŘŜŘ ōȅ ǘƘŜ ǿƻǊŘǎ άtŀǊǘ ƻŦέ ƛŦ there is a higher level, the first few 
ƭƛƴŜǎ ŦǊƻƳ ǘƘŜ ά{ŎƻǇŜ ŀƴŘ ŎƻƴǘŜƴǘέ ŦƛŜƭŘ (if present), and often the creator or the fonds title.   
An example of each level is shown below. 
 

 

 

 

 

 

 
 
The search results display list is identical in format for both Basic and Advanced Search.  The 
brief record descriptions are the same and the number of results per page for both is set at 50.   
If there are more than 50 results, a page navigation bar appears at the bottom of the page.  This 
number of results per page cannot be changed and there are no sort options.   
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However there are some visual and functional differences between the display pages for each, 
at least on the initial search results page.  The main differences are summarized in the table 
below and are explained more fully in the following pages and in the referenced appendices. 
 

Basic Search Advanced Search 

Filters ς list by categories shown with record 
count by sub-category but each category list is 
limited to the top 10.  Can be used to refine 
search results after the search has been 
executed.  ά¢ƻǇ-ƭŜǾŜƭ ŘŜǎŎǊƛǇǘƛƻƴǎέ ŦƛƭǘŜǊ 
restricts results to records with no higher-level 
descriptions.See Appendix 4. 

Filters ς drop-down menu ς see Advanced 
Search section for details.  No record count 
breakdown.  Can be used to refine search 
results, either before or after the search has 
been executed.  ά¢ƻǇ-ƭŜǾŜƭ ŘŜǎŎǊƛǇǘƛƻƴǎέ ŦƛƭǘŜǊ 
only presents a menu list of fonds and some 
GRs.  See Appendix 4. 

Results total shown at top of display with 
search statement.  Also shown at bottom of 
page as x to y of z [total number] if more than 
50 results. 

Total results shown at bottom (x-y of z [total 
number]) but only if more than 50 results. 

Search statement ς shown at top of display 
with total number of results and retained in 
search box until one of the results is clicked 
on.  Can be modified. 

Search statement ς search parameters shown 
in advanced search boxes but not shown in a 
linear format.  Can be modified.  Search boxes 
show at top of all results pages. 

Number of results with digital objects shown 
at top of results list with option to view only 
results with digital objects. 

Number of results with digital objects not 
shown.  aǳǎǘ ǳǎŜ ά5ƛƎƛǘŀƭ ƻōƧŜŎǘ ŀǾŀƛƭŀōƭŜέ 
filter to limit to results with digital objects.  
Total number only shown if more than 50. 

No Print icon displayed.  Can use browser print 
function. 

Print icon at the top right of results display.  
Can also use the browser print function. 

 
Basic Search results display 
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Advanced Search results display 
 

   
     **********************  

 
 
 
Note that the number of results is only shown at bottom of page and that ά5ƛƎƛǘŀƭ ƻōƧŜŎǘ 
availableέ Ƴǳǎǘ ōŜ set to Yes to limit to results with digital objects.   
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SINGLE DESCRIPTIONS 
 
To view the full description for a specific result, click on the title, shown in blue.  Fields will only 
show if they are populated.  In most cases, the lower the level the less data, as parent ς or 
upper level ς information is not generally repeated in lower level descriptions, particularly files 
and items.  The main elements for an individual search result display are shown below.   
 

LEFT CENTRE RIGHT 
Treeview: can 
navigate down 
and up the tree 
and select a 
record or use 
Quick Search to 
find a specific 
record in the 
tree.  Click on 
Holdings to 
return to tree 
view. 
 
 

¶ [Heading] Description level; Identifier or 
Reference code, Title.  

¶ Breadcrumb trail showing higher level(s), i.e. 
parent record(s), if present. 

¶ Title and statement of responsibility: includes 
title; general material designation (GMD); 
description level; reference code. Searchable. 

¶ Dates of creation: year or range of years; 
creator.  Searchable. 

¶ Physical description: extent, media, etc. 
Searchable. 

¶ Archival description: name of creator; custodial 
history; scope and content.  Searchable.    
Clicking on the creator will produce records with 
the same creator.  When text is followed by >> 
click on the arrows to view the full entry. 

¶ Notes: includes link to PDF finding aid (usually at 
series level only); associated materials (may be 
linked); accession number(s); microfilm reel 
number and/or box and file location.  
Searchable. 

¶ Access points: subject(s); name(s); place(s).  
Clicking on an access point will produce record 
descriptions assigned the same access point. 
point.  Searchable. 

Reports: click on to 
create a formatted 
report (see Printing 
Reports in next 
section) 
Related subjects: 
see Access points in 
centre column. 
Related names and 
organizations: see 
Access points in 
centre column. 
 
 

 

In the Series level description shown below, you will see most of the elements described above.   
There are far fewer in the item level description which follows, the άAccess pointsέ ŀƴŘ ά{ŎƻǇŜ 
and ŎƻƴǘŜƴǘέ ŀǊŜΣ ŦƻǊ ŜȄŀƳǇƭŜ ƭŀŎƪƛƴƎ ƛƴ ǘƘŜ ƭƻǿŜǊ-level description.   Conversely, because 
there is no higher-level description, the series description has no breadcrumb trail, which 
occurs in the item description.   
 
To return to a results list from a single description, use the browser button. 
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.   

LEFT    CENTRE        RIGHT 

Click on >> to expand. 

Click on link to see finding 
aid in PDF format. 

Click on a subject or the name to 
view other record descriptions 
with the same subject or name. 

Click on to view other records 
by the same creator. 

Treeview.  Series title at 
top highlighted in grey. 
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Example of an item level record. 

 

 

Note the tree view showing the selected record highlighted in grey.  It is possible to move up 
and down the tree and all Quick Search functions are operational.    
 
¢ƘŜ άNotes areaέ ǎŜŎǘƛƻƴ Ŏƻƴǘŀƛƴǎ information about where the item is to be found.  If a 
microfilm reel number is shown ƛƴ ǘƘŜ ά!Ǿŀƛƭŀōƛƭƛǘȅ ƻŦ ƻǘƘŜǊ ŦƻǊƳŀǘǎέ, use it in conjunction with 
the file location note ƛƴ άDŜƴŜǊŀƭ ƴƻǘŜέ which provides a box, and sometimes a file, number as 
ǿŜƭƭ ŀǎ ǘƘŜ ƴǳƳōŜǊ ƛƴ ǘƘŜ ά!ƭǇƘŀ-ƴǳƳŜǊƛŎ ŘŜǎƛƎƴŀǘƛƻƴǎέ field.  In this example the reel number 
is B09318, the Box number is 1, the File number is 1 and the Folio number is 68/72. 
 
In the right hand column there is also άPhysical storageέ data.  This data does not currently 
appear for all records. 
 
Although the άReportέ link is shown, because there are no child records, clicking on it will result 
ƻƴƭȅ ƛƴ ǘƘŜ ƳŜǎǎŀƎŜ άThere are no relevant reports for this itemέΣ ƛΦŜΦ  ǘƘŜǊŜ are no data to 
create a report.  See Reports in next section for more information about this function. 
 
  

Breadcrumb trail 

Information about the 
location of the item. 

Item entry  
in treeview. 
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ATTACHMENTS 
 
Images of photographs and other digital objects will be attached to a number of the records.  
When this is the case the initial result will display as shown below.   

  
Clicking on an image or title will result in display with the image shown at the top of the record.  
The image can be copied or saved (but currently not enlarged). 
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Some records will have scanned textual records (in PDF format) attached.  An example is shown 
below. Clicking on the image will open the PDF. 
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Note that fonds and series with images attached will not necessarily show this in the initial 
results display but when clicked to see the full view will present an array of images. 
 

 
 
 

 
 
To view all the images click on and move the white ball.  Click on any image to view separately.  
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 A tree view will generally be displayed with the image record. 

 

{ƻƳŜ ǊŜŎƻǊŘ ŘŜǎŎǊƛǇǘƛƻƴǎ ǿƛƭƭ ƘŀǾŜ ŀ ά{Ƙƻǿ !ƭƭέ ƻǇǘƛƻƴΣ ŜΦƎΦΦ 
 

 
/ƭƛŎƪ ƻƴ ά{Ƙƻǿ ŀƭƭέ ǘƻ ŘƛǎǇƭŀȅ ŀƭƭ ǘƘŜ ƛƳŀƎŜǎ ƻƴ ŀ ǎŜǇŀǊŀǘŜ ǇŀƎŜ ƻǊ ǎŜǊƛŜǎ ƻŦ ǇŀƎŜǎΦ 


