




















Version 2.2 includes an integrated thumbnail viewer for digital images:

&) Image Thumbnails | The XYZ Manuscript Repository - Mozilla Firefox
Ele Edt Wiew History Bookmarks Tools Accessiity dep M ) ) oev EE [ LEEP Class ) News () oCWebsites [ EACWG [ ukexplhtm (] SAA

& - - G @ (4 = [ hiepu150.126.35. 121index, pherp=digialibraryjthumbnalség=gorden [~[ 1] [IGl+]archon &)

Location: Home — Digital Archives —= Image Thumbnails

gardon Q, Search
Browse:  Collections  Digital Content Subjects Creators Record Groups

Image Thumbnails | The XYZ Manuscript Repository

ou searched for "gordon'.

Chris Proms Test ... Claude E. Gordon ... Claude E. Gordon ... Claude E. Gordon ... Claude E. Gordon ...
(1 out of 4) (2 aut of 4) (3 aut of 4

Claude E. Gordon ... Claude E. Gordon ... Claude E. Gordon ... Claude E. Gordon ... Claude E. Gordon ...
{4 aut of 4)

Contact Us | Log In | Wiew Cart &

3

Done K 0 & oas

2.3 FINDING AIDS

Full finding aids are
automatically generated
and include a search box
for content limited to the
current finding aid being
displayed.

The left hand
navigation/search box
stays in a static position
on the screen.




2.4 SEARCH BY CLASSIFICATION

Using Archon’s Administrative Interface’s “Archon Configuration Tab” (see section 4.0 below), you
can turn ‘search by classification’ on or off:

e Search by classification ON

h Results for, “illinois history” | The XYZ Manuscript Repository - Mozilla Firefox

fle Edt Wiew Hstory Bookmarks Tooks Accessbity Help M ) ) oev EE I LEEP Class () News [ CCWebsites [ EACWG [] ukexplbim [ S5AA »
G- @ e [ hme130.126.35. 12 indexphoPe=nore % 2Fsearchbm=ilinois thistorybrontent=18f=logout |+ | | [Cl+[archon
"} Search Results for "illinois histor... 3 | [ Archon 2,20 Administrative Interface -
Location: Home = Search Results For "illinois history" Contsct Us | Loa In | Yien Cart
illinois histany Q
Browse Collections  Digital Content Subjects Creators Record Groups

Search Results for "illinois history” | The XYZ Manuscript Repository

“fou searched for "illinois history".

SRecords and Manuscriptsi (102 Matches)

Information about the University by Non-University Sources — External Publications
University of Illinois; Past and Present, Slides, 19953 oo/01/022

President = John M, Gregory (1867-1880)
John M. Gregory Papers, 1838-1898% 02/01/001

President — Edmund J, James (1904-1920)
Clipping Files, 1912-1920% 02/05/012
Land Grant College Act Study, 1908-1910% 02/05/014

President = Arthur C. Willard (1934-1946)
Legislative History, 1851-1936 (1937-1943% 02/09/010

Business & Financial Affairs + Vice-President for Business & Finance
Business Office History, 19735 08/01/015

Graduate College - Committee on Housing Research and Development
Housing Research Subiect File, 1969-19935% 07/20/001

Graduate College — Illingis Historical Survey
Marquerite J. Pease Papers, 1967, 1974-8528 07/08/020

agricultural, Consumer & Environmental Sciences — Dean's Office ~

hitp://130,126,35, 121 findex.php?p=care/searchig=ili histar i @ [% 0308

b

e Secarch by classification OFF:

Fle Edt Wew Hstory EBookmarks Tooks Accessbiity el B8 % ) 0ew EE W LEER Class () News [ ) CCiwebsites [ EACWG [ ulbexplbtm [ SAa »
G @ e [ hma30.126.35. 12 indexphof=core % 2Fsearchim=ilinois historydrontent=taf=logout |+ | B | [Gl+[archon
") search Results for "illinois histor... [ | [ | Archon 2,20 Adwiristeativs Interface [ Archan 2,20 Admiristrative Interface -
Location: Home —* Search Results For “illinois history" Contact Us | Lag In | ¥iew Cart &
illinois history Q
Browse: collections  Digital Content Subjects Creators Record Groups

Search Results for

Ilinois history"” | The XYZ Manuscript Repository

vou searched for "illinois history".

BRecords and Manuscripts: (102 Matches)

"an Historical Record, 1868-1954" 1954:‘5

4-H House Records, 1026, 1934-20003

4-H Publications, 1924-26, 1932-34, 1944-52, 1964-5

Administrative Correspondence, 1936-68%

agricultural Alumni Association Historical Committee Records, 1922*1962:1
Agriculture Library Correspondence, 1914-20, 1926-81, 1948-199878
Albert H. Lybyer Papers, 1876-1949°%

Allerton Park Collection IB4E*2DD3:3

Alpha Phi Omega Records, 1932-20015

Alpha Bho Chi Records, 1916-17, 1930, 1988, 199255

Annual Graduate Symposium on Women's and Gender History Executive Committee Files 2000-2003°%
Archives & Special Collections Division Annual Reports, 1964-28

Archives Alumni Oral History Project Filss, 2000- 5

Arthur E. Bestar Papers, 1952-19715%

450 Central Illinois_Section Records 1944*943

Auditorium Historical Photographs, 198558

Bent Farms, Inc. Records, 1062-78°9

Biblingraphies, 1903-1908, 1911-1917, 1921-1931, 1941-18955 1964:‘5
Books, 1926, 195253

-, ~

http:/{130. 126,35, 121 findex.phpZp=rcare/searchag=ili historyacs A O [ oz




3.0 STAFF (ADMINISTRATIVE) INTERFACE BASICS

Your repository’s staff members will use Archon’s administrative interface to add new collection and
digital object records, modify existing descriptions, and upload or link digital objects. Those who have
been provided sufficient authority can also use the administrative interface to add creator and subject
authority records and can configure some of Archon's system-wide properties.

3.1 LOGIN INSTRUCTIONS

e Use the form at the bottom of any of the public pages generated by the system.

Login /E-mail:

Password:

|:| Rerernber me?

F.egister an Account

e After you have logged in, the staff view of the public website will load in your browser. You can
edit information by clicking the ‘admin’ button at the bottom of any web page in the staff view.

v
vou are logged in as Chris Prarmd . To access the administrative
Admin Log Sut interface, click the ‘Admin’ link in
the staff view.

3.2 STAFF VIEWS OF PUBLIC INTERFACE

G
e You can also edit data by clicking the pencil icons (-‘:} ). Once you are logged in, they appear
next to collection titles, subject descriptors, creator names, and other editable elements. Clicking
them loads the administrative interface in a separate browser window or tab, with the relevant
information preloaded for editing.

James B. Reston Papers, 1935-1995 | The XYZ Manuscript Repository

To edit this collection record, click

" ‘ - . . riendly wiew
Title: James B. Reston Fapers, 1935-19955" the pe_nC|I icons in s?aff VIeW_. A

new window or tab will open in
ID: 26/20/120 4 editing mode, with the relevant Fon
Created by: Reston, James (1909-199515" information loaded. iy

N L0 0 0 0 0] =10 = O A3 W0 P L= (=1 | AT

W

e The staff view also shows the actual box locations at which materials are stored, facilitating
retrieval by the reference staff. Range, section and shelf locations are not shown in the public

10



view, but it is possible to add custom public messages by editing the file controlcard.inc.php.
See section 7.0 for further information on customizing the public interface

staff Information:

Content Location Range|8ection|Shelf Extent
Boxes 1-142 |UAR: UA Ref, Room |52 48,60 Cubic Feet
EAD
MARC

5 by 8 Kardex
Review copy/draft

e The staff view also allows you to download EAD and MARC files, for possible importation to
other systems.

e For a trip back in time, try the Kardex view. Print them on card stock and systematically file
them in a Kardex flip file for in-room reference access—not to mention the ultimate system

backup!

33 OVERVIEW OF STAFF (ADMINISTRATIVE) INTERFACE

The staff interface is used to add and delete information from the database and to manage all aspects of
the system.

e For most features in the staff interface, help buttons ( £l ) appear in the right hand margin.
Clicking the help button will provide further direction regarding the field or feature.

e Depending on the access level granted by your system administrator, some features of the staff
interface may not be available, e.g. deleting records, managing the installation of Archon, adding
new users, modifying authority records, etc.

e Clicking an item in the top navigation bar will load the selected module.
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3 Archon 2.10 Ad strative Ints Mozilla Firefox

Fle Edt Wiew Hstory Bookmarks Tools  Accessbiity Help EO V= K &8 T » I eercess [ Tinyure Bl systems ) oev B4 cooper »
[ *four Repository Name |

[} Archon 2.10 Administrative Inter... (3 | & Ailne Cancels More Flighes 2 Inspect . |

Archon 2,10

“You are logged in as: Chris PFrom  |_Log Dut

N r,l Welcome to the Archon Administrative interface!
ARCHON
v

Archon Administration 4 | Archon Packages
, N I
Accessions —* | Accessions Manager | =
Collactions — | Processing Prioritias Manager IPECESS‘UWS Manager
Creators -+
search: | Show (100 | Results .
Shon iy collacions rom: | Yaur Repasitor Diaital librory > Hover over the menus and click a
1] 39
Rasmarch N manager” to load the module you
(add New) a
Papers of William Fonds Provenance 1 H
ASQ Board of Directors Records Subjects -+ WISh tO use.
Avery Brundage Collection
Eldon Oyen Recordings and Personal Papers
Letters -
Presidents Speeches Press Releases
208" Update for Agriculture
“an Historical Record, 1868-1954"
"Biology Plus"
“"Data Tapes and Reels”
"Departmental History”
"Factivities"
“For and About Hlinois Rural Youth”
For Your Home" Exthibition Catalogs
Men's Directories
brary Presents...” File
emories of Galesburg™
Ik for Manufacturing” v
Digital Content @
Search: Show Results
Choose a Collection: [{Seloct One) 3
v
hitp:/130,126.35.1217p=adninjaccessionsiaccessions ] @@ 0242
) Archon 2.10 Ad strative Inter - Mozilla Firefox
Fle  Edt Wiew Hstory Bookmarks Tools  Accessibity  Help EO N = AT - LEEP Class [ Tinyurwt [0 systems ) oev |4 cooper »
{ild Reports =+ Mavigation + X Text Equivalents = [_] Scripting = 44 Style =« Validators = % Tools+ 1 Keyboard = &) Options @ 2oomIn  100% (2 Zoom Out
[ ‘four Repository Name | [} Archon 2.10 Administrative Inter... J | -
n archon 2.10 *ou are logged in as: Chris Prom  |_Log Dut
,r{l Welcomne to the Archon Administrative Interface!
TARCHON -
\ Archon Administration 1 | Archon Packages 1

|3

Collections (=]

search: | | Show (100 | Results
show only collections from: | Your Repasitory Name .

(add New)

Papers of William Fonds Provenance

ASQ Board of Directors Records

Avery Brundage Collection

Eldon Oyen Recordings and Personal Papers

£

Letters
Presidents Speeches Press Releases

Single-clicking an item in the
"208" Update for Agriculture

n Historical Record, 1363-1954" central selection area will load
ata Tapes and Reels”

epartmental History"

associated information and cause

“For and About Ilinels Rural Yeuth it to display for editing
Men's Directories

brary Presents...” File

a

emories of Galesburg™
“Milk for Manufacturing™

=

Digital Content @

Search: Show Results

[E3

Dione

A @ |# 0242

e Many areas (e.g. Collection, Accession, Creator and Subject Managers) include a search filter so

you do not need to scroll to find information. When you type in the 'search' box or the default
field (such as ‘name’ in the Creator Manager), the items from which you can choose will be
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automatically be filtered in the box below. (The filtering mechanism may experience a slight
delay depending on network traffic; do not hit enter while the list is being filtered.) Once the list
has filtered, click any item to load its information for editing, or hit enter to load the first item in
the list. If you wish to, you can also scroll the full list, by changing the default “Show X
Results” to a higher number.

E Subjects
Search Filter: |zoolo <
| F_l < Typing in the “Search Filter” will
all Sul:_uects. : - reduce long lists to a manageable
American Society of Zoologists ;I size. Click a filtered item to select

History of Zoology

Maples, Italy Zoological Stati...
Zoology

Zoology Department

it or apply the appropriate action.

[

e Generally, you may select and take action on multiple items by using “CTRL-click” and
“SHIFT-click” functions with the mouse.

) Mozilla Firefox

file Edit Wiew Hitory Bockmarks Tools Accessbiity bep Bl € @ ) = K @ = o [ LegpClass [ TingurLl B systems ) oew B Cooper »

[ hetp:ff130.126,35. . rd2disabletheme=1 | [} Archon 2.10 Administrative Inter... 3 |

T
Q)
‘f?‘ARCHON'

archon 2.10 ou are logged in as: Chris Pram | Log Out

Accession Database Updated Successiully.

Archon Administration 1 | Archon Packages +

>

Digital Library Manager ﬂ

(Add New) ~
456 Digital Content
789 Digital Content

The Cornet, Trumpet, and Flugelhorn in the Band
Three Wonderful Letters From Home |
asdf [13 ” 13 th)
Use “CTRL” or “SHIFT
Cat Fan Yideo - -
C Gt argeitile Lost with mouse click to

.
S e select and take action on
Claude E. Gordon 1916-1996 m Iti Ie items
cClaude E. Gordon 1916-1996

Claude E. Gordon 1916-1996 u p "
Claude E. Gordon 1916-1996
Claude E. Gordon 1916-1996
Claude E. Gordon 1916-1996
Claude E. Gordon 1916-1996

%

Delete

£

Done a4 @@ o242




e When you are editing information in Archon, pressing ENTER will usually save your changes.
If pressing ENTER does not work (i.e. if the screen does not reload when you press enter), then
click ‘update’ or ‘add’ at the bottom of module or the screen you are using.

34 TwoO BASIC MODULES

Archon’s staff interface contains 2 basic modules, each with several menu items. Depending on the
level of access provided by your system administrator, you may not be able to view and/or use some of
these functions.

Archon Administration: Includes menu items to manage the database, users, and system. Most of these
functions are accessible only to the Archon Administrator or those given administrative access by the
Administrator.

Archon Packages: Includes areas to manage the description of archival materials.

Accessions: Enter basic information for recently received materials. Link accessions to one or more
existing collections or record groups. Transfer basic accession records into collections records for
further editing.

Collections: Create and edit a classification (e.g. record group/subgroup) scheme, collection-level
descriptive records, and inventories/finding aids. Track room, range, section, and shelf locations for
each collection. Access authority modules as necessary.

Creators: Create and edit creator authority records, which may be linked to classifications, collections,
or digital objects. Changes made to creator authority records will automatically propagate to associated
collections or digital objects.

Digital Library: Upload digital objects and link them to collections or subordinate parts of collections,
e.g. folders. Link subject terms and creator authorities to digital objects.

Research: Manage information related to researcher accounts and appointments established by
researchers.

Subjects: Create and edit controlled subject terms, which may be linked to classifications, collections, or
digital objects. Changes made to subject terms will automatically propagate to associated collections or
digital objects.

4.0 THE “ARCHON ADMINISTRATION” MODULE
4.1 OVERVIEW

The Archon Administration module contains 11 menu items. The menu items allow the Archon

Administrator (or those given permissions by the Archon Administrator) to configure Archon, add users,

and perform system backups or other tasks. The options discussed below may not appear on the menus
14



of users who have not been given authority to view or modify the options discussed. More information
about most functions is available by reading the help text in each of the areas

4.2 MENU ITEMS AND FUNCTIONS
Note: Some menu items are described in more detail below.

e About Archon: Project information and credits.

e Archon Configuration: Manage technical aspects of your Archon installation.

e  Database Management: Import descriptive records or xml language files (to define new
languages in the administrative interface), view technical information about the database, export
the entire database for backup purposes, and restore data from a backup files or using a user-
defined SQL script.

o Languages Manger: Change display order for languages in drop down list, add or delete
languages. Archon comes preloaded with languages from the ISO 639-2 alpha-3 standard.

e Modification Log: View log listing data modifications (shows data prior to replacement)

e My Preferences: Change password, select administrative interface language, and set display
order for the user’s staff “homepage.’

e Package Manager: Install and uninstall Archon packages (collections, subjects, research, etc.)

e Phrase Manger: set and change staff interface labels, error messages, and help texts.

o Sessions Manager: Observe user access to the system and delete sessions.

o User Manager: Add and delete system users. Provide them a user name, password, and access
level. Assign users to groups or use the advanced permissions editor to grant them special
permissions.

o Usergroup Manager: Assign individuals to a group of users who share a common permission
level, create new user groups, and edit permission levels for existing user groups. (Special
permissions applied to an individual user in the user manager override settings made here.)

4.3 ARCHON CONFIGURATION AREA

The Archon configuration options are used to control basic properties of the Archon system, such as
themes and system wide default values. Many of the fields are self-explanatory. Additional information
is provided here for the following fields:

o Default Language: Specifies the language used in the administrative interface and certain
phrases used in the public interface. (If a non-English language is chosen for public phrases, the
default theme will need to be modified to add additional non-English terms.) For the
administrative interface, individual users can override this setting under “My Preferences”.
Currently, language files have been defined for English and Spanish. French may be added to
the release in the near future.

o Default theme: Specifies which theme will be used to style the public output. For particular
pages or groups of pages, a theme can be overridden by using the following syntax in the url
“settheme=themename’

15



4.4

Search Box Lists: If this value is set to no, ‘collection content’ eg box and folder lists will not
be included in search results. When this value is set to no, searching of collection content can be
provided by setting the value of a checkbox named ‘content’ equal to ‘1°. For example:

LI Archives —+* Holdings —* Search F

assambly <input type="checkbox"

M tnelude Box Lists Ksemor e name="content"

value="1" checked>

IMPORTANT: The method provided above works only in the default theme. If you
develop a new theme, you will need to include code in your search form similar to that in
lines 169 to 174 of the file header.inc.php in the default theme (except you will use a
checkbox, not a hidden input field).

Search by Classification: 1f set to yes, search results for collections will be ordered by record
group in the public interface and record group headers will be provided for each set of results. If
set to no, search results for collections will be provided in an alphabetical list, using the value of
the ‘sort title’ field.

DATABASE MANAGEMENT

The database management area is used to import and export information from the system, to backup the
database, and to view information related to the source archon databases in MYSQL or SQL Server.

For each type of information to be imported, a script is defined in the ‘db’ folder of the appropriate
package on the webserver. For example, EAD files are imported using the logic specified in the file
\packages\collections\db\import-ead.inc.php.

For any CSV (comma separted values) files to import, a Microsoft excel template is provided in the
‘incoming’ folder on the webserver. Excel files, including the samples provided in this directory, cannot
be imported directly into Archon. They must be saved as comma separated value (CSV) files first.
There MUST NOT be a header line included in the comma separated value file, so if excel saves the
header line, delete it from the csv file before attempting to import the files

Accessions information in CSV format.

Collections information in CSV format.

Collection content (e.g. series, subseries, box, folder and item listing). See directions in CSV
sample file.

EAD—most EAD files will import correctly, either singly or as multiple EAD’s in a zipped file.
However, it is impossible to write a single script that will import every EAD instance.
Therefore, if your EAD file will not import, please examine the structure of your EAD file
and/or tweak the import script that is found in packages/collections/db. In particular, we note
that EAD files which contain non numeric values or ranges of values in the <container> element

16



4.5

will not import correctly, since Archon requires a numeric value for each piece of content to
properly display and sort results.

MARC in standard MARC format (not MARCXML).

Phrase XML: Archon uses a native ‘phrase’ format to define field labels, messages, and help
button texts in the administrative interface, as well as certain display fields in the public
interface. If you wish to add support for a new language, translate the existing text in the files
contained in the ‘install/phrasexml’ folder for each of the archon packages, then import the
phrases using the import tool. If you define new language files, please send them to the
Archon project staff, so that we can review them for possible inclusion in future releases of
the software.

Archon SQL: import an SQL file previously exported from Archon using the Archon syntax.
Use of this as a backup and transfer mechanism is only recommended for small database and/or
those not containing digital content.

4.4.1 Fix Image Preview Script

The Fix Previews script in the Digital Library package corrects for an error present in Archon
versions 1.00 through 2.02. Images stored using versions 1.0 to 2.02 of Archon may require
more time and bandwidth to load in the image thumbnail page new to Archon 2.20.

If you have images in your database that were stored using early versions of Archon, you may
wish to run this script in order to correct the size of your stored image thumbnails. Please note
that it may take a very long time to run depending upon the speed of your web server and the
number of images stored in your database. Also, your server's memory limit should be set at least
as high as was necessary to store the images in the first place.

The script will attempt to go through all images automatically, but it may be necessary to press
the "Continue ->" button at times if Archon detects an error during storage. The script will not
automatically continue when there is an error so administrators may take note of which files are
presenting a problem so they may be dealt with manually later.

Again, this only corrects errors in images stored in versions before Archon 2.10. If you have

recently installed Archon or have only used the digital library since version 2.10, , running this
script will not be useful.

PHRASE MANAGER AREA

The Phrase manager is used to edit the text associated with labels, help buttons, and messages in the
administrative interface, as well as the value of certain textual elements in the public interface. There
are several types of phrases which may be edited.

4.5.1 Overview of Phrase Manager

[see next page for screenshot]
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Phrase Manager

(Add New)
administrativeinterface
administrativeuifunction
administrativewidget
allarguments

aprcode

array

character

child

class

code

configuration
consensusvariable
databaseimportutility
databaseversion
displayname
displayorder

|

Typing in the phrase name field
will filter long lists.

fields
function A
Delete /
Package: | {Select One) b | g
Archon Module: g
Language: | (Select One) / he | a
Phrase Mame: | | s g
Fhrase Yalue: B
Regular Expression: | | a
Phrase Type: f{Select Dne} i | < ﬂ
Add

4.5.2 Editing Public Phrases

[see next page for screenshot|
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Administrative Phrase: Field labels
in admin interface.

Description: help button texts and
expanded field information
Message: error and other messages
sent in response when a form is
submitted. See nouns for
explanation of $1 syntax used in
certain error messages.

Nouns: used in error messages and
warnings. Are referenced in
messages with $1, $2, etc. syntax
message phrases.

Public Phrase: information on public
pages of archon. See below for
more information.




Phrase Manager

search:title
tostring_editthis
classifications_browserecordgroups

classifications_goback
classifications_nomaterials
classifications_recordsfiledunder

classifications_recordsrelatingtitle
classifications_subgroupsunder
classifications_title
collections_beginningwith
collections_browseholdingsbeginning
collections_holdingsbeginningtitle
collections_holdingsbeginningwithlist
collections_title
findingaid_findingaid
marc_marcrecord

marc_rawmarc
marc_recordforcollection

Phrase Mame: ‘cIassificationsfhrowserecordgl

Phrase Walue: Browse Record Groups

Regular Expression: ‘ |

Phrase Type:

marc_title =
Delete

Package: 9

archon Module: [ (None) ¥ 8

Language: ‘ English vl g

Update

4.5.3 Editing Field Labels and Help Button Messages

Phrase Manager (7]

rij
description_scope

Delete

Package: Collections v a
Archon Module: [ collections Manager v |
Language: [ English v B
Phrase Name: |description_scope] | =]
Phrase Walue: Use this field to provide a scope note, i.e. a

information about the overall nature of the

materials and activities reflected in the collection,

in order to enable users to judge its potential

relevance. (See DACS Rule 3.1 for more

information.)
Regular Expression: | | a
Phrase Trpe: =

Update

unselected and select “Public
Phrase” under “Phrase Type.”

Then select the value you wish to

the list if necessary. Some

Leave the other drop down menus

edit or type in the search box to filter

L experimentation may be necessary
to find the phrase you wish to edit.

Select the package and/or module in
which you wish to edit a help text.
Then type in the phrase name box to
filter the list, if necessary. Some
experimentation may be necessary,
but the phrase name typically is
similar to the English version of the

L filed name. For example, this dialog

shows the user editing the value of
the help button text for the
description/scope field in the
collections manager.
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5.0 THE “ARCHON PACKAGES” MODULE

The Archon Packages module is used to access the most common staff functions in Archon, such as
editing collection descriptions and finding aids, managing digital objects, and defining controlled
vocabularies or creator authorities. Depending on which packages have been installed and are permitted
to use, the menu options described in sections 5.1 to 5.6 may or may not appear when you are logged in.

5.1 ACCESSIONS PACKAGE

NOTE: Installation and use of the Accessions Package requires installation and use of the Collections

Package.

The accessions area is used to record basic descriptive information about recently received and/or
unprocessed materials. Accessions can entered, edited, and linked to existing classification (record
group) or collection records. Processing priorities can be set and room/shelf locations may be recorded.
When the collection is ready to process, basic accession information can be transferred into a new

collection record in the Collections Manager.

The accessions area includes two modules: Accessions Manager and Processing Priorities Manager.

5.1.2 Accessions Manager

) Archon 2.10 Administrative Interface - Mozilla Firefox
File  Edt Wew History Bockmarks Tooks Accessbity Hep Bl € @ ) = K @ o+ B ieerciass [ Tinyurel B systems ) pev B4 Cooper

[ htpef130,126,35. . rddisabletheme=1 [} Archon 2.10 Administrative Inter... (3 | | | (Untitled)

»

L

Archon 2,10

“You are logged in as: Chris Prom |_Log Dut

Accession Database Updated Successiully.

&)
‘K‘\‘ARCHON

Archon Administration 1

Archon Packages + ‘

Accessions Manager

|>

Add New
New Accession
Test Accession

Chris Prom Papers
Sara Schepis Papers

Create Collection Record || Delete |

Click “Add New” to record basic
information about newly-received
materials, or double click an
existing record to edit its content.
Information will load in the
content area below. Use help
buttons for content-sensitive help.

Received Extent:

[ 1[tselectone) =
| Gsetectane) )

Unprocessed Extent:

Enable Web Output: @ ves O no / g
Accession Date: 1 g
Title: [ \ | g
Tstiier: — \ a
Inclusive Datss: l:| 0

2]

=]

Done
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Use this button to create a skeletal
collection record; the Collection
Manager will open with information
pre-loaded for editing. The
accession record will not be
affected.




) Archon 2.10 Administrative Interface - Mozilla Firefox

Fle Edt View Hstory Bookmarks Tooks Accessbiity Help EO N = L ¥T - Leep class [ | Tinyure! B Systems ) pev B4 Cooper »
[} hitped150,126.55. . rdecdsabletheme=1 | ] Archon 2.10 Administrative Inter.. (3 | || (Untiled) -
m Archan 2.10 You are logged in as: Chris Prom | Log Dut

] ri)‘ Accession Database Updated Successiully.

TARCHON S

\ Archon Administration 4 | Archon Packages +

~
Create Collection Record | |_Delete |
. P

Enable Web Output: @ves One ¢ =
Acsessian Date: [z |/[z3 |/[198s | a8
Title: [chris Prom Papers (=]
Identifier: =]
B
Received Extent: [3° ][cubic Feet = 2]
F Jlcwicrest o
9
Processing Priority: =]
[ Collect o Information B

Setting this value to NO will
disable all public output for

Location Information
Creator Information
Daonor Information

Accession Description

this particular accession
ONLY.

Update

v

Done

o 0@ 024

Additional information may
be provided in the
expandable areas that appear
below the basic information.

Collection/Classification Information is used to specify processed collections and/or
classifications to which the newly-accessioned or unprocessed materials relate. For example, the
accession shown below is associated with the Departmental Services subgroup in the Library
subgroup. (See section 5.2.2 for information about defining a classification system.)

An accession can be associated with zero or more collections/classifications, but the first one

listed is the primary association.

Bl Collections/Classifications Information

University Library — Departmental Library Services (Primary Collection/Classification)

=]
Delete I

Click “associate a collection”
to browse the Collection list,

&
te s Collaction @
|(Eelett One) v|
{Select One) +
Update

[continue to next page|
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5.1.2 Processing Priorities Manager

) Archon 2.10 Administrative Interface - Mozilla Firefox EHE|E|
File Edt Wew Hitory Bockmarks Tools Accessbity tep Bl & @ ) = K @ = o Bl eercass [ Tinyurll B systems ) pev B4 Cooper »
[ http:f/130, 126,35. . rdadisabletheme=L [} Archon 2.10 Administrative Inter... (3 | [ | (Uniitled)
m Archon 2.10 You are logged in as: Chris Prorm | Log Out
} r‘l X Accession Database Updated Successiully.
‘\ ARCHON Archon Administration 1 | Archon Packages 1, ‘
-
Processing Priorities Manager @ 3
I g The values set in the
Medium Priority . . s
Low Priority processing prlorltles
manager determine the
options available under
the drop-down list in the
accession manager.
Delete
9
Description: Materials assigned high priority should be Q
processed within 6 months of accession.
Display Order: (=]
b
Done a @@ o242
5.2 COLLECTIONS PACKAGE

5.2.1 Menu Items and Functions

The collections area is used to record descriptive and management information (such as the
collection description, shelf locations and acquisition information) about collections. It also
includes an area to create and edit a classification scheme (e.g. record groups/subgroups).

The collections area contains seven modules and one sub-module: Classification Manager,
Collections Manager (includes Content Manager sub-module), Extent Units Manager,
Level/Container Manager, Location Manager, Material Types Manager, and Repository
Manager.

5.2.2 Classification Manager

The Classification Manager is used to create or edit provenance-based classifications, e.g. record
groups, subgroups or fonds, at as few or as many levels as required by the repository. Once
record groups have been defined, individual collections may be linked to a record group in the
‘collections manager.’

NOTE: Use of the Classification Manager is optional. It may not be available depending on the
level of access provided by your system administrator.
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Classification Manager

This screenshot shows the

» [root

[15 Liberal Arts and Sciences]

Current Level: Classification Manager being used
to define new subgroups under an

existing record group.

Classification under [15 Liberal Arts and Sciences]:

{Add New)

01 Dean's Office .
02 anthropology Department The selection area show current
03 Astronomy Department
04 Plant Biology Department

16 Philosophy Department
17 Physiology and Biophysics Department

18 Political Science Department «/ collections will be renumbered
Transfer | 4Beiete | and moved with them.

| v

‘nesting’ of subgroups within the

a

0% School of Chemical Sciences master record group that is
assics Department . ,
07 English Department — shown under the ‘root’ at the top
08 Entomology Department
09 French Department of the screen
10 Geography Department
11 Geology Department
ig ﬁfarmanic Languages and Literature Department Existing CIaSSificationS can be
istory Department
14 Mathematics Department renumbered or moved to a new
15 Microbiology Department /

record group. All associated

Number:
Title:

Current
Creator;

Apply a creatar: Search Filter:

e

|Geo|ogy Department

Geology Department

Use this section to ‘link’ the

&ll Creators:

University of Tllinois at Urb... i’ classification to an associated
Abbatt v, T octation creator authority file. A historical
R i oo of Medi... ¢ note regarding the unit can be
Rﬂiimz"?;ﬁli’.‘ provid(.ed in tr.\e Ii.nked.creat.or
Academic Development authorlty, which is edited via the
Recouniing Drvcon " = ‘Creator Manager.

Apply Creator |

If necessary, classifications can be ‘transferred’ to another 'location' in the classification
hierarchy. This feature is useful if, for example, you wish to update your record
groups/subgroups to reflect changes in the administrative structure of your parent institution.
When a classification is transferred, all associated collection records will be automatically
transferred with it.

Optionally, each classification or its child classifications can be linked to an authority-controlled
creator record which contains a biographical or historical note and other information about the
creator of the records described in the classification. Use the search filter to select and apply a
creator record to the subgroup, or launch the creator manager to create a new creator record.

5.2.3 Collections Manager

The Collections Manager is used to create and edit collection records.
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% Archon 2.10 Administrative Interface - Mozilla Firefox

File  Edt Wew History Bookmarks Tools  Arcessbilty  Help T O V= K & & e« K eercas [ Toyure [ systsms ) oev [ cooper »

[ vour Repository Kame [[} Archon 2.10 Administrative Inter... (3 -
] archon 2.10 “You are logged in as: Chris Prorn | Log Out
X :"% ollection Database Updated Successiully. .
P~ ARCHON" | fooneiemes s : The value typed here will
\ Archon Administration 1 | Archon Packages & ‘ . .
/ filter the master list of
5 collections by searching
Collect] . .
 Colechme—— against the title and
Search: [brund <+ Show [100_| Results description fields.
Show anly collections fram:

{Add New)
Avery Brundage Collection
Avery Brundage Collection Microfilm

Frederick J. Ruegsegger Papers
Olympic Collection
Subject File
-

Click (Add New) to create a
new collection record.

Click one of the filtered
terms to edit the
associated collection
record.

Done

4 @ @ o242

5.2.3.1 Filtering Records: Type any part of the title of the collection or the classification number
(with each part of the number separated by slashes: ‘x/y/z’) to identify the collection you wish to
edit. If multiple repositories are managed in one system, you can limit the search result to one
repository of desired. Once the results have been filtered, click the appropriate title to load the

record for editing

5.2.3.2 Adding New Collections. Add a new collection by clicking “Add New” on the first line

of the selection area.

5.2.3.3 Editing Collection-Level Information. Most of the fields requested are self-

explanatory. Please note the following.

[continue to next page|
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Collection Manager:
Avery Brundage Collection {ID: 15920)

/

D o

Content Manager

Collection Information

/-

Title: [avery Brundage Collection
Enable Web Output: & ves O no

IThE University Archives =

Main Repository:

N

Caollection [26 Alumni Association
Classification: IZU al = _I
umni -

Collection Identifier:  [g37

Sort Title: IAvery Brundage Collectio
First/Last Year: |1g|]3 - 1982

IIQUSfBZ

Predominant Dates: I

Type of Materials: IPersonaI Papers =]
Extent: |143.D Cubic Feet =

Finding Aid Author: |

Inclusive Dates:

Template: [ system Default {default) =| g
<

Click this to create a full finding
aid, see below for more details.

If ‘no’ is checked, the collection
will not be shown to end users on
the website.

Use pull down menus to assign
the collection to its proper home
in the record group/subgroup
system.

‘Template’ controls the way in
which the finding aid is displayed
in the public website. Normally
should be set to ‘system default.’

Enable Web Output: If ‘no’ is checked, the collection will not be shown to end users on the

website

Main Repository: If multiple repositories are defined, assign the collection to the appropriate

repository.

Collection Classification: If your repository or repositories use classifications (e.g. record group
and/or subgroups), use pull-down menus to assign the collection to its proper ‘home’ in the

classification system.

Collection Identifier: Can be numeric or alpha or alphanumeric. If you choose to complete this
field, you MUST use a unique value. (If using classifications, the identifiers from the
classification system are inherited by the ‘collection identifier’ to comprise a unique multipart

ID.)

Type of Materials: Indicate the basic archival type of materials, e.g. official records or personal
papers. If necessary, new types can be defined in the 'Material Type Manager.'

Template: Select the template by which information for this collection should be presented to
the user. Normally you should leave this value set to the default established by your system

administrator.

5.2.3.4 Collection-level sub-menus: Click any of the headings to expand or contract the

information associated area:
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Collection Information

Title: [avery Brundage Collection

Enable Web Output: & ves O Mo

IThe University Archives =

Main Repositary:

Collection [26 Alumni Association
Classification: -

IZIJ Alumni
Collection Identifier: 037

Sort Title:

IAvery Brundage Collectio
|19|]ﬂ -|1982

First/Last Year:

Indusive Dates: [fonesz
Predominant Dates: I

Type of Materials:

[Personal Papers =
|143.I] IEuhi( Feet -

Extent:

Finding Aid Author: |

Template: [system Default (default) =]

Location Information
Creator Information

Collection Description
Subjects

Genres

a

Langquages

Access Restrictions
Acquisition Information
Relsted Materials Information
Other Information

Finding Aid Information

Click any of the headings (such as
‘Location Information’ or
‘Collection Description’) to edit
the associated section of the
collection record.

Location Information. Track container locations by entering container identifiers or ranges of
identifiers in content field. Select a main location, i.e. room or building, from the pull down
menu. Once a main location has been assigned, you can (optionally) specify the range, section
and shelf locations to give a more precise location. You may also optionally include extent
information for the materials in that location. The blank top line is used to add new location

records.

L

= Location Information

. Aection shelf

Content Location

[ [(Select One) = l— l_ l_
[allBoxes | [uas: ua stacks Sz 5
[Boxes 327- [uas: ua stacks s v [
[Boxes 341~ [uas: ua stacks =l s o [
[Boxes 342- [uas: ua stacks Sz 5
[Boxes 348- [UAS: UA Stacks Hhr . 2 [

—

Update | <¥

Extent | Qm—

o {Select One) ~
10.0 | Cubic Feet hd Delete
4.4 Cubic Feet hd Delete

2.6 Cubic Feet - Delete :
1.6 Cubic Feet - Delete
0.6 Cubic Feet hd Delete

Launch Location Manager

-~

Record room location

Record range, section, and/or
shelf

Record Extent

Click a button to delete only the
associated row

Click ‘Update’ after making

changes to any or all rows.

Click this link to define a new
location (i.e. room)

If you need to edit or add a room location, launch the Location Manager. (The Location Manager
may not be available to all uses, based on access level provided by your system administrator.)
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IMPORTANT: When adding or editing locations, you must click the ‘Update’ button at the
bottom of the location manager section, not at the bottom of the HTML page, in order to save

your changes.

Creator Information: The left-hand box contains a list of all authority-controlled creators in
your vocabulary. To filter the list, type any portion of the creator’s name in the 'search' box.
When you see the entry you wish to apply, double-click the entry to apply it to the collection. It
will move to the right-hand box. The first creator listed in the right-hand box is considered the

primary creator of the collection.

Type a value here to filter the
authority list and locate the

= Creator Information

Search Filker: <

creator you wish to apply.

<

All Creatars: Creators for Collection:

Apply a creator authority with the
arrows or by double clicking.

University of Illinois at Urb... il Brundage, Avery (PRIMARY) ~|
“I" Men's Association

Abbott, W.

Abbott, William Lamont

Abraham Lincoln School of Medi... o> <

Abramovitz, Max < l

Abrams, Samuel —I

Academic Development

Accountancy Department

Accounting Division ;I ;I

Click ‘Launch Creator Manager’ to

<&
Launch Creator Manager <

create new creator authority
records.

If the creator you wish to apply is not in the authority list or if you need to edit an existing
creator's information (such as dates or biographical note), you will need to add an authority
record before applying it to the collection. Click ‘Launch Creator Manager’ to edit an existing
creator authority or create a new record.

Collection Description: Enter a scope/content, and arrangement alternate extent statement note,
at any length desired. Use the ENTER key to separate paragraphs.

= Collection Description

Scope! Collection of Avery Brundage '09 (1887-1982), including
correspondence, minutes, reports, photographs, clippings,
scrapbooks, artifacts, certificates, awards, honors, publications
concerning Brundage's service as president of the International
Olympic Committee {(1952-72), United States Olympic Committee
{1929-52) and Amateur Athletic Union {1928-36); national
Olympic committees; international sports federations; Olympic
games in Australia (1956}, England (1948), Finland {1952},
Germany {1936, 1972), Italy (1960}, Japan {1964) and Mexico
{1968); winter Dlympic games in Austria {1964}, France (1968),
Italy {(1956), Japan {1972}, Norway (1952), Switzerland {1948}

j

=

Arrangement: by sub-series and alphabetical or chronological thereunder

Alternate Extent I
Statement:

Subjects: Apply controlled subject terms to the collection. The left box contains a list of all
authority-controlled subjects currently available. Type in the search box to filter the list, then
double-click an entry to apply it to the collection. It will move to the right hand box.
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Type a value here to filter the

= Subiects

Search Filter: |

< authority list and locate the
All Subjects: Subjects for Collection: SUbJeCt you WISh to apply-
Rberieen baone Resoarch Lo S| Araateur thitic nion -
Acacia Fraternity Amateurism
AE:::E:E Jc\;flzi':';:a:ice Preside... = :rﬂgentina - Sports and Recreat... _ . .
ﬁcagemic Credentials —|<_ thletics , ¢ Apply a subject with the arrows or
Academic Credit Australia - Sports and Recreat... - -
Acodemic Ceten > [auny svers sndhecrea. by double clicking.
Academic Professionals ;I Basketball LI

Launch Sulliect Manager < . . .
Click this link to create new

subject authority records.

(Sample multi-part term)

Multipart terms (such as Afghanistan — History and Geograpliy— IY Centuryy can oc applicd to
collections either at the most general level or any level of granularity required.

If you need to add a subject to the list of controlled term or edit information for an existing
subject term, launch the Subject/Genre Manager.

Genres: Uses an interface similar to that for subjects to list the genres or forms of

material included in the collection, e.g. diaries, photographs, etc. Define new genres using the
Subject/Genre manager. Genres can also be linked through the subjects section of the Collection
Manager, since they are considered subjects of the type ‘genre/form of material’.

Languages: Uses an interface similar to that for subjects to specify the languages of the
materials in the collection.

Restrictions: All fields are self-explanatory and map to the appropriate fields in MARC and
EAD. Use the ENTER key to separate paragraphs.

Acquisition Information: All fields are self-explanatory and map to the appropriate fields in
MARC and EAD. Use the ENTER key to separate paragraphs.

Related Materials Information: All fields are self-explanatory and map to the appropriate
fields in MARC and EAD. Use the ENTER key to separate paragraphs.

Other information: Use of these optional fields will be defined by institutional policy. Use
the ENTER key to separate paragraphs.

In the default theme, the 'other URL' field is mapped to display as a link to an external finding
aid. This provides a way to link to inventories that have not been imported to Archon, such as a

PDF or HTML document.

Finding aid information: Record dates of publication, author, etc. of the collection description.
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5.2.4 Content Manager

The content manager is used to describe subordinate parts of collections and to create box and
folder lists. The content manager allows you to define series, subseries, boxes, folders, or items
within each collection. Additional levels of description and container types can be defined using

the level/container manager.

3 Archon 2.10 Administrative Interface - Mozilla Firefox

EBX

Fle Edt View History Bookmarks Tools  Accesshilty

Help T O )= K &&= » Hlieerces [ TinRu B Systems ) oev [ cooper

»

L vour Repository Name ([ our Repository Name JH Fird People A2 Reservations - Book Flights | [} Archon 2.10 Administrat... (3 | -
n I Archon 2,10 ‘fou are logged in as: Chris From  |_Log Dut
\ r:l Welcorme to the Archon Administrative Interfacet
v TARCHON R
\ Archon Administration 1 | Archon Packages s

| >

Launch the collection manager by
clicking the button at the top of a

collection record.

Collection Manager: 21]
Presidents Speeches Press Releases (ID: 15192)
Content Manager <

Collection Information
Thle: [Presidents Speeches Press Releases =]
Enable Web Output: @ Yes O He (=]
Main Repository: Your Repository Name (=]
Collection Classification: |39 Public Information v =]

|1 Director's office v
Collection 1dentifier: (=]
Sort Title: Presidents Speeches Pre =]
FirstLast Year: 1963 |-[1979 8
Inclusive Dates: 1963-1979 8 1
e — Q
Type of Materials Official Records =]
Extent Cubic Feet a
Finding Aid Author: ‘ @
Template: System Default (default) v a
Location Information @
Creatfl Information =] &
&3 Find: 13 mext 0 Previous L Highlight all [] Match case
http:§{130. 126,35, 121 fPp=admin collections/collectionsaf=collectiondet silstcollectiorid=15192:# A 0@ 0:242

[continue to next page|
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5.2.4.1 Basic Interface

Content Manager:
Pietro A. Cipollone Music and Personal Papers (ID: 14326)

Current er:
» [Pietro &, Cipollone Music and Personal Papers

Content contained by [Pietro A. Cipoflone Music and Personal Paper

Level /Container Container Number Tide /Content i

(Add Newr)

Music Manuscripts,
Publizhed Music
Band Eooks
Personal Papers
Oversized Music Manuscripts
Dversized Band Books

Series
Seriez
Seriez
Series
Series
Series

datez

oo R W b

Transfer | Delete |
Level/Container:
Level/Container Mumber{s): |? |
Title: | |
Drate(s): | | /
Description:

User Defined Fields:

Label/Head E Content E EAD Field Type E

| (Select One)

Add

Return to Collection Manager I <

Content hierarchy/tree

Current content available for
editing. Single-click to edit;
double-click to nest content
underneath the selected level.

Transfer highlighted levels to
another point in hierarchy or even
another collection.

Delete selected levels/containers
and all content records contained
by them.

Fields other than number and title
are available ONLY if a
level/container with a type of
‘intellectual level’ (e.g. series, file
or item) is being added.

User-defined fields. Content
becomes the value of the
element’s text, with the head/label
provided.

Return to collection-level
description.

Additional information on each element in the Content Manager interface is provided below.

5.2.4.2 Content hierarchy/tree: The indented levels at the top of the content manager provide a visual
clue as to your current ‘location’ in the descriptive tree. This sample shows a user at the top level of the
Cipollone Music and Personal Papers, ready to add a series or edit an existing series.

5.2.4.3 Current Levels/Containers available for editing

e Click (add new) and enter information in the boxes below to add content at this level.

e Single-click to load a row for editing.

e Double click a row to list/edit its children or to add a new child
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e ‘CTRL-click’ or ‘SHIFT-click’ to select multiple rows. Then delete, renumber, or
transfer to a different level in hierarchy

5.2.4.4 Main fields available for editing:

: Entering ranges and
Level/Container: Folder b / comma-separated lists
Level/Container Number(s): 1-10, 12 WII.I add multiple

children
Title: Correspondence
Date(s): |

Description:

Level/Container: Use the ‘level/container’ pull-down box to select either the level of description
or the physical container you wish to apply. In the default installation, ‘box’ functions in Archon
only as a physical container and is used to mark the accidental division, within and across
intellectual divisions, into which materials are physically stored. Series, sub-series, folder/files
or item recorded as children of a particular box will have the parent box number assigned to
them.

Consistent application of the levels and containers will allow your repository to keep the
intellectual order of a collection separate from the physical order. In other words, multiple
series, subseries, files, items, etc. can be contained in one box. (Archon will automatically
export the information correctly in the end-user interface and the EAD output, assigning
container elements and level attributes in the <cOx> elements.)

'File/Folder' functions as both a physical container and an intellectual level, mirroring typical
practice. It is mapped to the intellectual level of file and has an EAD level attribute of ‘file’.

Entering a single numeric value will add a single child ‘underneath’ the parent level or container.
Adding a range of values, a comma separated list of values, or any combination of ranges and
comma-separated lists will add multiple children, each including the title, dates, scope note and
user-defined fields defined in the space below the date field.

Title: Provide a title for the series, folder, item, or other level of arrangement being described.
The value provided here will map to the <unittitle> element in the EAD output and be indented
to the proper level of description in the HTML output. Do not include a trailing comma if dates
will be included in the dates field.

31



Date(s): Enter a single date or date range in any format. It is mapped to <unitdate> field in EAD
output and appended after the title in the EAD output, in this format: Title, date. A comma is

automatically inserted between the title and dates.

Description: This field maps to the <scopecontent> element in EAD and will be output in the

finding aid as a paragraph following the title and dates

5.2.4.5 User-Defined Fields

Label/Head

User defined fields:

Content EAD Field Type

[(Add New) : |

I{Select onel

=

Data recorded in the ‘Label/Head’ field maps to the label attribute or <head> element in EAD for
the field type selected, as appropriate. An EAD field type must be selected, and the content of

the field will be mapped into the appropriate EAD element.

5.2.4.6 Batch Transfer, Deletion, and Renumbering

EEX

File Edt View History Bookmarks Tooks accessbiity Hep Bl & @ ) = K d@ B e [ ieerclass [ Tipure [ Systems ) oev B cooper

) Archon 2,10 Administrative Interface - Mozilla Firefox

[ Search Results For “pietro” | Your Rep. [ search Results For "pietro” | four Rep.. [} Archon 2.10 Administrative Inter... 3

ﬂ Archon 2,10 You are logged in as: Chris Prom Log Out
r’l Welcome o the Archon Administrative Interface!
\
\ ARCHON Archon Administration 1 | Archon Packages 1

Content Manager: (2]
Pietro A. Cipollone Music and Personal Papers (ID: 14326}

Current Level/Container:
> [Pistra A, Cipollone Music and Personal Papers]

Content contained by [Pietro A. Cipolione Music and Personal Papers]:

Level/Container Container Number  Tile/Content n
(Rdd New)
Music Manuscripts, dates 46366
Published Music 46378

Band Books 16367
46379
ic Manuscripts

o o [N

Band Books

Transfer | _Delete
Batch Renumber Collection Content
O up _
@ Down -«
Arnourit: l:l

Update
Return to Collection Manager

& Fnd: 1 next @ previous [ Highlight gl [ Match case

Done A @ @ o242

If you select multiple
items using CTRL-click
or SHIFT-Click (see
section 3.3 “overview of
staff interface”) the
content area will
provide you the option
to batch renumber
content. This can be
useful when you have
misnumbered folders or
when you need to insert
an folder, series or box.
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5.2.5 Extent Units Manager

) Archon 2.10 Administrative Interface - Mozilla Firefox

File Edt View Hstory Bookmarks Tools Accesshilty Help EO M= A T

EBIX

e [ teEP Class [ ] TinpURL! B Systems () DEV

[ Vour Repasitary Hame [ Search Results far "pistra” | Vour Rep.

[} Archon 2.10 Administrative Inter... 3

n

Archon 2,10

You are logged in as: Chris Prom  |_Log Out

Welcome to the Archon Administrative Interface!

0]
'KT‘ARCHON

Archon Administration L | Archon Packages

Extent Units Manager

(2]

Boxes

Cubic Feet
Folders
Items
Letters
Linear Feet
Photagraphs

Delete

Extent Unit:

add

& Find: 3 Mest @ Previous [ Highlight gl [] Match cass

Done

dv @ ¥ 024z

5.2.6 Level/Container Manager

The Extent Units
Manager is used to list
the values under the
drop-down list for
extent in the Collection
Manager.

The Level/Container Manger is used to define the Levels of Description and types of containers
that will be available for selection under the “Level/Container” drop-down box in the Content
Manager. Provide a name for each level or container type and specify whether it should function
as an intellectual level of description, a physical container, or both. NOTE: It is strongly
recommended that you retain the ‘default values for series, subseries, box, folder and item.

These specifications will are used to determine the nesting and output of the appropriate
elements and attributes in the EAD output.

If the “intellectual” checkbox is checked, you MUST specify an EAD level to which the level of
arrangement corresponds. The value in the ‘EAD Level’ field will be output as the level
attribute whenever the indicated level is used in the content manager. “otherlevel” is not

currently supported.

[continue to next page]
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Shows all current levels or
containers currently defined.

LevelfContainer Manager

(Add Mew)

Item
SEries
Sub-Series

| /
Box

Name of level or container
currently being edited.

Check one or both boxes as
appropriate. Checking ‘physical’
will insert a container element in
the EAD output whenever this
level is used.

AN

Delete /
~ . .
Level/Container: [Folder ~ a You MUST specify an EAD level if
3 L . H
Level/Cantainer Type: [ 1o / o '"te"eﬁt:'alu is (I:hftc!(bedt, valu:: lg N
mapped to level attribute on <c0x
M ehysical ; i
yeiea e element whenever this level is
EAD Level: [file e B used
Primary EAD Level: ® vas T No 2l
Global Numbering: Coves @ o < i Checking ‘no’ causes the default

numbers suggested in the content

Update I

manager to restart at 0 when the
level is used across multiple

5.2.7 Location Manager

parents or children.

€} Archon 2.10 Administrative Interface - Mozilla Firefox:

File Edit View History Bockmarks Tools  Accessibiity Help g 0O A & &= e« H ieepciass [ mingure Bl systems ) oev D cosper >
[ vour Reposkory Name: [ | [ 5earch Results For "pistra” | Your Rep. . | [ [} Archon 2.10 Administrative Inter... L3 | -
| .} | archon 2.10 You are logged in as: Chris Prom | Log Dut
5y ; .
’r‘ARCHON‘ |Vt;eﬂiom:dtc\- t-h:. irchon Hdmimst:a:ve:mf:‘ace. The Location Manager
= is used to define the
m |__—1 rooms, buildings, or
Location Manager - - -
2 <« 'locations’ in which
e — collections are stored.
Ars e Ao Warning: Deleting a
AP3: Rm 106A, ARC .
Abs: him 106D, ARC location WILL delete all
AP6: Rm 107A, ARC - -
AP7: Rim 1075, ARC associated location
AP8: Rm 107C, ARC
AR4: Rm 104, ARG records from the
ARS5: Rm 105, ARC m - -
AS0: R 10, ARC collections to which
AS1: Rm 107 ARC . .
R A ARC they are applied. (This
AS4: Rm 4, ARC - -
a55: R 5, ARC v power is restricted to
Delete the Archon
Lootion: o Administrator in the
deseription: default installation.)
Add 2
[ Find: |dF 13 mext 1 previous [ Highlight @l [] Match case
Dane A O #0242
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5.2.8 Materials Types Manager

The Material Types Manager is used to define the basic types materials that are held in your
repository, e.g. personal papers, official records, or manuscript collections.

5.2.9 Repository Manager

Record the basic identifying information specific to your repository. To ensure interoperability,
the identification code MUST be taken from the MARC Code List for Organizations.

5.3 CREATORS PACKAGE

Creator Manager

Add New

Fuermann, George, 1918-

"I" Men's Association

123 Creator

12345 Creator

Abbott, W.

Abbott, William Lamont (1861-1951})
Abraham Lincoln School of Medicine
Abramowvitz, Max {1908-)

Abrams, Samuel

Academic Development

aCarnegie, David W {1871-1900)
Accountancy Department
Accounting Division

Ackerman, Joseph {1904-1976)
Adams, Leverett A. {1877-1976)
Adams, Roger (1889-1971)

Adler, Felix T. {(1911-1979)

University of Illinois at Urbana-Champaign. Small Homes Council-Building Research Council

<

Delete |

Marme: |

Dates: |

LCMAF Compliant:

Creator Type:

® ves O Ho

(Select One) w

Fuller Form of Mame: |

Marne Variants: |

08 888

Biographical/Historical Mote:

Sources for Biography or History:

Biographical/Historical Mote Author:

The creator manager is used
to add and edit creator
authority records, which may
then be applied to
classifications, collections,
and digital library items, as
described in sections 5.2.2,
5.2.3.4and 5.4.1.

If you wish to edit an existing
creator record, select a
creator from the list or begin
typing to filter the list, then
select the record you wish to
edit.

Creator records created here
can be applied to either an
individual collection or a
classification heading (e.g.
record group or subgroup to
create agency histories.)

In the biographical/historical
note and sources field, use
ENTER to separate
paragraphs.

Simple HTML can be used. It
will be stripped out before
the information is output in
EAD or MARC format.
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5.4 DIGITAL LIBRARY PACKAGE

The digital library is used to link to external digital objects and to directly upload digital objects and
electronic records into the system. Linked or uploaded objects can be associated with individual
collections or any subordinate parts of a collection (e.g. series, items, files) which have been entered.
Hyperlinks between the digital object and the associated collection automatically appear in the public
website. NOTE: The digital library is not intended to function as a digital preservation system.

5.4.1 Digital Library Manager
The Digital Library Manager is used to associate individual digital objects (e.g. photos, sound
clips, and electronic records) with a collection and create basic metadata about the digital

objects. After you enter the Digital Library Manager, pick a collection to which the object is
associated (the collection will be pre-selected if you enter directly from the content manager).

Adding a New Digital Object

Use the initial screen to select the
collection to which a digital object

Digital Library Manager will be linked.
Search: [tunisia sty (100 Resuts Typing in the ‘search’ box will
Show only collections from: | The University Archives ;I filter the ||st of Co"ections
AID Tunisia Project File ;|

CIC-AID Rural Development Research Project File
$3z‘iasai;ﬁhBerﬁﬁg::I;ducation Project < Click one Of the filtered
collections to select it and begin
the process of linking a digital

object

Once a collection has been selected, you will be presented with the screen shown on the next
page.

[continue to next page|
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Digital Library Manager

Add New N

Blackhawk Statue
Lorado Taft as a Young Boy

This box shows existing digital
content (if any) linked to the

P

Delete /
Title: | / H
Identifier: 7
Date: 7]
Associated Collection: Lorado Taft Papers 7]

collection. Add a new item or
click an existing item to upload a
digital object, to provide
additional metadata, or link to an
external resource.

Use these fields to enter basic
information for each digital object
or resource.

Shows the collection and
(optionally) series, boxes, files or

I Series 1: Mounted Photgraph File

- &

items with which the object is
associated.

IMPORTANT: You must provide a title BEFORE linking to a resource, uploading a digital
object, or providing advanced metadata.

Adding Detailed Metadata

After a basic record has been created, you can edit the record, link to a digital resource, or
directly upload a file or files, by clicking the title in the list. You will then be presented with the

following options.

Use this field to link to an external
resource

Open this section to upload a file
or files

Use of these sections is optional;
creators, subject and languages
are drawn from the controlled list
and work exactly like they do
under the Collection Manager.

Title: |Blackhawk Statue 2 /
Identifier: l— d
Date: l— H
Associated Collection: Lorado Taft Papers 7]
I Series 1: Mounted Photgraph File ;I
4
Content URL: |
T
Upload Files <+ 2]
Detailed Description 2]
Creator Information & 7]
Subjects N 2]
Languages H
Update

[l Upload Files 2]

Upload Files:

Title 2 File 2 Media Type Display Order 2

| | Browse. N/A lZ_ <

m 31830001.0FG (2.76 MB) Image |1_ Delete |

Update

5.4.1 File Types Manager
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The File Types Manager is used to define the types of files that may be uploaded into Archon.
(The File Types Manager may not be available to all users, depending on the level of access
provided by the Archon Administrator.)

5.5  RESEARCH PACKAGE

The research package is used to manage information related to researcher logins/accounts and
appointments.

If the research package is installed, users can register accounts, place collections, series, folders
and items into a virtual cart, email the list to the archives, and establish appointment times. The
menus in this area allow the Archon administrator to view and edit information related to
researcher accounts, carts, and logins. It includes the following areas.

5.5.1 Appointment Purposes Manager:

Define values that will appear to users in a drop down menu asking the purpose of their
appointment.

5.5.2 Appointments Manager

View and edit information submitted by users relating to their appointments, including
arrival times, comments, and lists of requested items. Mark boxes and folders and
removed or returned from storage locations.

5.5.3 Researcher Account Manager

View and edit information relating to user-generated accounts, including names and
contact information.

5.5.4 Researcher Type Manager:
View and edit a controlled list of ‘researcher types.’
5.6 SUBJECTS PACKAGE

The subjects module is used to add and edit terms that will be available as a controlled
vocabulary in the collections and digital library managers.

You can create multi-part terms. Each component of the multipart term must have a subject type

applied to it. If the multipart term is LCSH compliant, mark it so at any level of faceting where
it is compliant.

38



The terms created in the subject module can be applied to collection or digital objects. ‘Parent’
terms with ‘children’ can be applied to collections either as an multipart terms or at any level of
specificity desired.

Subject terms are mapped into MARC and EAD records with the proper field names/subfield
indicators, and elements/attributes, as applicable.

5.6.1 Subject/Genre Manager

Subject/Genre Manager g

Current Level:
» [root] Single-click ‘add new’ to define a

_ < new term.

Subjects under [root]: -~

(Add New)
Agricultural Marketing
American Marketing Association . . . .
Book Marketing To edit an existing term, type in
o European the 'search’ box to filter the list,
Journal of Marketing Research H
Livestack Marketing the_n select tht_e record you wish to
Market Planning edit. Information can be added or
Market Research . .
Marketing edited in the area below the

Milk Marketing fllterlng box

/ Select type from pull down list
Transfer I Delete/l / (default installation lists LCSH

7 types)
Subject: |market |
Subject Type: | (Select One) Vl

Subject Source: | (Select One) hd |

Select source vocabulary from
drop down list.

add |
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SubjectfGenre Manager

#» [root

Current Level:

# [Union of Soviet Socialist Republics]
<

Subjects under [Union of Soviet Socialist Republics]:

Add New

Agriculture and Natural Resources

Art and Literature
Business and Industry
Education

History and Geography
Politics and Government
Religion and Sociology
science and Technology
Sports and Recreation

<

AN

Transfer I Delete I/
4
r'd

Create a multipart subject heading
by double-clicking the heading
and adding a facet. The hierarchy
is shown at the top; all of its
children are below.

Apply a subject type to each part
of the multipart term.

If the multipart term is LCSH
compliant with LCSH or another
vocabulary, mark it so at all level
in the hierarchy.

Multi-part terms can be created to

Subject: [Agriculture and Natural Resou] B| any level of depth. In practice 2 or
Subject Type: [Topical Term v @| 3 levels should be sufficient for
Subject Source: [ (select one) ~| ] must uses.
Update |
5.6.2 Subject Sources Manager
Subject Sources Manager g

{Add New)

Art & Architecture Thesaurus
Library of Congress Name Authority File

Library of Congress Subject Heading

a

Delete I

-

Subject Source:

EAD Source:

|Lihrary of Congress Suhm

flsh ]

Use to list the source for the
subject vocabulary.

Whenever subjects or genres
in this vocabulary are
applied, the value listed here
will map to the ‘source’
attribute and appropriate
indicator in EAD and MARC
output, respectively.

Update |
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5.6.3 Subject Types Manager

Subject Types Manager Q

(Add New}

Corporate Name
Date

Family Mame
Function
Geographic Name
Occupation
Personal Name
Title

Topical Term

Delete | /

Subject Type: |GenrefForm of Material/ |

£§8a

Encoding Analog:

Use to list the source for the
subject vocabulary.

Whenever subjects or genres
in this vocabulary are
applied, the value listed here
will maps to ‘source’
attribute and appropriate
indicator in EAD and MARC
output, respectively.

Update |

6.0 SYSTEM INSTALLATION, CONFIGURATION, AND MANAGEMENT

6.1 INSTALLATION REQUIREMENTS

The interface for accessing and editing descriptive records uses a standard web browser, with
JavaScript enabled. It has been tested with Internet Explorer 6 and 7, Firefox 2, Safari, and
Opera 8 and higher, on PC and Mac Linux desktops. It should also work with other browsers

and operating systems.

Archon itself requires both a webserver and a database server (either MySQL or Microsoft SQL
server). Specifically, you need the following in place before running the install packet. If you
do not understand any of these requirements, check with your web host or systems administrator.

e A standard installation of MySQL or Microsoft SQL Server. We have tested the
application with MySQL 5.0 and SQL Server 7 and 2000, but it should work with later

releases of these platforms as well.

e A blank database on the database server. When creating the database, create a user with
full (owner) privileges. You do not need to specify any table names, data definitions, or
the like. They will be created or updated automatically when you run the install packet.

e A web server of any type with PHP 5.0 or higher installed. Depending on which
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database server you plan to use, the mysql or mssql libraries must be enabled. The gd
library must be enabled if you plan to use the Digital Library Manager. Also, the zip
library can be installed. This will allow zip files to be used by the import utilities.

It is possible to install Archon to a local machine that serves as both the webserver and the
database server.

6.2 INSTALLING/UPGRADING OVERVIEW

A single installation/upgrade packet is provided for Archon 2.1. It is available through the
download page on the project website, www.archon.org.

In order for the installer to work correctly, you MUST provide the install pack sufficient
information and permissions so that it can:

e Establish a connection to the MySQL or SQL Server where the Archon data will be
stored. You must provide an accurate server address, database name, login, and
passwords, as requested during the install routine. The files install.pdf and install.doc
that are provided with the install pack specify exactly which information is needed.

e Upload files to the webserver. The files may be uploaded either using FTP or a shared
drive.

If your attempt to install Archon fails, please check with project staff, your local system
administrator, or your web host, as needed, to ensure that the information you are supplying is
correct.

It is also possible to install Archon manually. To do this, copy all the files in the zip file to a
webserver, define the server address, database name, login, etc in config.inc.php in the archon
root, then load the base URL of your archon website in your web browser.

6.3 INSTALLATION INSTRUCTIONS

Installation and upgrade are handled using the same packet, but the instructions provided in this
section (1.2) are for those installing Archon for the first time, not for those upgrading from a
prior version. See section 6.4 for instructions to upgrade from a prior version.

Step One: Prepare to Install Archon
Download the zip file from the project website. Save the file on a local drive.

Create a new blank database on a MySQL or MSSQL database server. The database can be
given any name you like. If you do not have authority to create a database on your database
server or web host, contact your systems administrator and request that they create a database.

Create a user/password combination for the blank database with ALL privileges to the database,
including, SELECT, INSERT, UPDATE, DELETE, CREATE, ALTER, and DROP.
(Depending on how your database administrator defines “ALL,” it may be necessary to manually
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select each of these privileges.) Archon’s web scripts will use this account to access the
database, and Archon will not function if the user you create for Archon does not have these
credentials.

Note the name of the database server, database name, user login, and user password. If a
systems administrator created the database for you, ask that s/he provide you with this
information using the form install.doc or install.pdf. Or ask them to run the install pack as
instructed below.

Step Two: OPTION A—Use Windows install file (install.exe)

Unzip the file which you previously downloaded to a local folder. Uncompress the file.
Open the file install.exe. An installation utility will launch. The utility is used to specify
connection settings for the database and to instruct the install pack as to how it should upload the
files to the web server.

Complete the fields as instructed (more information is available in section 6.5 below).

[See next page for screenshot].
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) Archon Installation Utility E| Select either MySQL or SQL Server,

depending on the server type.
Archon Yerzion 210 ready ta be installed. [Rel 2005.04.14]

Supply the server address (either name

— Databasze Server Configuration or IP address
Server Type: I MyS oL ;Ii /
S arver Addiess: Enter the database’s username (login)
- Jlacakhost and password that you created when the
Lagin: |a,,3h,:,n_use, S blank database was set up, as well as the
_ name of the database.
Fazsword: Ipasswnrd
Databaze Mame: Iarchnn
- The second part of this form specifies
I Test Database Configuration how the install packet will upload the
] ] archon scripts to the webserver. Check
_Installation 5 ettings EITHER ‘copy to local directory’ OR
[ Conpy to Lacal Directary “Copy to FTP Server” If you select FTP,
the Server Address, Port, Login,
Path: | C:harchonty Password, and Upload Path fields must
be completed. Normally, Port should be
_iEaey ta R Server left at the default value of “21”. NOTE:
Server Address: | Foit:|21 | "@————— This login and password are probably
bept | different than the database login and
password.
Pazzword: |
Unload Path The web address field MUST be
& : |/archon completed for installations using either
Archon web Address: Ihttp:.-".-" g——] the local directory or FTP method.
Provide the based URL where Archon

will be accessible, e.g.

[ Show Details Instail Help! http://www.archon.org/archon/

IStatus: Whaiting for zer...

When you are ready, click ‘Install!” The utility will upload the files to your web server.

If the utility is successful, you will see a box similar to that shown below. Go to the web-based
installation utility (i.e. the web address you provided), but DO NOT CLOSE THE BOX
SHOWN BELOW. After the installation is complete, you will need to enter a code into the box
to activate your installation of Archon.

Archon Installation Utility |

Fleaze enter the completion word given to you AFTER 0k |
you have finizhed the web installation (It will appear on

Step 8 of 8. [If wour web browser gave vou an errar,

: ; ; Cancel
click cancel to cancel ingtallation. ]
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Step2: OPTION B—Manual Installation

Copy or FTP the Archon folder from the zip file to your webserver. Open config.inc.php and
provide the connection credentials. Launch the web-based installation utility.

Step 3: Complete the Web-Based Installation Utility

The web-based installation utility includes 10 steps. The installer attempts to connect to the
database, creates tables, and completes initial configuration for your installation of Archon.

Step 1: Click through the welcome screen.

Step 2: Read and accept the open-source license agreement

Step 3: Read the information and click “Next” to continue

Step 4. Test database configuration. If everything is OK, click “Next,” otherwise, reconfigure

database or correct information supplied in initial (non-web-based) install utility, then run the
web-based installation utility again.

Archon 2.10 Installation (Step 4 of 10}

Testing Database Configuration:

Connecting to server localhost, .,

Selecting Database chrispro_archonuiuc, ..

Testing Permissions: .
- CREATE: Step 4 showing successful
- IS“ESLEE-TF < test of database connection

- UPDATE: and user credentials in green.
- ALTER:

- DROP:

Database configuration tests complete, click next to continue,

<- Previous | Mext - |

Step 5. Installation utility creates database and table structure. After the structure has been
created and the page loads completely into the web browser, scroll to the bottom of the screen
and click “next.”

Step 6. Create sa (Super Administrator) and Administrator user login credentials.
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NOTE: The sa account will allow full administrative access to Archon. Unlike the other
passwords, the SA password is not stored in the user table. It is a ‘failsafe’ password allowing
access to the Archon administrative (staff) interface in case the user table is corrupted. All
passwords are stored as one-way hashes and cannot be read by humans or decrypted.

Step 7: Select the packages you wish to install. Note: you can install missing packages or
uninstall unneeded packages later if desired.

Archon 2.10 Installation (Step 7 of 10)

archon may be configured to use a number of 'packages.' Each of these packages will increase
archon's functionality .

Below, please choose the packages you wish to install, Mote that vou can only choose to install a
package if all the packages it depends upon are also being installed. For example, you can only
install the collections packange if the 'creators' package is being installed. Therfore, certain options
may be deselected autormatically if vou deselect certain packages,

Package Name Depends Upon Enhances Install
research collections 2.10 F
collections creators 2,10
subjects 2,10
acCessions collections 2.10 F
creatars care 2,10
subjects core 2,10
digitallibrary creators 2,10 collections 2.10

subjects 2,10

< - Previous | Mext -=

Step 8. Depending on the options you selected, one or more package installers will run. Follow
instructions on each screen carefully.

Step 9: import XML language files for administrative interface. Two languages are supplied,
English and Spanish. If you are interested in translating Archon to another language, please
contact us.

NOTE: The language import may take a long time. Do not interrupt the process. Scroll down,
and you will see a message like this when it is finished:

[see next page for screenshot]
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Irmporting package subjects...
Import of phrases successful,

Parsing file eng-subjects.xml...
eng-subjects.xml loaded and parsed.

Irmparting package subjects...
Import of phrases successful,

All files imported!

<- Previous I Next -= I

Step 10: Installation is complete. Follow the instructions on the screen carefully to finalize the
installation. Archon will not run unless these instructions are completed.

Archon 2.10 Installation (Step 10 of 10)

Installation Complete!

Archon is now installed, and configured!

If you ARE using the Archon Installer utility:

1) Copy the following word to the clipboard {or write it down):

2) Return to the installer utility and enter the word above into the prompt.
3) Click Finish,

If you ARE NOT using the Archon Installer utility:
In arder to beqgin using Archon, you MUST delete or rename the install.php file frorm the
fpackages/corefinstally directory, Archon will NOT work until this file no longer exists,

Once you have done this, click Finish to access the Administrative Interface.

<- Previous Finish

Finalize the Installation

Return to the installation completion box and enter the text ALLDONE, or rename the file
packages/core/install/install.php.

Archon Installation Utility

Pleaze enter the completion waord given to vou AFTER
wou have finighed the web installation (It will appear on

Step 10 of 100, [If pour web browser gave wou an errar,

: ) A Cancel
click cancel to cancel inztallation. ]
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Your installation of Archon is complete. Go to the web address to start using Archon.
6.4  UPGRADE INSTRUCTIONS
Prepare to Upgrade Archon

IMPORTANT: Before starting, backup the archon folder on the webserver AND the source
MySQL or SQL server database, so you can restore archon if the upgrade fails. We strongly
recommended using the native database backup tools in phpMyAdmin, MySQL, or SQL Server.
Contact your server administrator if you have any questions.

Download the install packet from the project website. Save the file on a local drive.
Note the name of the database server, name, user login/password. If you do not know any of

these, they are found in the file config.inc.php in the root folder of your archon installation, on
the webserver where you have archon installed, i.e. http://www.archon.org/archon/config.inc.php

Complete the Fields in Installation/Upgrade Pack, as per instructions provided above in section
6.3, “Installation Instructions.”

When you are ready to upgrade to Archon 2.1, click ‘Install!’

You will see a message box similar to the one below. Click Yes on this page, as well as the
following confirmation page to continue and replace an existing installation of Archon.

archon In ]

archon has already been installed locally {version 1.00, Released 2006,03.04), Do wou wish to overarite ite

Yes Mo

The utility will upload the files to the web server. This may take a few minutes.

You will see the following message box. Click OK to continue, and you will be taken to the
web-based installation utility.

rchon x|

@ File transfers completed!

The Archon Installer will now launch the web-based Archion Installakion.

QK |

Run the Web-based upgrade utility
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The web-based installation utility connects to the database, creates/updates tables, and completes
configurations for your installation of Archon. No existing data is altered or changed.

Step 1: Login as an administrator and back up your data if you were did not do it earlier.

IMPORTANT: Please note that the backup generated here should only be seen as a last resort,
and that it will likely fail for very large databases with many digital objects, since it is writing
the entire contents of the database into one SQL script. It is much safer to rely on a backups
generated by MySQL or SQL Server. Contact your server administrator if you have any
questions.

Step 2: Archon upgrades the SQL table structure and finalizes the upgrade. When you have
finished reviewing the messages, click “Return to Archon”, and you will be returned to the
standard administrative interface. NOTE: Some of the upgrades can be time consuming,
depending on the version you are upgrading and the amount of data in your database. Please be
patient and let the installer run.

6.5 DETAILS OF INSTALL/UPGRADE DIALOG FIELDS
Database Settings

Server Type: This is the database server type. Currently the only database servers supported are
MySQL and Microsoft SQL Server.

Server Address: This is the address to the database server which the Archon web application
will use to connect to the database (either IP or hostname).

Login & Password: These are the credentials the Archon web application will use to connect to
the database server. IMPORTANT: This user must have permissions to perform the following
commands on the database: SELECT, INSERT, UPDATE, DELETE, CREATE, ALTER, and
DROP. If the user account does not have all these permissions, Archon will not function.

Database name: This is the name of the database. The install pack and the Archon application
itself will connect to this database, using the credentials supplied above.

Test Database Configuration: This will cause the installer to attempt to verify the existence of
the database server and the validity supplied credentials. This should only be unchecked if the
database server is inaccessible due to a firewall or if the database user will not have permissions
to connect to the database from the machine running the installer (for example, if the database
account can only connect from the web server). NOTE: Server addresses like localhost and
127.0.0.1 will fail if the installer is being run elsewhere than the machine the database is located
on. The installer automatically unchecks the box if you detects you typing in either of those
addresses.
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Copy to Local Directory: This should be checked if files are transferred to the web server
through a Windows file share or if the installer wants to keep a local copy of the installation on
their machine as a backup.

Path: This should be set to the directory where Archon will be installed (Example:
\\webserver\wwwroot\Archon\ or C:\Archon\)

Copy to FTP Server: This should be checked only if files are being transferred to the web
server through an FTP server.

Server Address & Port: This is the address and port of the FTP server on which Archon
is to be installed (either IP or hostname).

Login & Password: These are the credentials the installer should use to upload Archon
to the FTP server.

Upload Path: This is the directory the Archon installer should create and upload Archon
to on the FTP server.

Archon Web Address: This is the URL where Archon will be accessible once copied to the web
server. It should be supplied whether you are transferring files to the web via a local file share or
FTP server.

6.6 REGISTRATION

When you install or upgrade Archon, the information that you enter in the installation form for
the Repository page will be sent to us. We will keep your registration information in a secure
database that is accessible only to the project staff. We use registration information only to
inform you of product upgrades or outstanding issues. We will not reuse the information for any
other purpose, nor will we provide it the third parties. Therefore, we recommend you completely
fill out the form, or at a minimum, include your e-mail address so we can contact you if any
serious issues arise.

7.0 MODIFYING THE PUBLIC INTERFACE

7.1 OVERVIEW

Once Archon has been installed and data has been imported or entered, Archon uses the ‘default’
theme and templates to automatically produce a searchable, browseable website. Before
customizing the interface, it is very important to understand the difference between themes and
templates.

Themes control general display properties such as colors, fonts, headers, and footers. They DO
NOT control what content is placed on a particular page, only how content is displayed. Themes
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can be used to develop a local look and feel.

Templates control the particular data elements that appear on a particular page. They are not

intended to control display properties such as layout, colors and fonts.

The public interface can be tailored to suit local needs by modifying the files in the ‘themes’ and

‘templates’ folders on the web server.
7.2 THEMES

7.2.1 Selecting a Default Theme

Use the “Default Theme” option under the “Archon Configuration” menu item.

Archon Configuration

Administrative Welcome Message
Classification Number Minimum Length
Collection Identifier Minimum Length
Confirm Researcher Accounts

Date Format

Default Administrative Theme
Default Language

Default Repository

Default Template Set

Default Theme

Disabled Message

Enable User Defined Fields
Installation ID

Login Banner

Max Thumbnails

Preview Long Max Size

Preview Short Max Size

Public Enabled

Related Option Max Length

Package: | (Al /

=

Directive: Default Theme

Value:

Description: The selected therme will be the default therne used in the public display.

To change the ‘look and feel’ of
Archon’s public interface, select
an option from this pull down
menu.

New themes can be created by
adding folders to the themes
folder on the webserver (It
generally makes sense to copy
and existing folder and edit the
information.) Any folders that are
added will automatically appear as
an option on the pull down menu.

Update I

Archon comes with a default theme which is very general in appearance, defined in the
‘themes/default’ folder. It makes extensive use of CSS layout properties and is compliant
with web accessibility (section 508) guidelines. It is meant to function with the default

template set.
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7.2.2 Making your own theme

VE RY, VERY IMPORTANT: 1t you decide to customize the look and

feel of the website, you MUST create a new theme by copying the existing files in the
‘default’ folder to a new folder in the ‘themes’ folder, such as ‘themes/mytheme’ If you
simply make changes in the default folder, you will run a strong risk of losing your
repository’s theme during the installation of any future Archon upgrades releases.
This is because the install scripts will update the files in the themes/default folder during
the installation procedure. The installer attempts to preserve your existing themes and
templates by copying them prior to installation, but we also recommend that you make
backup copies before running the installer

Once you have created a new theme, you can apply it to your website under the ‘Archon
Configuration’ menu item ‘Default Theme,” as noted above.

The ‘default’ theme contains the following files:

style.css controls colors, fonts, etc.

header.inc.php the header for all pages EXCEPT full finding aids
footer.inc.php the footer for all pages EXCEPT full finding aids
faheader.inc.php the heard for full finding aid pages
fafooter.inc.php the footer for full finding aid pages

index.inc.php the ‘root’ page

init.inc.php provides pointer to images

If you create a new theme, any of the above files can be modified.

You can also create new files for specialized content. For example, you might like to add
a ‘contact us’ page. Create a file ‘contact.inc.php’ in your theme folder. Then put the
following test near the top of your theme’s ‘index.inc.php’ file:

isset($ ARCHON) or die();
if ($ REQUESTI['f'] == 'pdfsearch')

require ("pdfsearch.inc.php");
return;

}

You can view the page at: http://www.archon.org/archon/?p=core/index&f=contact

7.2.3  Applying themes developed under prior versions of Archon
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7.3

Copy the folder themes/mytheme from your old archon installation into the new archon
folder. It will appear as an option under the Archon Configuration->Default Theme
Menu.

If you want to use themes from previous versions under version 2.1, you have two
options:

OPTION 1: Retain the theme files, as well as the template set that functioned with the
old theme.

OPTION 2: Copy the information from the final section of the new default theme’s
style.css file to your old theme’s stylesheet, and make necessary adjustments to the
theme. Use the default template. More complete information is provided in section
7.3.3.

IMPORTANT: You should carefully consider the advantages and disadvantages of not
migrating forward to the new themes and tempaltes; in general, you will lose a great deal

of functionality by not migrating forward.

TEMPLATES

Templates provide more refined control over individual pages produced by Archon. For each
output page produced, Archon’s packages include a pub file and optionally a template.

By looking at the files on the webserver, you can see how the templates are organized within the
application as a whole.

The webserver’s Archon folder holds the following folders: adminthemes, db (the database
abstraction layer), incoming (holding place for files to import), packages, and themes. The
themes folder has been discussed above in section 7.2, and the adminthemes folder works like
the themes folder, except that it applies to the staff interface.

7.3.1 Background regarding the templates system

When customizing the interface using the template system, all work will be done in the
packages folder. Archon’s packages have a modular structure. The core archon files are
found in the ‘core’ folder. For each installed package, a subfolder will be added as a
sibling to the ‘core’ folder. Current packages include accessions, collections, creators,
digital library, research, and subjects. Each of these packages works by referencing
objects, methods, and properties that are defined in the ‘core’ folder (specifically, in the
Archon API’s § ARCHON object).

As a web application, Archon functions by evaluating parameters passed to the file
index.php, found in the the root ‘Archon’ folder. All html output is generated by a GET
or POST to index.php. index.php simply calls other files based on an evaluation of the
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querystring.

When you wish to customize the output of a particular page, you need to find the
‘template’ which controls output for the package and specific file being called. The
templates for each package are found in the templates folder for that particular package:

Package Templates location

Accessions packages/accessions/templates (none currently defined)
Collections packages/collections/templates

Core packages/core/templates

Creators packages/creators/templates

Digital Library packages/digitallibrary/templates

Research packages/research/templates

Subjects packages/subjects/templates

The following dialog shows the user preparing to edit the file controlcard.inc.php in the
collections package’s default template set, i.e. the file generated by urls containing the
queystring ‘?p=collections/controlcard&id="

% W:\archon\packages\collections\templates\default |Z||E|fg|
Flle Edit View Favorites Tools Help i ,"

Back ~ | ) search | [[= s . .
o= © 2 - Smarch |7 Folders ey The Archon program is organized
Address |L‘:} wilarchompackages)collections\templatesidefaul / / V|I in a series of packages on the
Folders X Mame webserver. In order to customize

= 3 archon ~| EEltem.inc.php the output of a particular page in
) adrinthemes EElindex.php : the output, you need to know the
Db CEl e e name of the php templateset, as
) incoming ﬁcollectmnllst.lnc.php I k d th ifi
= [ packages Ecollection.inc.php vye as pac age ar_l € specitic
) acressions file you wish to edit.
= 5 collections
(2 admin This dialog shows the user
D preparing to edit the file
[C3) inskall .
S (controlcard.inc.php) that
D put generates the brief collection
= 3 templates record in the default template set.
I default
5 defaultold =
I3 draftcontralcard
I3 ead
I3 kardexcontrolcard
I printcontrolcard
|5 warchives
I3 uarchivesnew
() caore
[C5) creators
[C5) digitalibrary
() research
[ subjects w| £ | 3

7.3.2 Editing Template Output
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If you wish to modify the output generated by Archon (instead of just tweaking the
colors, fonts, etc.), you must modify the files for the package and template set you wish
to modify. For example, if you wish to modify the ‘default’ output for the brief
collection record to have fields show in a different order, you can make modifications to
the file controlcard.inc.php in the folder

packages/collections/templates/Y ourTemplateName

VERY, VERY IMPORTANT . If you decide to

customize the output produced via the template system, we strongly recommend that you
create a new template set by copying the existing files in the ‘templates/default’ folder to
a new folder in the ‘templates’ folders for ALL of the packages whose output you wish
to modify. If you simply make changes in the templates/default folder, you will run a
strong risk of losing your repository’s template set during the installation of any future
Archon upgrades that may be released. This is because the installer will update the files
in the template/default folders during the installation procedure. The installer attempts
to preserve your existing themes and templates by copying them prior to installation, but
we also recommend that you make backup copies before running the installer.

Once you have created a new set of templates, you can apply it to your website under the
‘Archon Configuration’ menu item ‘Default Template Set.” See section 7.3.3. below

You can determine which file to edit by analyzing the querystring for a particular page.
The querystring will always point to the package and to a file in the ‘pub’ folder of that
package. In turn, the file in the ‘pub’ folder MAY have a template associated with it.

For example, a url containing ‘index.php?p=digitallibrary/digitalcontent&id=" points to
the file digitalcontent.php in the pub folder of the digitallibrary package. By examining
the contents of the file ‘index.php’ for the template set you are using, you can tell if a
template has been associated. In this case, the file contains a line:

$TemplateIndex['DigitalContent'] = "digitalcontent.inc.php";
Therefore you can control the output of any page by editing the associated file in the
template set you are using. This is graphically represented in the schematic on the

following page.

[see digram/screenshots on next page|
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IMPORTANT: It is strongly recommended that you do not edit files in the pubs folder.
Any changes to the pubs folder are in essence low-level changes to the Archon API and
will not be supported in future releases or upgrades. The modular structure of Archon is
such that changes can be made in the associated templates file WILL be retained if/when
you upgrade to a future release of the software. Changes to text in the files generated by

the Pubs folder can be made in the “Phrase Manger” under the public phrases area.
Please see section 4.5 for instructions.

EXCEPTION: It may be necessary to edit the files in the pub folder if you plan to use
Archon in a language other than English. In future releases of Archon, we plan to move
all of the English content in the pub files to another location, for modularization.

7.3.3 Selecting and Applying Templates

Archon comes preloaded with a default output template. When you create a new folder
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in the templates directory on the server for each particular package, the new template will
automatically appear as a menu item under Archon Configuration->Default Template Set.

Archon Configuration

Administrative Style Sheet
Administrative Welcome Message
Classification Number Minimum Length
Collection Identifier Minimum Length
Database Structure ¥ersion

Default Language

Default Repository

Default Style

Disabled Message

Enable User Defined Fields
Installation ID

Login Banner

Preview Long Max Size

Preview Short Max Size

Related Option Max Length
SA Password

| v

Public Enabled —_

Search By Classification ;I

Directive: Default Template Set

Description: The selected template set will
used in the output system

Yalue: Idefault ;I

he default template set

Update |

More detailed changes to specific
output screens are made using
the “Default Template Set” option
in the “Archon Configuration”
menu

Select an option from this pull
down menu.

New templates can be created by
adding folders to the templates
folders on the webserver (it
generally makes sense to copy
and existing folder and edit the
information.) Any folders that are
added will automatically appear as
an option on the pull down menu.

Please note that it is also possible to apply a different template to an individual
collection, by selecting that template directly in the Collections Manager record for that

Collection Manager:
"Factivities" {ID: 3810}
Content Manager

Collection Information
Title: |"Factivities" “
Enable Web Dutput: 6 yos © o |
Main Repository: |The University of Illinois Archives =l A
Collection [ 43 Natural History Survey = “
Classification: — -

| 1 chief's Dffice ;I

Collection 810 2]
Identifier;
Sort Title: "Factivities"”

First/Last Year: 1966 - |99990

Inclusive Dates: 1966-

Predominant

Dates:

Type of Materials:  [publications =l
Extent: 0.3 cubic feet <

Finding Aid Author: I K
Template:

[system Default {default) -]
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You can also refer to the templates by passing a parameter the querystring. For example,
‘p=collections/controlcard&id=3 1 &templateset=printcontrolcard&disabletheme=1" will
produce the printcontrolcard view instead of the default output. “disabletheme=1"
removes all of the other styling information, as well as any html and php that are
typically included in the selected theme’s header.inc.php and footer.inc.php files.
Similarly, a templateset can be forced in the script itself, using PHP.

7.3.4 Commonly Modified Template Files

collection.inc.php Controls display of ‘collection-level’ information in
p=collections/findingaid
controlcard.inc.php Controls main ‘collection level’ view shown in

p=collections/controlcard

digitalcontent.inc.php Controls display of digital content in
digitallibrary/digitalconent

index.inc.php This file should only be modified if you are adding a new
template to the template set, it is used internally as an index to
reference templates in the selected package.

item.inc.php Determines display of all materials listed in the ‘content
manager’ in p=collections/findingaid

You can also define new template files. For example, if you would like the finding aid to
display folders differently from other content, you can define a file called folder.inc.php
and include appropriate tests to customize the output for folders. See
http://forums.archon.org/viewtopic.php?t=69 for more information.

7.3.5 Overview of Archon’s API

Archon is built on a modular, object-oriented application programming interface. You
may wish to make changes to the way materials are displayed. For example, you may
wish to refer to Archon fields which are used in the administrative interface but not
currently included in public output generated by any of the templates.

You should consult the list of objects, properties and methods when making the changes
because many of the methods contain parameters that affect display properties.

Within the templates, you may include any PHP code you like, and you can access the
classes noted in the comments at the top of the file. The Archon API is available in any
script, and can be called by referencing the variable § ARCHON and calling functions
defined in the class Archon on the project website.

Full documentation of the classes, objects, methods, etc is maintained on the
documentation page of the Archon project website, www.archon.org.
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8.0

7.3.6 EAD and MARC Output

When a staff user is logged in, the EAD and MARC output can be viewed and saved by
clicking links at the bottom of the truncated collection record available through
p=collections/controlcard. For local purposes, the records can then be imported to other
systems. AT UIUC, we are planning to tailor the system so that the MARC and EAD
files are written to local directories and/or FTP servers, then automatically loaded into
other systems, such as library catalogs. More information on this process may be
available from the project staff at a later date.

EAD output can be modified by editing the files in the
packages/collections/templates/ead folder. This template set is a bit more complicated
and should serve as a good reference if you want to accomplish more intricate
customization.

The MARC output must be edited directly in marc.php in the root folder of the archon
installation. The marc output is produced using a third-party, open source library called
PHP MARC. More information on PHP MARC is available through
http://www.emilda.org/index.php?q=php-marc or through the package documentation on
the Archon project website, at http://www.archon.org/doc/.

IMPORTANT: If you choose to edit this file, be sure to retain a copy before upgrading
to a future release.

We are soliciting feedback on MARC and EAD export functions. Please contact the
project staff if you have comments or notice an error in the mappings we have chosen.

ADDITIONAL DOCUMENTATION

If you cannot make the output changes you desire using the above information, refer to the
developer documentation. Please see http://www.archon.org/doc/ for a full description of
available classes, functions and constants.

9.0

GLOSSARY

Administrative Interface: The web forms produced by Archon which allow the Archon
Administrator and anyone with a valid login and password (i.e. archival staff) to modify data
stored in the Archon system.

Accessions Manager: An Archon module used by archival staff to enter basic descriptive,
classification, administrative, and location information for unprocessed materials.

Classifications Manager: An Archon module typically used by an Archon Administrator or by
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archival staff, to define a hierarchical system into which collections may be grouped. The
Classifications Manager may be used to establish a provenance-based Record Group/SubGroup
system. Use of the Classification Manager is optional.

CollectionID: The unique identifier automatically assigned to a collection record in Archon. It
can be viewed on the php pages produced for any collection record. For example, 3871 is the
Archon ID for the George Myers papers at the University of Illinois Archives:
http://www.library.uiuc.edu/archives/archon/p=collections/controlcard&id=3871

Creator Manager: An Archon module used by archival staff to define authority files for the
creators of archival material, which can then be applied to collections or digital content using the
Collections Manager and Digital Library Manager.

Collections Manager: An Archon module used by archival staff to add new collection
descriptions to the system or to edit existing information regarding an archival collection.

Content Manager: An Archon module used by archival staff to add detailed descriptions
regarding the components of archival collections, i.e. series, boxes, folder, items, or other
subunits.

Digital Library Manager: An Archon module used by archival staff to describe digital objects
and to link to external digital objects and or upload objects directly into the Archon database.

File Types Manager: An Archon module used by the Archon Administrator and/or archival
staff to define the types of digital objects which staff can upload into Archon and how those
types will be presented in the public interface.

Level/Container Manager: An Archon module typically used by an Archon Administrator, to
define the levels of description and physical container types which archival staff may select
when adding information using the Content Manager.

Locations Manager: An Archon module typically used by an Archon Administrator to define
the general locations (such as rooms) in which archival materials are permanently housed.

Material Types Manager: An Archon module typically used by an Archon Administrator to
define the basic classes of material (such as Records or Personal Papers) that are held by your
repository.

Phrase Manager: An Archon module typically used by an Archon Administrator to edit error
messages and help button texts provided to users of the Administrative Interface.

Repository Manager: An Archon module typically used by an Archon Administrator to define

basic information about the repository or repositories whose records are included in the
installation of Archon, such as name, address, email, etc.
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Sessions Manager: An Archon module typically used by an Archon Administrator to forcibly
disconnect current or persistent connections to the Administrative Interface.

SA Password: The SA password is a ‘super password’ defined during Archon’s installation
routine, which will allow someone to access Archon in the unlikely event that the main user
table becomes corrupted. It should not be used for routine access to the system, but should be
written down in a secure location. If you need to login with the SA password, enter ‘sa’ for the
login and used the password you set in the initial installation.

Subject Manager: An Archon module used by archival staff to define controlled subject or
genre terms, which can then be applied to collections or digital content using the Collections
Manager and Digital Library Manager.

Templates: Templates are files that specifically define how a single component of the public
interface will be output, rendered and displayed to users.

Theme: The basic attributes and ‘look and feel’ of your Archon public interface. Themes are

modified by changing the files in the themes folder of your archon root directory. See the
Archon Administrator Manual for full instructions.
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