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Abstract: AXAEM, or APPX-based Archives Enterprise Manager, is an open source
application created by the State of Utah to manage the workflow of the State Archives. It
automates both archival and records management processes, describing records of all
types, records creators and other entities, functions, training opportunities available for
records officers, patron requests, volunteers, projects, and microfilm and digitization
work orders. It also facilitates the accessioning of physical records, and can manage
holdings and space allocation, or integrate with third-party software for that purpose. It
can ingest and extract metadata from electronic records and run many tools useful in the
format validation and transformation process. It also integrates with Gmail and the
Google calendar API, supporting the batch downloading of email from that source per
labels/folders applied, as well as sending email from a Gmail account or posting an event
to the calendar. The database is integrated with the Solr search engine for ease of public
access, which offers faceted searching based upon AXAEM metadata and downloading of
ingested electronic records. AXAEM also supports the creation of record indexes that are
web-searchable (such as by a person’s name or relevant date). Other website integration
includes the ability to print retention schedules or submit new ones, as well as provide
online tests for the certification of records officers. The application has one required
software dependency, which is the APPX utility (proprietary and fully vendor-supported).
AXAEM’s GPL open-source license has an exception for this utility. Other software
dependencies used in the electronic records process are optional, generally open-source,
and have their own licensing requirements. In Utah, the box inventory system integrated
with AXAEM is another proprietary product: Versatile from Zasio. All software
dependencies are the responsibility of the user.

Automating the Archives

The Utah State Archives’ local system is written with software called APPX, a
proprietary Rapid Application Development tool, and the resulting application has been
named APPX-based Archives Enterprise Manager (AXAEM, pronounced like “axiom”).
This software allows us to develop applications that reflect our business needs, and
change and expand as we see fit. The features used in AXAEM are directly related to
APPX Software’s capabilities, and they change and grow as we implement upgrades. The
software is easy to change and adapt as user needs change. AXAEM code has been made
open-source by the State of Utah.

Our local system was designed many years ago by a group of archivists, who sat in many
meetings discussing archival theory and how it applied to archives practices, records
management, and automated systems. They came up with the original foundational
principles and table structures the system was built upon, and that core is still in place,
although it has been expanded upon greatly.



One foundational principle is that records have a lifecycle. They are created and used
actively by an entity, stored for a while off-site, and then destroyed or transferred to an
archives for permanent access. Once in an archives, other things happen to those records.
The process is a continuum, but with many procedural branches. Since the Utah State
Archives and Records Service functions as both a records management and archival
institution, our local system is smart to do so as well. To that end, AXAEM begins with a
simple core idea that gets added upon:

e Records first obtain retention schedules, and are given basic descriptive data.
These descriptions can be very broad (big-bucket) or fairly narrow and precise.

e They also have classifications, or access restrictions reflecting state law.

e And they have an approval process that they must go through, and those meetings
where approval is granted have to be managed.

e Then other important things start to emerge, all of which get saved to the system.
For instance, records are sometimes microfilmed. The film contains certain data
ranges, belongs to specific record series, and may later be digitized.

e The records, if permanent, are arranged and described at the box, file, and reel
level.

e Electronic records can also be described at the individual object level, or in
groups such as at different levels within a folder tree.

e Records have finding aids created, and may also be indexed.

e They have relationships to other records, which must be recorded.

e They may have a history of being produced by another agency before being
managed by their current one, which also needs to be recorded.

e Those agencies have their own history, functions, and prior names, and may be
current or defunct.

e There are people at the agencies that we need to keep in contact with and train,
and those training sessions need to be managed. And on, and on.

Each piece adds context and meaning to the information we are trying to preserve,
understanding of the government process that existed at any moment in time, and greater
efficiency to the administrative tasks of the Archives. Context, content, provenance, and
original order are the cornerstones of archival management. Instead of starting the
descriptive process over each time the records pass through another point in their
lifecycle, the information is added continually to that single entry point. Then the data is
presented to the public as a retention schedule, a catalog record, a finding aid, a
searchable index, and the metadata for born-digital or scanned individual items.

In addition to recording information about records and their creators, AXAEM has
automated many workflows for the Archives. This has served to streamline our work and
given us the ability to adapt to changing recordkeeping requirements. Those workflows
include the creation of digitization workorders, patron registration, project management,
volunteer management, records officer training, direct interface with Gmail and Google
Calendar, support of the EAC-CPF standard, and appraisal scoring linked to policies, to
name a few.



This tutorial is intended to clarify what the features are, how they were intended to be
used, and why they support best practices. It will also delineate the procedural steps for
navigating through the software, adding data, and saving changes.

System Architecture

APPX has three components: the client, server, and database. The client is what’s known
as “thin client.” One client version is written in Java and is installed on the desktop. Or
you may use the HTML client and access it through a browser. A local connector is an
optional plugin for the HTML client so that the client can perform certain actions on the
desktop (handy for some electronic records functions). The client creates a
communication link with the server and provides a runtime environment so that you can
interact with the data using a graphical interface. You may download the Java client from
APPX’s website, www.appx.com. After the client is installed, you can access AXAEM
from anywhere, as long as you have an Internet connection and login rights. If you are
trying to access it outside the state firewall, there may be some restrictions.

The APPX engine and the applications we’ve written for our business processes are
stored on the server, not the client. In Utah, our main (production) applications run on a
Linux server. The APPX utility also supports Windows as a native operating system
option, and we have a copy on a local laptop. One instance of APPX or AXAEM can also
talk to another instance of APPX/AXAEM, if the need arises.

The database we use is Oracle, but other options are available (SQL Server, MySQL,
etc.), and we can connect to multiple data sources simultaneously. We also have data in
APPX’s native database, known an APPX/IO, to provide faster response to some tables.
Oracle is located on a separate Linux server. The reason we use Oracle is so that data can
be shared with another third-party system, which is used to manage records at our
Records Center.

We have a web server connected to our application server. APPX supports web services,
and REST/SOAP interfaces. Our customers can login to our website using a secure Utah
Master Directory login and interact with many services where AXAEM provides the
database backend. The Solr search engine is also fully integrated with AXAEM for both
internal and website searching of content.

Login

To login to APPX, use the login ID and password assigned to you by the APPX
administrator. APPX will remember everything except the password the next time you try
to get in:


http://www.appx.com/

| £ APPX Client Login — g Pt

Remote l Opﬁgns]

Login |my|u:ugin
Password |
Server |myserver

Server Port |8IZIGIII

| Connect | Sessions |
Cancel

Prior to logging in, you can set options by going to the Options tab.

| £ APPX Client Login — O *

Remote Options |

Rows | 383:
Columns | 1443:

GUI Look |a|:||:|x -

Advanced...
Cancel

This is where you set the screen rows and columns to be 38 x 144 instead of the default
21 x 80, or change the font size. The default screen size does need to be changed to use
AXAEM. For additional options, click Advanced. Double click in the left-hand value
fields to edit. After you make your change, when you click outside of the field, the
background changes to yellow. When you are done making changes, exit by clicking the
X on the upper right-hand of the window. Then click the Remote tab and log in as normal
to save your changes.




| £ Client Preferences: C\Users\eperkes'.appx\preferences.ini - O =

Option Value Default Value Description
logTokenScanList false falze Log Token Scanlist information
logTopBoxTitle false falze Log topmost window tites
[Options
alowAguaButtons false falze allow native Agua buttons an QSX?
alwaysOnTop false falze Window always on top?
appxDoubleClick false falze Enable Appx DoubleClick = Enterkey logic
arrowScrollEditor true true arrow keys will scroll ilf code if at top or bottom of region
arrowScrolRegion true falze arrow keys will scroll & scrolling area if at top J bottom. ..
autoSelect true true Select text as a field gains focus
autoTabOut true true Tab to next field after current field is filled
borderlessMode false falze Remove main window border decorations
characterEncoding windows-1252  [windows-1252 |Character Set Encoding
displayMumber 1 1 Which workstation display to use for a multiead PC
drawBlockCursor false true Draw the block cursor
drawsScrollactive true true Draw the scrolling region record selected
editorFaorcesize false falze Force design widgets to not truncate content
endMappedToCtrlE false falze Should the Cirl-E sequence map to an Appx EMD key ...
dockingScrollbar false true Hide scrollbar unless the mouse is near the scrollbar lo...
guilnterface true true Turn the GUI Interface On ar Off
hidePrefsMenultem false falze Hide the menu option to edit the preferences.ini file
hideStaticClientMenus false falze Hide the dient autoGui static pulldown menus
mainyWindowscrollPane false falze |Use a scrollpane for the main display and stop auto-z...
messageComboRows 3 & How many rows displayed in status message list befor...
newScanButton true falze Activate new code for smaller scan button
oldLayerMumbers false falze |Jse pre-5. 1layer numbers (1,2,3) instead of new (10...
presentationBg #000000 #000000 Background color to fill around dient window
presentationFg #FFFFFF FEEEE Background color to fill around dient window
presentationFooterSize 14 14 Font size of footer message in Presentation Mode
presentationMode false falze Hide frame, stretch to fill screen, and center
presentationRemote false falze Presentation Remote Mode
randomizeWWindowLocation false falze Add randomness so new windows don't exactly overla. ..
resizeMainWWindowPane true falze Dynamically resize the main display scrollpane?
showButtonFocus true true Show focus border when button has focus
|shuwGridIines false falze Show gridlines in the Image Editor
|shuprtinnNumbers false falze Show numeric option numbers of buttons
|showscrollbar true true Should the scrollbar be visible at all?
Main Menu

After you login, you will be presented with the Main Menu. If using the Java Client, it

looks like this:




ZE APPX - itac001sp.dts.utah.gov:8060:22924

File Process Main Menu Shortcuts Main Menu  Options

b€ EH X X |

Enter End Cancel Back | Menu | New Sess End Sess | Help

! E::::S!!i"lﬂuﬂl I

Utah State Archives

_[ Menus Y Y

Entity Name/Context, & Contacts
Boxes & Files

Cataloging

Electronic Records

General Schedules

Indexes

Microfilm

Performance Measures

Projects

Reports

Security

Series & Searching

State Records Committee & GRAMA
Training

Unique Processes

Log Out

| apx | ARC | BIB UT

If using the HTML client in a browser, it looks like this:



APPX - itac002sp.dts.utah.gov:. X ==

o Q Search wB $¥$ 6 9

|
‘ € O axaemarchives.at.utah.gov/client/

File Process Main Menu Shortcuts Options Help

beLE ¥ X

Enter End Cancel Back |Menu|New Sess End Sess| Help

Utah State Archives
_[ Menus Y Y \ ' clearj

| prefs.
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Boxes & Files
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Electronic Records
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Security
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State Records Committee & GRAMA
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Log Out

ep 8th, 4:14 pm PID: 9594 Db: ARC Appl: BIB UT User: APX Mode: Status:

Some menu items are going to be used far more than others. Typically, you will spend
most of your time in Series & Searching; Entity Name/Context & Contacts; and perhaps
Training or Microfilm—not necessarily in that order.



Entities and Contacts

The Entities & Contacts Menu is used to record information about state and local
government agencies in Utah, and the people we interact with in those agencies. It also
records all of the context of record creation, as defined by the Encoded Archival Context
(EAC-CPF) standard, and the functions of record creators. AXAEM calls these units
“entities.” An entity may technically be a corporate name, person, or family. In Utah, we
only work with governmental entities, also known as agencies, so the descriptions below
will refer to entities as agencies, although we will expand our entities to include persons
such as governors and family relationships to a first spouse (who also creates government
records). An “agency” is a unit of government that operates relatively independently. It
may be part of a larger department or have smaller divisions under it. Program units are
not considered separate agencies, but they can be recorded in the database when they
exist. Programs are usually small workgroups, but are unique in that they may span
several agencies, such as federal grant programs. The way the line is drawn between
something being an agency versus a program is its size and purpose, the level of
independence, an official name, the existence of a director, and a separate budget from
other agency units. If it has all those things, it’s an agency.

Recording agency information provides provenance and context to the records that are
created by those agencies. It also acts as an authority file, so that agency names only need
to be established once but can be used multiple times by different processes.
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File Process Agency Menu Shortcuts Options Help
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Menu | New Sess End Sess | Help
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Enter End Cancel Back

Entities & Contacts

_[ Entities YRecords OfﬁoersY Print \

Entity Input

Entity Input (Filtered)

Entity Table

Add a New Entity Record (Wizard)
Search Entity by Alternate Name
Search Entity by Keyword

Maintain Entity Structure Codes

Entity Label Names for Film

EAC Parameter Menu

Copy Entity Notes to Another Entity

City/Zip Code Maintenance

Function Menu

Programs Input

Regional Repositories

Change Creating Entity of Bibliographic Records

Main Menu

| [ apx [apc [BIBUT | = I

Every agency is given a number, called the agency key. This is a sequence number that
grows as each agency is added to the system. The agency key is independent of all other
numbers. Agencies also have another unique key called hierarchy codes. These 4-
character codes, when used as a set, are equivalent to the agency key.

rCorporate/Person/Family Structure

Parent Entity No: I@_Q Finance Division
Structure Began: IMIUDD/CCYY Entity Hierarchy ]
Prior Structures

Level Hierarchy Structure Codes
1. |as *Administrative Services
2: |FI *Finance
Current Entity --> 3. |aco *Accounting Operations
4: =
5: *

In this example, the hierarchy code set is AS FI ACO, for the Accounting Operations
section of the Division of Finance. Its agency key is 22. The agency key of the division
above it (Finance) is 388. What the codes do is provide a linking relationship between
agencies, so that all agencies belonging to the same department use the department’s code



as part of its set. Codes can be reused between agencies if the function is similar, but the
whole set together must be unique from entity to entity. Here’s a view of the hierarchy in
context:

ZE APPX - itac002sp.dts.utah.gov:8060:22305 — O b

Menu

File Process Options Help

DQQLH

Enter End Cancel Back

X X

MNew Sess End Sess

ﬁb‘;ﬂﬁi&f =

View Delete Ack Del GoTo ChgKey Set Atir

»

Mext Rec Redisplay

S
Select a Record
. | Agency Row
[ -1 29. Administrative Rules |

——————[ - ] 241. Central Services Division

[ -1 246. State Printing

[ -1 2441. Fuel Dispensing

-————[ - ] 305. Data Processing

—————[ - ] 375. Facilities Construction

[ -175. Building Board

[ -1 3758. Executive Residence Commission
[ -1 3762. Buiding Ownership Authority
—————[ - ] 388. Finance Division

[ -1 394. Financial Reporting

[ - 1409. Financial Information Systems

[ -1 821. Payroll Office

[ -11247. Social Security Agency

[ -] 2483. Finance Data Processing

[ -1 2484. Financial Management

[ -1 2791. Debt Collection Office

[ -13725. Transparency Advisory Board

[ -13759. Indigent Defense Funds Board
[ -14247. Consolidated Budget & Account
-————[ - 1 753. Purchasing & General Services

[ -1 211. Central Mailing Office

7[ 1 248. Central Stores -
d e I ;l_l
Collapse ‘ Collapse All ‘ Expand All ‘ Exit

| [apx [arc [BEUT [ chy | CHEE

s2emang

When running reports, if you use the entity key in the query, only data associated with
that key will print. If you use the hierarchy codes, data associated with that entity and all
of its children will print.

Click Exit to go back to the Entities & Contacts Menu, then Click Entity Input:
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Entity Label Names for Film

EAC Parameter Menu

Copy Entity Notes to Another Entity
City/Zip Code Maintenance
Function Menu

Programs Input

Regional Repositories

Change Creating Entity of Bibliographic Records

! ;::::S!!ﬁ"hsi] !

Main Menu
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To look at an agency record, click Entity Input or Entity Input (Filtered), which will bring
up a list with a Solr search back-end that you can filter.
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File Options Help

PO bbb ¥

X X

Save Cancel | New Edit Cel | Menu | New Sess End Sess
Entity Records
g
Sort Field/Sort Order [Hierarchy Codes - || | Records Found: 3728
Max Records to Show [1000 - search: | Search
Entity Hierarchy # Level Name Ide... | Identit...| Official Identity Name
AAL \American Academy of Innovation sD 4124/American Academy of Innovation ﬂ
AAU \Ascent Academies of Utah SD 3639 Ascent Academies of Utah
ACD ‘Alpine Conservation District (Utah) SPD 3717 |Alpine Conservation District (Utah)
ACM ‘Alcoholic Beverage Control Commission 2479 |Alcoholic Beverage Control Commission

SG
ACM - ABC — Department of Alcoholic Beverage Control SG 4|Department of Alcoholic Beverage Control
ACM -ABC -ACC Accounting Division 5G 5 Department of Alcoholic Beverage Control. Accounting
ACM -ABC -AUD Auditing Division SG 10/Department of Alcoholic Beverage Control. Auditing Div
5G
SG
SG

ACM -ABC -LC Licensing and Compliance Division 1668 |Department of Alcoholic Beverage Control. Licensing ar
ACM -ABC -PRP - Personnel Division §|Department of Alcoholic Beverage Control. Personnel C

ACM -ABC -PU | Purchasing Division 9|Department of Alcoholic Beverage Control. Purchasing
ACR Alta Canyon Sports Center (Utah) SPD 3312|Alta Canyon Sports Center (Utah)
ACW Alpine Cove Water Special Service District (Utah)  |SPD 3311Alpine Cove Water Special Service District (Utah)
£ AEA \Athenian eAcademy sD 4121 Athenian eAcademy
R Rl AF \American Fork (Utah) MUN 31|/American Fork (Utah)
- AFL Utah Interlocal Entity for Alternative Fuel vehices  |SPD 3908 Utah Interlocal Entity for Alternative Fuel Vehicles and F
Al I AF -PD —— American Fork (Utah). Police Department MUN 4239 /American Fork (Utah). Police Department
¥ - - AGB Board of Agricufture SG 2515/Board of Agriculture
A ? AGR Department of Agriculture and Food SG 32|Department of Agricufture and Food
'1 AGR - Al -—- Division of Animal Industry SG 36|Department of Agriculture and Food. Division of Animal
B f AGR -Al -ELK - Domesticated Elk Advisory Council SG 3765|Department of Agriculture and Food. Domesticated Elk
I AGR -Al -FPB - Fish Health Policy Board SG 2800 Department of Agriculture and Food. Division of Animal
AGR -Al -LBB Livestock Brand Board SG 3766 Department of Agriculture and Food. Livestock Brand E
LI [felsdet LB (AR a1 - LMC Livestock Market Committee sG 3767 Department of Agriculture and Food. Livestock Market
‘ £ |[AGR - APL —— Bureau of Apicufture SG 2523 |Department of Agriculture. Bureau of Apiculfture
i B AGR -AS --- Division of Administrative Services SG 2517 |Department of Agriculture and Food. Division of Admin
~ |AGR -AVB -—- Agricultural Advisory Board 5G 1805 Agricultural Advisory Board
AGR - BRI --- Division of Brand Inspection SG 2497 Department of Agriculture. Division of Brand Inspectior
AGR - CHL --- Chemistry Laboratories SG 34|Department of Agriculture and Food. Chemistry Labore
A(?R - CNS - Conservation and Resource Management SG 3632C|onservat’»on and Resource Management _'ﬂ
4 »
Edit Filter J Apply Filter J Show Top Level J Show All Levels I Add New Entity J Select J Cancel J
[arx [arc [entut [ ey 7N

Entity names in red mean they are defunct. You may sort the list by column, or filter by
some category and further refine your search by keyword.

Choose a row, then click Select or press Enter to bring up a record:
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Enter End Cancel Back Edit View GoTo ChgKey SetAttr

X X

New Sess End Sess

r

NextRec Redisplay

| Context ‘ Relationships ‘ Control Resources ‘
Identity ID RER Identity Hierarchy [acr - - - - Identity Origin [given
Official Name "|Department of Agriculture and Food ifﬁ
=]
Level Name “|pepartment of Agriculture and Food | ge All Names |
Name (common) ’lngricult\ue and Food Dept. ﬂ
Identity Type <[sz State Govemment
Entity Type corporateBody
Identity Begin Date  [1921-|m4-[op  End Date [cove - pas- fop 4|
Defunct? r Manage All Dates of Existence |
Website [ntep://ag.utah.gov/ Go
IDs for this Identity
Add Edit Delete
b Seq No|ID Type D
I 1/Entity ID 32
| ‘| 2|Entity Hierarchy AGR
ED
pelsdat L
Identity Note
Enter/Edit Note
Alternative Set | Attributes | OK | cancl |

‘ [apx [arc [entut [ g -7 CENE

Agencies have official names. The way that these names are recorded in the database
reflects standard library cataloging rules. If you would like to know why an agency is
named the way it is, see Anglo-American Cataloging Rules Il (AACR?2) or its
replacement, Resource Description and Access (RDA), and Describing ARCHIVES: a
Content Standard (DACS). Generally, the names are closely tied to what the agency calls
itself, as recorded in its own literature, but the form is standardized to an extent. Official
names have been known to change over the years, and we keep track of each change,
called the prior name. Records created and then closed during the years of a prior name
will display the prior name in the system as the creating entity instead of its current one.
That’s how we keep track of all the different governor’s records, even though the
governor as an agency has kept the same agency key (446) throughout the years.

Agencies also have date spans, histories, functions, and other notes. All of these details
are part of the history record. The tabs across the top take you to other screens for this
record, containing additional descriptive information according to the EAC-CPF standard
(see http://eac.staatsbibliothek-berlin.de/). The shading on the buttons indicates that data
exists in that category.
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Menu

X X

New Sess End Sess

» @

NextRec Redisplay

End Cancel Back
cpf Description - Context
e

‘-4 Identity |

Context

| Relationships |

Control

Resources

&% ; Identity ID 32
by 0 R Entity Name Department of Agriculture and Food El
- =
= rDescription Elements List
<1
SRR | Select a record from the table to edit or delete the record. Double click the record to view it.
?'“ To add an element record, select one of the elements from the list located below this table. Edit Delete
% b &L Seq N0.|Type Description Element Content |
)E 5
,_% L x - Move Up
| Move Down
4 =
-
] | Place | Legal Status | Language Used | Mandate | General Context |
Local Description | Function Occupation | structure/G gy | Biography/History |
Fl
;_:FI!!#
Contextual Elements
Access Points | Address | Draft Notes | All Notes |
Abstract Boundaries | Structure Notes | Miscellaneous Data |

OK Cancel

=

| P | arc [ENTUT | Ing
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File Process Options Help
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Enter End Cancel Back

5
Chalog

e Edit View D

BLiLBD W QA « =

GoTo ChgKey SetAttr

» @

NextRec Redisplay

Menu

X X

New Sess End Sess

cpf Dest;riptinn - Relationships

o) y £
r s Identity | Context | Relationships Control Resources
nod .
EEE - BaE L  (dentity ID 32
Entity Name Department of Agriculture and Food =
=l
CPF Structure
YE o @ Structure Code [aer~ structure Began  [1921 03 fos Prior Structures |  Entity Hierarchy |
¥ e Parent Entity E]
2o o -
1! Fl o~ Level Hierarchy  1: |neR Department of Agriculture and Food
e s
|- &3
{ 4:
4 5:
- Relations Elements List

Select a record from the table to edit or delete the record. To add an element record,
select one of the elements from the list located to the right of this table.

Edit Delete

i | Seq No| Type

Relation Element Content

“*Add a record**
CPF Relation
Resource Relation
Function Relation

Other Relationship Elements

Related Bibliographic
- .

Bibliographic Records related to this entity.
Accession Records related to this entity.

Related Functions

Related Programs

Functions associated with this entity.
Programs associated with this entity.

OK Cancel

| P | arc [ENTUT | Ing

=
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File Process Options Help
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Chglog |Enter End Cancel Back | Mlev Edit View D GoTo ChgKey SetAttr | Menu | MextRec Redisplay | New Sess End Sess
Entity - Control
P
o) y £
Vi, A Identity | Context Relationships | Control Resources |
®
" TR
2 *  Identity ID 32
Entity Name Department of Agriculture and Food j
: =l
\ X )
e Entity Control
i - Entity Record ID EAC-17 Type [Single Identity Count |1
A . Maint Agency U-Ar
X A 4 Maint Agency Name s . . =
i) = = gency Utah. Division of Rrchives and Records Sezvice
_% e
fn p Maintenance Status  |new Publication Status |inProcess
5 Primary Language eng Primary Script |Latn
K.
= .
- . } Entity / Control Attributes Entity / Control Attributes
L | Agency Identifies the organization that is responsible for maintaining the Entity
Maintenance History A history of each time that the Entity was revised, why it was revised, and by whom
Defines the primary Language and Script used to describe the Entity

Language Declaration

Convention Declarations

Local Type Declarations

Local Centrols

2 Sources

Sources used to produce the history of the entity.

View EAC

View & save Encoded Archival Context.

OK Cancel

=
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New Sess End Sess

Chalog

cpf Description - Resources
i .
fivegm
Identity ‘ Context ‘ Relationships ‘ Control |
Identity ID 32
Entity Name: Department of Agriculture and Food ﬂ
=l
Box Inventory? I
Reporting Category | =]
Records Management Exempt? i

% rResource Elements

Appraisal Measures Link appraisal themes, objectives, and scoring categories to this entity
Attached Documents Documents, reports, and correspondence related to this entity.
= | ion Records Accessions related to this entity.
4 Box Totals Number of boxes associated with this entity and its subunits
E ‘ MNumber of microfilm reels associated with this entity and its subunits
i | Bibliographic Records Bibliographic records created by this entity.
Related Bibliographic Bibliographic records that this entity is linked to.
l ::::g=!i Entity Contacts Recordkeeping contacts within the entity, and their roles.

OK Cancel

‘ [apx [arc [entut [ g -7 CENE

Click Exit or press F8 to go back to the Entities & Contacts Menu.
To view the people we interact with at the agencies, click the Records Officers tab.

Records officers and their contact information (address, phone, email, etc.) are recorded
in the database and tied to the agencies they represent as well as the roles they fill. Some
people wear more than one hat, so contact types are given codes, such as ARO for
Agency Records Officer, or CAO for Chief Administrative Officer. You may add as
many entries as the person has hats.
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Help

b€

Enter End Cancel Back

H ¥ X

Menu | New Sess End Sess

Entities & Contacts

/_ Entities YRecords OfﬁcersY Print

~\

Entity Contacts

Entity Contact Table - Solr Search

Entity Contacts (old, captured 11/14/2012)
Entity Contact Roles with Table

Search Old Entity Contacts by Entity Number
Records Officer Training

List of Email Addresses (to paste into email)
Records Officer Training by Date

Online Training Classes

Print Online Training

Training Locations Commonly Used

Entities With/Without Contacts Table
Entities Reviewed by CAO

Contact List Duplicates

L el LT Address Correction Rules

Main Menu

| apx | ARC | BIB UT

Click Entity Contacts, then press Enter to bring up the first record:

&5
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File Process Options Help

PO L LUBLLY WA « &

Enter End Cancel Back | New Edit View Delete A GoTo ChgKey SetAtir

Menu

X X

New Sess End Sess

P

NextRec Redisplay

Mailing List
% oA

y A
e Kendal D Allan

Js

3 S 7 P2

o T e Key Prefix Last Name First Name Middle Name Familiar Name Suffix
o ; & 20811 |allan Fendal D Fendal |

- Title: [Records Officer Address Auto Correct

4 : . Add Refi t
= e Physical Address Mailing Address ress Reforma
3
> Bldg/Ofc/Dept: [# Same as Physical Address
r Street: |550 North Main Street/PO Box:
A (T BO Box 116
b e Gity: [Junction for [ea7e0 - city: [ e -

F ; Contact Information

| : Phone: [135 ~|[577 - 2505 Ext: [2 Fax: - -
"—‘ ¥ Email: |kdallan@piute.utah.gov Send Email

- % Notification Method: |E-mail = Receives Notifications: [+
Building Mail: [~ Agency to Appear on Label if Building Mail is Used: |0
" g
i | Comments: = Certification ———

& f Alternate GRAMA responder

Original: 14/DD/CCYY
Last: MM/DD/CCYY
L et Expires; 104/DD/CCYY

|

Role Description:

Edit

| »

|«

Box Inventory ID: If non-blank, box inventory system will use address info from APPX

UMD ID:

Training Classes (1) J Entity Relationships (2) oK cancel

[apx [arc [BBUT [ ng |- CHNN

Click Entity Relationships to see this person’s role(s):
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PO L LUBLLL WA ¥

Enter End Cancel Back | New Edit View Delete /ckDel GoTo ChgKey Chg Attr

Link Addressee to Contact Type

Contact: Kendal Allan

File Options Help

. 2| X X

New Sess End Sess

»

NextRec Rescroll Redisplay

E

Menu | 1=t

£ 2 . - z 3
FrevPo Up LRec Dn 1Rec PageDn LastPage

Code Description

JARO  Records Officer from 03/10/2016 to 14/DD/cCYY GRAMA Default: 7 % ar Name Suffix
Agency: 2675 Piute Co. SSD #1 Changed: 03/10/2016 ND Status: RActive f i
Reviewed: MM/DD/CCYY I

ARO  Records Officer from 03/10/2016 to MM/DD/CCYY  GRAMA Default: 7 Address Auto Correct
Agency: 3283 Piute Co. Changed: 06/05/2017 RMW Status: RActive Address Reformat

Reviewed: 06/05/2017
cal Address

o I A Y

=
hd
3
Certification

Original: M/DD/CCYY

Last: MM/DD/CCYY

Expires: ¥M/DD/CCYY

< Exit oK Gancel B=
Role Description: =
Edit

=l

Box Inventory ID: If non-blank, box inventory system will use address info from APPX

UMD ID: 500005489
Training Classes (1) I Entity Relationships (2) J oK Cancel

[ [ar [arc (eBUT [ g [5HE

Click Cancel twice to return to the menu. Another way to access agency contacts is to do
a search. Click Entity Contact Table — Solr Search.

20



& APPX - itac0D1sp.dts.utah.gov:8060:26217 — [m] x

=

Menu

File Process Contacts Options Help

P L LUbLE B QA ¢

Enter End Cancel Back | New Ccit View Delete AckDel GoTo ChgKey SetAttr

&

Print

X X

New Sess End Sess

» @

NextRec Redisplay

Contacts List
- 4
» i
| d " Quick Search Opti
.
"y Keyword Search: I Search
= sort By: I [=| =
! 3 Max # of Records to Display: ~ [to00  ~]
# of Records found: 3854
& = Mail Key| First Name Last Name Phone Number Emal Certif Exp|Agenc
X ss 8/Cee Cee Niederhauser 801-538-3261 cniederhauser@utah.gov 04/13/2018) Deparﬁl
S 16/Dorothy Phillips 435-678-1462 dphillip@utah.gov Board
% b 21/Shauna DeWolf 801-530-6618 sdewolf@utah.gov 10/07/2017|Depar
4 24/ Teresa Swanson 801-530-6153 tswanson@utah.gov 12/20/2017|Depar.
30|Mark Fagergren 801-530-7967 marki@utah.gov Depar
’_’l 32 Michele Black 801-530-6158 mblack@utah.gov 03/24/2018|Depar
i 34/Chip Lyons 301-530-6040 clyons@utah.gov 03/28/2018|Depar
; 38|Claudia Nakano 801-245-7211 cnakano@utah.gov |Depar
N i 43|Laurie Leib 801-536-4440 lleib@utan.gov 02/17/2018|Depar
3 i 45Kate Johnson 801-536-4206 katej@utah gov 01/27/2016|Depar
- 49 Arlene Lovato 801-536-0202 alovato@utah.gov 03/20/2018|Depar,
: ‘B 51 Kathryn Dozier 801-536-0252 kdozier@utah.gov 03/11/2017|Depar,
A ? 56/ Wendy Peterson 301-538-3075 wendypeterson@utah.gov 09/23/2017|Depar.
H 60|Larene Wyss 801-538-3361 Iwyss@utah.gov 06/23/2018|Depar
I 65Bryan Embley 801-065-4744 bkembley@utah.gov 03/20/2018|Depar
| 74/Alan Owens 801-545-5703 alanowens@utah.gov 12/09/2017|Depar.
79Monica Jimenez 801-965-4744 mjimenez@utah._gov 08/23/2017|Depar,
LI i L 85Jay Jensen 301-538-4231 jayjensen@utah gov 09/30/2017|Depar
e : 88|Joseph Gonzalez 801-538-8270 jgonzalez@utah.gov Depar
3 92/3ara Danielson 801-530-6953 sdanielson@utah.gov 10/13/2017|Labor
= 102|Dianne Davis 801-537-3305 diannedavis@uiah.gov 05/07/2014|Depar,
104/ Tammy Wright 801-538-7359 tammywright@utah.gov 11/02/2017|Depar
110|Lauralee Blue 801-281-5094 Iblue@utah.gov 05/19/2018|Depar
111|John Fairbanks 801-965-4802 johnfairbanks@utah.gov 11/25/2017|Depar.
117|Pilar Shortsleeve 801-957-8527 pshorisl@utah.gov 11/08/2017|Depar
118/Sherri Green 801-532-2168 sgreeni@utah.gov 07/02/2015|Depar -
| »
Edit Fitter |  Show All | New |  clone |  Delete | ok | cancel

i [apx [arc [BBUT [ chg |5

Here you may do a keyword search and sort hits by column, or create new entries, even
ones based upon previous entries (e.g. Clone), which is nice when people leave but their
roles stay the same for the new person. Since certification test records are tied to
individuals, we don’t just type over the name of the person when someone changes. We
always add a new record. The old record is then updated to indicate that the person is
now a former records officer. After a certain date span, such as a year, the system will
automatically delete that name from the database, helping us keep the list clean. Click
Edit Filter for advanced search options:
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File Process Options Help

POBLLE B E X X
Save Cancel Edit View Menu | New Sess End Sess
Key
First Name [ =l
Last Name [ I
Phonetic Name
city 2
County B
Email [ =l Exp| Agenc
Phone Num [ =] Ext. | 018 Depari‘
Fax Num ’j Board
Certified? [7 017|Depar
Certificate Expiration |MM/DD/'CCYYj to |MM/DD/CCYYE 017|Depar
Depar
Keyword search | 018|Depar
018|Depar
Contact Role Depar
Status = GRAMA Responder? [7 018|Depar
Contact Type(s) [= 016|Depar
Andior -] @ 018|Depar
Andior -1 @ 017|Depar
017|Depar
Contact Type to Exclude [ *Exclusion happens regardiess of Entity or Status 018|Depar
018|Depar
Related Entity 017|Depar
Entity [ = Check Lower Levels [? 017|Depar
Entity Hierarchy [ | | | | Check Prev Struct [ 017|Depar
Entity Name I_L| ‘ Depar
Entity Type [ 017|Labor
014|Depar
017|Depar
Filter Parameters 018|Depar
sort By: | =1 = Remember Options *[+ 017|Depar
Max # of Records to Display: 1000 - Front end search [ 017|Depar
015(Depar ~
Reset | Definitions ‘ Filter Cancel 4

[ [ar [arc [eBUT [ chy |5 HE
Note that names may be search phonetically or within context of a given agency.

Exit to Main Menu.

Bibliographic Records

The Series & Searching Menu is the heart of AXAEM. All other functions revolve
around data contained here. Record series by definition are groups of records housed
together that are created for a single purpose, and share a common retention and
arrangement. This definition comes into play when trying to determine series boundaries.
AXAEM uses the term “series” since that is the bibliographic level used at the Utah State
Archives. The database table name used, however, is BIBLGRPC, for Bibliographic file.
Any record at any bibliographic level can be entered here, and relationships between
collections, series, sub-series, and items are stored within the bibliographic file.

When determining series boundaries, some archivists like to lump records together into

one series and others prefer to split them into several. The former is more convenient, but
the latter is more precise. AXAEM was designed to be flexible in this regard (series can
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be merged, or you can describe records at a record-group level, or use general schedules
for broad swaths of record types), but it supports descriptive precision especially well.
Instead of combining the records together, it allows the creation of relationship links to
other series through the Related Materials file (MARC code 544) so that the full context
of these records can be recorded. This allows for records whose purpose, title, or
arrangement have morphed over the years to be described separately and yet still be
linked together. Records created by separate offices should always be a separate series,
and linked to their correct agency through the agency key (the agency authority file), not
the series title.

Sometimes the decision to split a series or not is a little bit fuzzy. We do have a field for
“prior arrangement,” MARC code 351, which can either be used to expand the
understanding of one series (and the filing habits of a rotating door of secretaries) or be
used as a clue that maybe the series is different enough in purpose now that it should be
divided in two. Sometimes the rules are quite clear. For instance, cataloging rules state
that a change in title (MARC code 245) must be followed by a new catalog entry
(meaning you have to create a new series). So series boundary decisions are affected by
professional standards as well as a certain amount of intuition. In the end, these rules help
keep and maintain a clean system with good consistent data entry.

Click on the Series & Searching menu, then click Series Input:
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File Process Series & Searching Menu Shortcuts  Options  Help

b€ EH X X |

Enter End Cancel Back | Menu | New Sess End Sess | Help

Series & Searching

/ Edt Y search Y Prnt
Series Input
New Submissions from Web
Copy All Series Notes
Add Series Wizard
Series Approval Audit Trail--Level 1 & 2
Series Approval Audit Trail--All Levels
Appraisal Menu
Rights Management Menu
Verify URLs

! E::::S!!i"lﬂuﬂl I

Main Menu

Click Enter to bring up a record:
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LLUE B Q ¢

New Edit View D ckDel GoTo ChgKey Set Attr

File Process Security Options Help

222/ beQN

Print Print Save | Enter End Cancel Back

x X

Mew Sess End Sess

B

Menu

»

NextRec Redisplay

1 : Identity Elements
Sk
| o | - Identity Content Access & Use Acquisition & Appraisal Related Materials Notes
- (2
. ¥ igs
W B SeriesiD: 4 LocalD: | TestRecord: [ I
s ¢ CreatorID: [s942 © St. George (Utah). Police Department
». Creator name comes from agency authority file, do not repeat it in the title. End ongoing
\ - d
3 "t. i series dates with a dash (-), and closed series with a period (). Extent comes from
- i Processed Container and Microflm Copy data Box sizes are used to calculate cubic footage.
; & . =
i Title: Zccident reports —I
i g o
‘i ' ¥ Searching Title: Rccident reports Press Go To and then F3 to search.
Dates: an7- B
| _Holdings Dates
- Normalized Dates: i 18987 9999
A Extent:
L
1
I Retention Status: [operazive Ba|
I
Security Level: 3 Administrative History
L e
<Exit | GoTo | OK |  cancel | Related Entities | Next> |

[arx [arc TmBUT [ chy 5 CHE

Utah has a customized version of this screen that just works with series. The
bibliographic screen using the standard AXAEM interface supports hierarchical
bibliographic records:
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File Resources Resources Options Help

QLiBbLD® ] v & E

Enter End Cancel Back Edit View GoTo ChgKey SetAttr | Menu

»

Y
Chglog

NextRec Redisplay

X X

New Sess End Sess

-aphic Records: Identity Elements

Identity

Content ‘ Access & Use

Acquisition & Appraisal

Related Materials

Notes

Level: * B
Level ID:

Local ID:

Other Level:

Top Level?
Repository:?[

Status® b

Class Code:

Test Record?*["

Sub Class Cede:

Title
Title:

Concise Title:

Primary Creator
Creator ID:

View Creator

Lt 1»

PELLY
fefeludate

Period
Date Expression: |

Date Range: [ - - tru ] - -[ [ =

Bulk Date Range: thru

Extent Summary

Entered Extent: [
Actual Extent: ‘

View Children |
Add achild |

Related Entities |
Related Functions |

Tags |
OtheriDs |

Change Parent |
Extent Info |

View Parent |
Add a sibling |

OK Cancel

= o

| apx [ arc [BIBUT | g

All of the buttons and options on the Bibliographic Input screen are designed to reflect
DACS rules, so that standard can be used as a primer for knowing what kind of data to
enter into the various fields in AXAEM. Record series have a creator (an agency), a title,
date span, arrangement, description, retention, appraisal, and physical extent at a
minimum. Other data may also be recorded. Record series are cataloged as a unit, similar
to a book in a library. Each field is automatically mapped to its corresponding MARC
code. The way you word the data in these fields matters. Cataloging rules are very precise
when it comes to things like capitalization.

Record series have an identifier. For each bibliographic level, a unique number is
assigned. Bibliographic records may also use a local identifier, which is an alphanumeric
field for recording call numbers or other collection identifiers. These “series numbers”
make our local system work. Almost every process in the system references back to the
bibliographic record. Changes made to the bibliographic record are independent of any
change to agency hierarchy or original creator, which comes in very handy when series
are moved about from agency to agency

Here’s another example of a series:
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File Process Security Options Help

222/ beQN

RLLe i &

@ X X
Mew Sess End Sess

Print Print Save | Enter End Cancel Back | New Edit View Delst= AckDel GoTo ChgKey SetAttr | Menu | NextRec Redisplay
Series Input: Identity Elements
o A
Identity Content | Access & Use | Acquisition & Appraisal | Related Materials Notes
= Series ID: 240 Local ID: TestRecord: [
Creator ID: €03 Secretary of State
. g
ki o hP Creator name comes from agency authority file, do not repeat it in the title. End ongoing
3 X
3 o . series dates with a dash (-), and closed series with a period (). Extent comes from
Processed Container and Microfilm Copy data. Box sizes are used to calculate cubic footage.
: l Title: Public documents serial set LI
) S =l
) Searching Title: Public documents serial set Press Go To and then F3 to search.
Dates: i 1896-1956.
Holdings Dates
e
Normalized Dates: i 1896 1956
= N Extent: 15.00 cubic feet and 92 microfilm reels
h:
|
B f Retention Status: Archives only
Security Level: 4 Administrative History
ELL]
LI Heslet
<Exit | GoTo | OK |  cancel | Related Entities | Next> |

| apx [ARC [BIBUT | Ing

=

In this example, note that these records were created years ago and are no longer being
created. The agency that created them no longer exists. We have the records on microfilm

and hard copy.

Clicking on the different tabs at the top of this screen shows what kind of data is

available for this series:
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File

R 2 &

Print Print Save

Process Security Options Help

LDELB #

New Edit View D

beO N

Enter End Cancel Back

Q ¢ &|EF| » ?9.3."3’{‘

GoTo ChgKey SetAttr | Menu | NextRec Redisplay | New Sess End Sess

‘ & 4
Identity | Content Access & Use | Acqu

ition & Appraisal | Related Materials

Notes

Series ID: 240 Public do

Creator ID: 603

cuments serial set

Secretary of State

e Scope & Content

Abstract

- Access Point List

Access Point Wizard

A Browsing Subjects
3 Catalog Description

, Extended Description

e b Gaps in Series

Schedule Description

Simple summary of creator and records.

View subject headings and form/genre.

Add new access points

Set local browsing subject terms for finding aid.

General summary of records. Maps to MARC 520%a in catalog.
Text appends to Catalog Description in Finding Aid.

Identify any gaps in series holdings.

Description used within retention schedule.

b } Arrangement
?‘ Current arrangement as used withi

Chronological.

I Prior Arrangement

in retention schedule:

Finding aid will use current arrangement unless prior exists.

L I ebudet. L)
Security Level: 4 Administrative History
< Exit Go To oK Cancel Next
[arx [arc TBBUT [ g 5 CHE

28



& APPX - itac0D1sp.dts.utah.gov:8060:26217 — [m] x
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New Edit View GoTo ChgKey SetAttr | Menu

File Process Security Options Help

£2azbe€QY

Print Print Save | Enter End Cancel Back

F O
MNew Sess End Sess

»

NextRec Redisplay

Series Input: Conditions of Access & Use Elements
i :
5
Identity ‘ Content | Access & Use Acquisition & Appraisal ‘ Related Materials Notes
Series ID: 240 Public documents serial set
Creator ID: €03 Secretary of State
Access
Access Restrictions Access Restriction notes.
Designation GRAMA designation. Used by finding aid unless there is a restriction nate.
Rights Rules Link to rights, permissions, licenses, copyright, and access classifications.
Physical Access Physical access notes, including fragility of records.
Technical Access Technical access notes, such as equipment needed to view or use records.
Use
et Catalog See catalog data.
Finding Aids Identify each finding aid and the dates it covers.
‘ F Language Identify language of records.
= ﬁ Processed Containers Link intellectual data in finding aid to physical holdings.
'i' Projects View projects related to series.
& Reproduction & Use Identify copyright instructions.
I ettt LB Security Level: 4 Administrative History
<Exit | GoTo | OK |  cancel | Next >

[apx [arc [eEUT [ g |0 CEE

Note that in the Processed Containers option, this is where you can identify rows of
containers that are to be published as part of the finding aid. You may also export an
EAD-encoded finding aid from this location. For a full description of how the processed
containers function works, see system documentation titled How to Process Containers. If
using the standard AXAEM bibliographic module, the parent/child bibliographic levels
can be used to produce the finding aid instead of using Processed Containers.
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File Process Security Options Help

£2azbe€QY

Print Print Save | Enter End Cancel Back

DL

New Edit View

x X

New Sess End Sess

B

Menu

L

NextRec Redisplay

A« &

ChgKey Set Attr

S nput: Acquisition & Appraisal
on
Identity ‘ Content ‘ Access & Use | Acquisition & Appraisal Related Materials Notes
Series ID: 240 Public documents serial set
Creator ID: €03 Secretary of State
Acquisition
Box Request Order boxes & files from the Archives’ permanent collection.
Custody History Indicate custody history information.
Electronic Data Sets ltemize electronic data sets in custady for series by type.
Prior Creators Indicate prior creators of these records.
Records Center Boxes View boxes in the Records Center and Archives.
Boxes Table Sort boxes in scrolling list
Records Center Files View files in the Records Center and Archives.
Files Table Sort files in scrolling list
Appraisal, Destruction, & Scheduling
Appraisal Indicate rationale for destruction and other disposition decisions.
General Schedule Tie series to a general retention schedule.
Retention & Format | New Identify unique retention schedules and accruals by format.
A Retention Approval View SRC and other approval status.
W
i
R |1 Total Retention: Retain permanently.
| ‘| Security Level: 4 Administrative History
OK for Inventory: [
' et us ule Type ive| Disposition Authori ype evision Type inaliz
L i Stat Schedule T Effective| Disposition Authority [T Revision T Finalized
G §  |Active ‘General Schedule | 10,’01,’2013“35:1678 |Item ‘Unchanged Item ‘ 10/’01/’2013‘
<Exit | GoTo | OK |  cancel | Next >

[apx [are [mEUT [ g (5 [HE
Retention can be recorded at the series level or the format level within a series, in case
different formats have different retention lengths. Or a series can be linked to a general
retention schedule which has previously been approved, making the series inherit that
retention information. In Utah, we are now following a set of retention rules that follows
a new philosophy—that of copy type, meaning:

e record copy

e preservation copy

e security copy

e access copy

These copies can be of any physical format, but the copy type determines the retention
rules. A record copy is kept for the full retention length, whatever that is. A preservation
copy is always kept permanently and exists separately from the record copy. A security
copy is a duplicate of a record that is not permanent, and its retention may be less than
that of the record copy. An access copy has a retention that may be equal to or less than
the record copy.

Retention is calculated off of an event date. An event date could be the date of creation
or some other event (e.g. after case is closed). Events use a controlled vocabulary so they
can be applied broadly to many series. Disposition has one of three values: destroy,
transfer to Archives, or may transfer to Archives. The last two distinguish themselves
based upon whether or not the creating entity wants to take full responsibility for the
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preservation of the records or not. Records transferred to the Archives or Records Center
will include copy type as part of their metadata, so they can be linked to the appropriate
retention schedule for that copy type.
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LLUE B Q ¢

New Edit View D ckDel GoTo ChgKey Set Attr

File Process Security Options Help

222/ beQN

Print Print Save | Enter End Cancel Back

x X

Mew Sess End Sess

B

Menu

»

NextRec Redisplay

Content | Access & Use | Acquisition & Appraisal | Related Materials Notes

eries Input: Related Materials Elements

% 4 Identity

t 3 e
)
= = S J " SeriesID: 240 Public documents serial set
r’ b, Creator ID: €03 Secretary of State
\ = J
St Related Records

% Related Records Identify records related to this series.

%
1! K o Existence and Location of Copie
‘i jar ¥ Digitization Details Digitization specifications and location for this series.
’ . : Digitization Orders Orders for these records to be digitized.
Microfilm Copies View reference copy film.
Microfilm Master View master copy film.
- " Regional Film Film held by Regional Repositories.
- Other Copies Other copies located at another institution.
: Work Order Create work order for microfilm.

i Existence and Location of Originals

= I Originals If someone besides Archives has the originals, indicate which repositary.
| Regional Repositories Edit Regional Repositories.

LI Sl LU

Security Level: 4 Administrative History | Digitizaticn Menu

< Exit Go To OK Cancel Next >

[arx [arc TBBUT [ g 5 CHE
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New Edit View GoTo ChgKey SetAttr | Menu

File Process Security Options Help

£2azbe€QY

Print Print Save | Enter End Cancel Back

»

NextRec Redisplay

x X

Mew Sess End Sess

eries‘lnput: Note Elements

L &
| 2 g I—I
- Identity ‘ Content ‘ Access & Use ‘ Acquisition & Appraisal ‘ Related Materials Notes

Series ID: 240 Public documents serial set

Creator ID: €03 Secretary of State

Notes
Analyst & Processor Display who did what with the series.
Approval Progress Series in progress of retention approval audit trail.
Attached Documents Documents, reports, and correspondence related to this series.
Audit Logs View series changes.
Merged Series View series merged into this one.
Miscellaneous Data Miscellaneous data such as old holdings infarmation .
¥ Program Names Link series to government programs for printing retention schedules by them.
= Revision History Record changes in finding aid.
é e Variant Titles Identify series nicknames for listing on retention schedule.
. i e View All Notes Identify information about the records not covered elsewhere.
s -
. i Security Level: 4 Administrative History

R P

<Exit | GoTo | OK |  cancel | Next >

[apx [arc [eEUT [ g |0 CEE

Click Exit or press F8 to go back to the Series & Searching Menu.

You may also search for series by the other fields, such as agency name or title. To do
that, go to the Search tab. Here you may search by the field of your choice. Note that
some of these fields, such as title, are case sensitive. If you use the Solr search, nothing is
case sensitive. Your search results will be a scrolling list of hits. Choose one and it will
take you into Bibliographic Input. Exiting back out will take you to the scrolling list
again where you may choose another series to view.

Click Series Table — Solr Search:
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b€ EH X X |

Enter End Cancel Back | Menu | New Sess End Sess | Help

Series & Searching

[/ Edt Y search X Prnt |\

Entity Number

Alternate Entity Name Key Words
Alternate Entity Names

Film Accession (Master)

Film Accession (Reference Copy)
Key Words in Appraisal

Key Words in Description & Title
Prior Creator

Series Number

Series Table (3 Minutes)

Series Table Filtered by Query
Series Table - Solr Search
Subject

Title

Variant Title

! | ettt E LT TTTHY

Main Menu
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File Process Options

Help

)

ave Cancel | New

o] ]

Menu

X X

New Sess End Sess

Manage Bibliographic Records
A7 o
@‘ 4 :5' 3 Filter Optiol
£ Keyword Search Search |
" ons Sort/ Sort Order 2 |
el Max # of Records to Display: |1000 -
e G g
5 ¥ # of Records found: 281
o 3 ’; Series .| LocalKey | Tide Entity Official Name_ From
3 i‘ X 17582 Proclamations and declarations \Governor Rampton 1964 |
2 17586 Legislative bil files \Governor Rampton 1963
% @ 17589 Budget records \Governor Rampton 1965
Al i vl 20733 Executive orders (Governor Rampton 1965
) 5. < 2 20778 Newspaper clppings Governor Rampton 1964
20793 Extradition case files (Governor Blood 1933
20839 Board and commission appointment log \Governor Rampton 1961
; 20904 Issues correspondence Governor Rampton 1967
: 20914 Inaugural records \Governor Rampton 1961
= & 20918 Great Salt Lake development hearings records \Governor Rampton 1962
Al 3 20935 State boards and commissions annual reports (Governor (2009- : Herbert) 1996
5 20732 French Merd Train gifts \Governor (2009- : Herbert) 1949
- 27242 Media clips (Governor (2005-2009 : Huntsman) 2005
27262 First Lady's subject files \Governor (2005-2009 : Huntsman) 2004
B f 27842 Utah Business Regulation Review report \Governor (2009- : Herbert) 2011
| 28175 Governor's mansion events records \Governor (2009- : Herbert) 1991
28183 Artifacts given to the Governor Scott Matheson \Governor Matheson 1977
!;::"!_!# 28186 Utah Advisory Commission to Optimize State Government report (Governor (2009- : Herbert) 2010
) 23310 Housekeeping correspondence \Governor Leavitt 1993
: 23553 Energy task force records \Governor Rampton 1975
23594 Extradition case files \Governor Lee 1949
23601 sound recordings \Governor Rampton 1964
24105 Newspaper ciippings (Governor Matheson 1977
24107 Utah Conference on Families records (Governor Matheson 1979
24106 Community Development Block Grant Program records \Governor Matheson 1978
[ 24205 Thanksgiving proclamation \Governor (2009- : Herbert) ( 1884 _|LI
4 »
Edit Fitter | ShowAl |  Print | New | Select | Cancel |

[Fisasa Salast  record o managa e apx [ arc e ur | cng

Type a keyword or click Edit Filter to do a more advanced search:

=
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File Process Options Help

)

Save Cancel | Mew

| ooy

Edit View Delete

B

Menu

= P
£ X
New Sess End Sess

Bibliographic Advanced Search
Bibliographic Search Options

Keyword Search |

Series Number =

Local ID M|

Title =

Variant Title =

Subjects -

Note Type / Note | 2

Processed &l

Has Archival Holdings [+

Has Records Center Holdings 7

Classification | % Primaryonly? [ [Parameters

FrontEnd Search [

Date Range MM/ DD/CCYY M/ DD/CCYY i Remember Options [+

Date Added MM/ DD/CCYY M/ DD/CCYY Maximum Record 100 'I

Date Changed MM/DD/CCYY a4/ DD/ CCYY Sort By =
Date Published 124/ DD/ CCYY pos/DD/CCYY T Sort Order had
Search by Entity Optio

Entity Name

Entity Heirarchy Include Related Entities [

Creator Entity ID  [446 ° [Governor (2009- : Herbert)

Include Children [/

Previous Owner a

Classif. Code <

Reperting Cat. |

County - — 4

city ¢

Reset j Definitions j Simple Search I Apply Cancel

| P | arc [UTCUT | chg

=

In this example, a department and all of its child agencies have been selected, so any
further keyword searching would just search that set of records.

To view a series, choose one from the list, then click Select (or double-click a row) to go
into Bibliographic Input:
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222 PeO Y BYLUB B Q « » B X X

Enter End Cancel Back | M=w Edit

Print Print Save

NextRec Redisplay

View D Menu

GoTo ChgKey SetAttr

Series Ipput: Identity Elements

E 3
¥ Identi Content Access & Use Acquisition & Appraisal Related Materials Notes
¥

®

n g

o TS 4 ©  SeriesID: 85075 Local ID: TestRecord: [

Creator ID: 446 Governor (1985-1993 : Bangerter)
Creator name comes from agency authority file, do not repeat it in the title. End ongoing
\ .
e series dates with a dash (-), and closed series with a period (). Extent comes from
Processed Container and Microfilm Copy data. Box sizes are used to calculate cubic footage.
s 3 Title: 0ffice correspondence ;I

3 Searching Title:

e 2 b Dates:

Nermalized Dates:
Extent:
Retention Status:

Security Level:

©0ffice correspondence Press Go To and then F3 to search.

1984-1992.

Holdings Dates

i 1gg84 1982
117 microfilm reels

Archives only

4 Administrative History

OK Cancel

Related Entities |

Next > ‘

=

Exit back to Series &

Appraisal

Searching menu.

Click Appraisal Menu:

| apx [ARC [BIBUT | Ing
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File Process Series & Searching Menu  5Sh

ortcuts  Options  Help

b€\ [E X

Enter End Cancel Back | Menu

s

Mew Sess End Sess

20

Help

Series & Searching

/ Edt Y _search Y Print

~\

Series Input

New Submissions from Web

Copy All Series Notes

Add Series Wizard

Series Approval Audit Trail--Level 1 & 2
Series Approval Audit Trail--All Levels
Appraisal Menu

Rights Management Menu

Verify URLs

Main Menu

| apx | ARC | BIB UT
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File Process Shortcuts Options Help

€40 E X X|?

End Cancel | Menu | New Sess End Sess | Help

Appraisal Measures

/ Eit  \__ search Y Prnt

Appraisal Objectives

Appraisal Scoring Categories
Appraisal Themes

+ ]
ettt ELETT T

Main Menu

[ apx | apc [aPRUT | = I

The Appraisal Menu allows an institution to identify their appraisal policies and calculate
the relative value of a set of records or an entity, based upon how closely those items fall
within the appraisal policy. A final score can be calculated, where the higher the number,
the greater the value. An appraisal objective is a goal within the appraisal policy:

e Documents the rights of citizens

e Supports local history research

e Documents government accountability

e Supports family history research

An appraisal theme is a subject-based area of collection interest:
e Laws and legislation
e Territorial government
e Citizenship

Scoring categories are elements that may have a positive or negative impact on the final
appraisal score, and could serve as warning signs that perhaps another set of records is a
better representation of the information to be preserved. They are two-tiered:
e Uniqueness
o Information not duplicated elsewhere
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o Some information overlaps content in other records
o Overlaps content in other repositories
o Contains no unique information

Geographic area

Cost to acquire

Cost to preserve

Volume

Completeness

Software dependencies

Hardware dependencies

Intrinsic value

Format

Time period coverage

Reference frequency

Position in hierarchy

A weight can be applied to a given scoring category to make it influence the final score
more than other attributes.

ZE APPX - itac001sp.dts.utah.gov:8060:26217 — O b

File Options Help

PEOL ULV WA v @IEF » 8| X X
Enter End Cancel Back | New Edit View Delete AckDel GoTo ChgKey SetAtir | Menu | NextRec Redisplay | New Sess End Sess
. isal Objectives

Appraisal objective, e.g., Documents citizen's rights

Title: Document the rights of citizens

Description: |rncludes property rights; the ability to obtain benefits
due to age, military service, or taxation rules; voting;

residency, etc.

1-100, determines emphasis the institution places on the appraisal objective. Zero is null.
Weight: [too”  High Weight Means: [Increases value |
Why: Sometimes the missing link between a citizen and his or =
her ability to apply for Social Security or wveteramn's
benefits, sell property, or establish guardianship lies
in the continued existence of govermnment records.
i
dam .
! !;.._.__!!!i
= OK ‘ Cancel ‘

| [arx [arc [aPruT| chg (2 CHEE
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Appraisal elements are applied to records within the Series Input appraisal screen:

=
F.

New Sess End Sess

»

& APPX - itac0D1sp.dts.utah.gov:8060:26217
MextRec Redisplay

Menu

d Materials |

Notes |

File: Process Options Help
BLLUBE A
cDel GoTo ChgKey SetAttr

e Edit View D

‘DQ@LQ

Enter End Cancel Back

Bibliographic: series 9802 Case files
The appraisal of a record series determines the primary reason for the record's disposition (not retention).

Identify which single value impacts these records the longest:
Primary Value
Administrative: [~ Fiscal: [~  Historical: [+ Legal: [
r

Vital Records
Is this series vital to the continuing operation of this office?

To link appraisal criteria directly to appraisal policies, identify the appraisal themes and objectives these records cover
and apply scores to the relevant content and technical appraisal categories. Scores are weighted by appraisal policy.
Appraisal Objectives | Scoring Categories | Print Score

|

Appraisal Themes

|

In the appraisal text, explain any legal or historical values assigned.

Appraisal Text >
OK Cancel

Cancel

Next >

| apx [ARC [BIBUT | Ing

=

<Exit_| GoTo |

Exit back to the Series & Searching menu

Rights Management

Click on the Rights Management menu:
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File Process Series & Searching Menu  5Sh

ortcuts  Options  Help

b€\ [E X

Enter End Cancel Back | Menu

s

Mew Sess End Sess

20

Help

Series & Searching

/ Edt Y _search Y Print

~\

Series Input

New Submissions from Web

Copy All Series Notes

Add Series Wizard

Series Approval Audit Trail--Level 1 & 2
Series Approval Audit Trail--All Levels
Appraisal Menu

Rights Management Menu

Verify URLs

Main Menu

| apx | ARC | BIB UT
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File Process Shortcuts Options Help

X X |k

Menu | New Sess End Sess | Help

40

End Cancel

Rights Management
/ Edit Y search Y  Prnt

Rights Rules & Permissions

Rights Classification Categories
Attached Rights Documentation
Citations

Copyright Statements

Copyright Status Types
Licenses

Permission Types

Rights Parameters

Roles

EL L]
=it E LU

Main Menu

| [ apx [apc [RTMUT | = I

A Rights Rule is a set of permissions, bundled together, to describe what is or isn’t
allowed for a set of records. Permissions may originate from laws or licenses. All of these
elements are recorded and can be applied to any record.
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File Process Options Help

| e — o> E = v
PO L OUBIYL W A ¢ » @ X X
Enter End Cancel Back | New Edit View Delete AckDel GoTo ChgKey SetAtir | Menu | NextRec Redisplay | New Sess End Sess
Ri
Key: 1 Added: 05/21/2014 by EP Changed: 05/21/2014 by EP
Title Key: Brchives has full physical and intellectual custody of records
Description: |archives owns the records and can provide all services needed, =
including storage, preservation, and access.
Co i . Q
pyright: Goto
Permissions List
Rule Type Permissn Type Regarding
Physical ownership Archives will store the records in a climate-controlled en...
Intellectual ownership Reproduce without restriction
Providing access Distribute without restriction
Classification FPublic
dam .
LI it
Attachments Citations Permissions Classifications ‘ OK ‘ Cancel ‘

| [apx [arc [RemuT [ chg |2 I

Exit to Main Menu

Boxes & Files

The Boxes & Files menu is used to view the physical holdings of the Archives or
anything in our Records Center. This data is created in the box inventory system used by
the Records Center, which in Utah is a third-party system called Versatile. Records from
Versatile are not edited through AXAEM, but they are easily viewed here.

AXAEM has its own internal box inventory system that was added for open-source users
of the software who did not have their own box inventory system already in place. This
native system will be discussed below at the end of this section.

The box and file numbers are generated by Versatile. In turn, Versatile uses AXAEM
series numbers to identify sets of records, so the two systems work together. You may
search for items by either number. Boxes and files display even if the item in question
has been destroyed.
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Box records include user box numbers, physical shelf location, date spans of contents,
and file spans of contents. The description usually just duplicates this information, but
may provide more context on occasion. File records contain similar data. Note that file
descriptions (when the file is a piece of microfilm) contain the film accession number

(discussed further below).

£ APPX - itac001sp.dts.utah.gov:8060:26217 — b4
File Process Boxes &Files Options Help
beOH X X |
Enter End Cancel Back | Menu | New Sess End Sess | Help
Boxes & Files
_[ Current Y Old Locations Y Print \
Boxes by Box (RCL) #
Boxes by Series
Boxes in ASRS as of 3/16/2016
Files by File #
Files by Series
Update Box Totals by Agency
Pull Requests from Web
Pull Request Agency Links
Versatile & APPX Series/Agency Comparison
Boxes by Series with Versatile Series |ID
I BS23T3egunm |
b HiR3 Main Menu
| [ apx |arc (BB UT Es |

Here’s an example of a box detail record:
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Db 8 & «

Mew Edit View Delete AckDel GoTo Chgkey Set Attr

File Options Help

P> 49

Enter End Cancel Back

]
= X

(- |
Mew Sess End Sess

r o

Mext Rec Redisplay

Menu

Detail
Box RCL#: 13832 User Box: 284
Status: INACTIVE
Series: 1471 5341
Title: Criminal case files
Agency: 1688 District Court (Third District : Salt Lake County)
Added: 05/03/1995 00:00 00 Room: CLEARFIELD
From: MM/DD/CCYY hh:mm ss Location: 520-001-0005 0001
To: 05/03/1995 00:00 00 Old Location: X041E05
Description: Series 01471  FROM 29835 To X041E0S
Disposition: CUSTODY 05/03/2045 00:00 00
File Ranges: CR 289835 thru CR 29862
Box Type: CUBIC FOOT BOX
Go To oK Cancel sortBy | Next> |

| [ [arc verut [ g 2 EE

Exit to Main Menu

AXAEM’s native box inventory system is used to record the accessioning and transfer of
records as well as box locations and disposition tracking.
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File Process Options Help

40Q 3 & X

End Cancel | Menu | New Sess End Sess

20

Help

Accessions Processing

3.Pending Transfers | 4.Shelve Transfers \ 5.Complete Transfel

Accessions 1.Initial Requests 2. Finalize Requests

Physical Record Accessions
Quick Accession Entry
Unfinished Accessions
Unfinished Web Transfer Requests
Accessions Maintenance
Accession Report
Deaccession Report
E-mail Accession Completion Report

Electronic Record Accessions

Accession Electronic Records
Transfer Documentation (attachments)
Donor Relations

Back

[apx [aRc [BMS UT | Es |

Containers are identified individually, and also in context of other containers, since one
container can hold other containers and items.
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File Process Log Options Help

X X

New Sess End Sess

B

Menu

PO BLLD @

Save Cancel Edit View

Top Level Container Information

Barcode %00123456 Assign | State Detail |RECETVED =
Source ID Status COMPLETED >
Container ID Chk Out By

ReceiptNo |1

Class Desc 2

Container Type |cubic foot box “ 4 of Items in Container

Media Type Paper % Qriginal / Copy Code |

Extent 1.000 cubic feet Extent Override [~

Related URL _Go|

—

Container Spot

Ly
Repository | @
Location [rc®fasrs Y1 Locations |
storage System [asrs a
[ASRS Q
aQ
a

I_Q

Non-StdLoc |

Location Notes

Golf120e % Weber County (Utah). Justice of the Peace
WEC -|JPW - - -
Go |*|series v| o628 *  Untah Justice Precinct docket book

Source Entity
Entity Hierarchy
Bibl. Level ID

=]
=l

Di ition

Infe
A inro

Accessioned '7

Accession ID Co I

Accession Title

Override Disp Date p4/DD/ CCYY
Override Dispesition

Disposition Date

has/DD/CCYY  Condition? [

Date Info Disposition
Date Expression | Held Until a4/ D0/ covy
From Date 1892 - - o0 Date Type Date Deaccessioned [wM/DD/ccyy  Detail
To Date lﬁ- lﬁ- IE Close-out Date m{/nnlccwil
Custody of Archive? [ on [07/01/1976 &|
Description . — . " .
) . View/Edit Disposition | Disposition Notes |
Concise Desc Docket book
Contents Desc | |rArrangement:
=l
Ordered By
Access Restrictions Starts With
Access Restriction | ° Confidential? [ Ends With
Add a Child | Processing | Rel. Containers | All Notes | OtheriDs | Geolocations | & Report |
Hierarchy | History | Ref. Biblgrpe |  Attachments | Categories | & Label | Save J Cancel J

Cataloging

| 4P | arc [BMS UT | chg

The Cataloging Menu manages all cataloging functions, including how the exportable
catalog file and online catalog are generated, and the paths used for specific URLs within

the catalog record (such as a link to an index).

=
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File Process Cataloging Menu Shortcuts  Options  Help

b€

Enter End Cancel Back

Menu

P

Help

X X

Mew Sess End Sess

Catalog
/[ Edit X" wmArRcFile Y  Print  \

Browsing Subjects for Finding Aid
Catalog Control Fields

Convert All Agencies to Catalog

Convert Many Series to Catalog
Records in the Catalog

Subject Authority File

Import Subjects from Library of Congress
Merge Record Series

Display Merged Series

Links to Indexes

Note Major Category

Note Type Input

Research Guides Input

Catalog Volume Count (several minutes)

Finding Aid Volume Count (a few minutes)

Main Menu

| [ apx [apc [BIBUT | = I
The primary role of the Cataloging Menu is to produce a catalog record that can be output
to a MARC 21 catalog, or the Solr search engine, and manage features related to
cataloging efforts. All record series recorded in AXAEM are automatically assigned
MARC cataloging codes. All the user has to do is run a process called Convert to
Catalog, which can be done as a batch (converting many series at once), or individually
while within a series. Record series that go through the State Records Committee (SRC)
approval process have this task done automatically. Records changed after SRC approval
need to use the Convert to Catalog function. After records have been converted, the
MARC record can be exported from AXAEM, imported into any MARC-compatible
library cataloging software, and changes that were made in the series will be visible to the
public.

To export catalog records, click the MARC File tab:
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File Process Cataloging Menu Shortcuts  Options  Help

1

Help

b€

Enter End Cancel Back

X X

Mew Sess End Sess

Menu

Catalog
/[ Edit Y wmArRcFile X Prnt |\

Archives ID Code

Form/Genre Types

Leader Record

MARC Code 008 Breakdown

MARC Code Custom Defaults

Valid MARC Codes

Valid Subfield Names

Create MARC File of Holdings for Export
Create MARC File of Individual Series
Import MARC File to APPX

Move Imported File to Catalog

View Raw Imported MARC File

Move Exported Catalog to LAN

Main Menu

| [ apx [apc [BIBUT | = I

The menu options called Create MARC File use various queries to export the data. In
Utah, records are either exported as a whole batch file based on whether or not we have
holdings in our custody, or individually one series at a time as needed. The resulting
CATALOG.txt file will automatically land either as a file on your desktop or on the
Archives’ LAN server, depending on system settings. This menu also provides input
processes to keep AXAEM’s knowledge of valid MARC values current.

Click back to the Edit tab in the Catalog Menu.

An important function of this menu is the subject authority file, which keeps track of all
subject headings and their MARC codes. These subjects are then used to create access
points in series. Subjects are not valid unless they follow the pattern of the Library of
Congress subject headings, so our subject authority file is a subset of the Library of
Congress’s authority file. If we need to use a subject heading that isn’t in our authority
file, we add it, following the Library of Congress’s entry. To access the Library of
Congress headings, we import the latest set periodically, and then pick from that set. The
philosophy behind a subject authority file (as opposed to keyword searching) is to
standardize search terms so that a single search can pull up as many related records as
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possible. Keyword searching does not handle synonyms very well, and Google doesn’t
always have access to a catalog database.

Click Import Subjects from Library of Congress:

ZE APPX - itac002sp.dts.utah.gov:8060:22928

File Process Cataloging Menu Shortcuts  Options  Help

b€ EH X X |

Enter End Cancel Back | Menu | New Sess End Sess | Help

! ;::::S!!ﬁ"hsi] !

Catalog

[ Edit

X* wmarcrie Y Print

~\

Browsing Subjects for Finding Aid
Catalog Control Fields

Convert All Agencies to Catalog
Convert Many Series to Catalog
Records in the Catalog

Subject Authority File

Import Subjects from Library of Congress
Merge Record Series

Display Merged Series

Links to Indexes

Note Major Category

Note Type Input

Research Guides Input

Catalog Volume Count (several minutes)

Finding Aid Volume Count (a few minutes)

Main Menu

| apx | aRc |BIBUT |

s

50



& APPX - itac0D2sp.dts.utah.gov:8060:22928 — [m] x

B

File Options Help

PO BEEEE

F W

New Sess End Sess

Save Cancel | New Edit < | Menu
Library of Congress Subjects Lookup List
Subjects Filter Options p— -
Keyword: Date Added e/ DD/ Covy Max Num of Rec: [100 ~
Subject Title: Date Chg M4/ DD/ CCYY Sort Field: i
LoC Subject Id Date Dep po4/DD/ COYY § Sort Order: =
In Axaem: [+ Search
Select the Records to add Records Found: 462
Subj RID|Subj Code Already in AXAEM |Subject Search Title Date Added Date Changed| Date D
609491/sh85002697 ] \Air sacs (Bird anatomy) 02/11/1986| 12/02/1996| =l
§41747/sh96010782 ] \Aircraft bird strikes 11/14/1996|
536879/sh2009007937 ] \Aircraft bird strikes--Reporting 09/16/2009 09/17/2009
609757/sh85002962 ] \Airports-—-Bird control 02/11/1986 10/06/1993
505999/5h2008020239 [ ] Altricial birds 04/23/2008 04/24/2008
595999/5h2012000520 ] iAngry Birds (Game) 02/09/2012 09/12/2014|
601252/5h2013002081 ] Angry Birds: Star Wars (Game) 07/18/2013
505511|sh2015000591 [=] Apus (Birds) 03/09/2015, =
791640/sh90002332 [} Archiochus (Birds) 05/15/1990
§46454/sh97004319 [} |Athene (Birds) 05/23/1997 03/20/2008
619406/5h85012380 [} Batis (Bird) 02/11/1986)
456340(sh2002007490 ] Ben (Fictitious character : Bird) 09/11/2002 09/11/2002
620149/5h85013130 ] Beneficial birds 08/04/2006 08/25/2006
539485/5h2009010961 ] Berkshire Bird Paradise Sanctuary (Grafton, N.Y.) 01/20/2010 01/21/2010
§64189(sh99014313 [=] Big Bird (Fictitious character) 11/17/1999 12/16/1999
456336/sh2002007485 ] Bil (Fictitious character : Bird) 09/11/2002 09/11/2002
621354/sh85014330 [} Bird attracting 07/01/2004] 08/13/2004]
823538/sh94008174 ] Bird attracting—Equipment and supplies 11/04/1994|
538016/5h2009009285 ] Bird baits and repellents 11/10/2009 12/11/2009
621314/5h85014290 ] Bird banding 02/11/1986 06/08/2015
621315/sh85014291 ] Bird breeders 02/11/1986 05/13/1988
440423/sh00004191 ] Bird Cage Theatre (Tombstone, Ariz.) 05/24/2000 07/14/2000
472115/sh2004014360 ] Bird communities 06/13/2005 07/29/2005
453514/sh2002003804 ] Bird Creek (Anchorage, Alaska) 04/24/2002 05/25/2007
621316/5h85014292 [ ] Bird Creek (Okla.) 02/11/1986 06/04/2011
| 808943/sh93001864 ] Bird Creek Watershed (Okla.) 03/31/1993 06,'04/2?11 _'Ll
4 »
Review Subject in AXAEM I Add/Update AXAEM Select Cancel

i [apx [arc [BBUT [ chg [ CHE

A keyword search can limit the hits to the subjects of interest. Click a row and then click
Add/Update AXAEM to import that term into the Subject Authority File. If the Library
of Congress (LC) changes the text of that term, it will automatically update the Subject
Authority File and all linked series that use that term the next time a new LC version is
imported.

Exit back to the Menu. Go to Subjects Authority File.
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b€

Enter End Cancel Back

X X |@&

Menu | New Sess End Sess | Help

Catalog

Edit Print

e X wmaArRcFile Y

~\

Browsing Subjects for Finding Aid
Catalog Control Fields

Convert All Agencies to Catalog
Convert Many Series to Catalog
Records in the Catalog

Subject Authority File

Import Subjects from Library of Congress
Merge Record Series

Display Merged Series

Links to Indexes

Note Major Category

Note Type Input

Research Guides Input

Catalog Volume Count (several minutes)

Finding Aid Volume Count (a few minutes)

Main Menu

| apx | ARC |BIBUT |

Find Elections and press Enter:
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File Process Options Help
PO bbb X X
Save Cancel = Vies Menu | New Sess End Sess
Subject Authority File
X L
Wi £ ' Search Option
hat” 8 - | Keyword search search
* Sort Field / Sort Order - -
& Max # Records to Display |5000 -
e G g
Records matching 6
o -‘-_, Subj...| Code Subiject Title Authority | Subject Types Use? |Subject Title (Permutated)
g i ,L 1040)| Local elections v
s 5‘ X 943 Elections vl
S i 1761 Documenting elections ]
B R ﬁ( 1755 Reporting elections =
At LA 1759 Recording elections v
,_% L P 1746, Managing elections v
4 ~
#
{ i
rFl
[atidd. L )
| | 1|
Edit Filter Apply Filter New Subject Delete Select Cancel
[arx [arc [eBUT [ chy 7
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Menu

File Process Options Help

P L BLHYBE A ¢

Enter End Cancel Back | Mew Edit View Delete Ack Del GoTo ChgKey Set Atir
Subject Authority File

X X

(- |
Mew Sess End Sess

»

Mext Rec Redisplay

Key: 943 Ok to Use?*[¥ Reference Only? [
Search Subject:
ELECTICNS

Subject Title: *

Elections

Authority

Cataloging Rules:

may subdv geog

Lel Do

MARC Codes Summary:
650 Subject added entry-topical heading

" R Go|

Library of Congress
Subject Id Added MM/DD/CCYY Chg MM/DDJ/CCYY Dep MM/DD/CCYY
Delete Note

]
=

Subject Components | Subject Modifiers | MARC Subject Codes Series Linked to Subject |

LI =felsld. L] T
T f GoTo oK | cancel | Next >

| [apx [arc [BBUT [ g |5 CHE

Last Update MM/DD/CCYY By Type Simple

This subject term can be used as part of a full access point when added to a series, e.g.
Elections—Utah.

Exit back to Catalog Menu.
Another important option in the Catalog Menu is the management of note types. There
are several different major note categories: those tied to agencies, series, general

schedules, electronic records, functions, and accessions. The note types under each of
these categories are user controlled. Click Note Type Input:
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b€ EH X X |

Enter End Cancel Back | Menu | New Sess End Sess | Help

LT T

Catalog

[/ Edit X* wmarcrie Y Print

~\

Browsing Subjects for Finding Aid
Catalog Control Fields

Convert All Agencies to Catalog
Convert Many Series to Catalog
Records in the Catalog

Subject Authority File

Import Subjects from Library of Congress
Merge Record Series

Display Merged Series

Links to Indexes

Note Major Category

Note Type Input

Research Guides Input

Catalog Volume Count (several minutes)

Finding Aid Volume Count (a few minutes)

Main Menu

| apx | ARC | BIBUT |

&l

You may add any type of note type to any major category you wish, which will then
show up as a place to add that type of note in Bibliographic Input:
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‘DQQH?"LJE"JL‘:J"_J"_’JO\./It"*! » @@ X X8
Enter End Cancel Back | New Edit View Delete GoTo ChgKey Chg Attr || Menu Dn 1Rec Page Dn LastPage | MextRec Rescroll Redisplay | New Sess End Sess | Print

Note Types

MARC

Note Type Code Priority Export Default

Abstract 50 v l%

BAccess Restrictions 506 Resfrictions on access. s0 v a

Becessioning 50 v |

Administration 545 Biographical/historical note 40 v

Administrative History 50 v

Appraisal 50 v

Arrangement 50 v

Biography 30 v

CPF Relation 20 v

Cataloging 50 v

Chronological 50 v |

Citation 30 v

Computer files 2358 Computer file characteristics a0 v

Condition 50 v

Container Summary 50 v

Convention Declaration 30 v

Creation and Mission 545 Biographical/historical note. 1o v

Custodial History 50 v

Dates of Holdings 500 General note 50 v —

Description 50 v %

Disposition Comments 30 v F

Select a Note Type and Click OK to Edit the Note Categories for the Selected Note Type
OK Cancel

\ [apx [arc [voTur [ ne [ CHE

The name of the note is listed, followed by the MARC code, followed by a priority
ranking, in case the notes need to be output in a particular order in the MARC record
while sharing the same MARC code.

When editing notes, generally the note interface is an HTML editor that will apply bold
and italic fonts as needed, or you can create bulleted or chronological lists. These

attributes will be automatically converted to XML when exporting to EAD, or stripped

out when exporting to MARC. Reports printed as a PDF document will display the
attributes as you designed them.
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PAQLBLLBE A & FH » B X X |8
Enter End Cancel Back Edit View GoTo ChaKey SetAtr | Menu | NextRec Redisplay | New Sess End Sess || Print
N
.

Biblgrpc Level ID  series - 9802 Export [+

= Type [Reference Format APPX HTML

Name *‘REfEIEncE Date Added 01/10/2014 16:16 35

Display Name *[reference

Click on source button fo add tags.

1] BE O e« G4 2k A (K- ) ESource 7] Size T AT B I U X X2 2 @B Styles ~|| Format = El

The case number assigned by the courtis essential to locate the desired case file. Researchers should first consult the indices to plaintiffs found in series 3243, CASE INDEX, to
find the unique case number corresponding to the appropriate case file. Case numbers for cases filed between 1871 and 1896 may also be found using the surname index in the
JUDGMENT DOCKETS, series 1671. Confusion may arise when documents and case files are inscribed with two or more case numbers. It appears thatthe district court
experimented with one or more numbering systems in the early 1870g before finally adopting one. Files of cases on appeal may be imprinted with two case numbers; the number
firstused by the inferior court as well as that later assigned by the district court. On rare occasions, two separate cases were assigned a single case number. Case numbers 35
through 61 and 63 through 100 were never assigned. The attached container list describes numbered cases at the box level while unnumbered cases and oversize items
separated from the case file are described atthe folder level. Most folders contain more than one case file. The contents of folders containing multiple case files are described
listing anly the names of the first and last plaintiff, separated by a dash (e.g., Abel-Ayers). In situations when a folder includes actions filed by a single plaintiff against numerous
defendants, the name ofthe adverse party appears in brackets following the name of the plaintiff (e.g., People [Bates]-People [Wheeler]). Folders containing a single case file are
¥ described by the case title (e.g., People vs. Jones).??A small number of cases filed after the adoption of the numbering system apparently were never assigned case numbers.
These files have been integrated with the numbered case files and are grouped together immediately following the target (separator sheet) indicating the year in which legal action
was commenced (1874, 1875, 1884, 1888, and 1890 through 1895). Files dealing with court business were routinely assigned half numbers. Regular case files were inexplicably
assigned half numbers occasionally as well. A letter was sometimes added to a case number to distinguish it from another (e.g., case 3 and case 3A). As criminal cases are

A - considered an offense against the public, the plaintiff may variously be recorded as "People,” "United States,” or "Territory of Utah.” In the interest of consistency, all such
7 15 are now filed c as "People.”
-

LI Feblal DT

body

Delete | Copy From OK Cancel

[ [ar Jare noTut ey (BTN

Exit to Main Menu

Electronic Records

A significant amount of effort has been made to make AXAEM compatible with the
many technical requirements for preserving electronic records. Electronic records can be
ingested and stored in a location connected to the AXAEM server, or the records may be
sent to hosted locations or stored offline with only the metadata recorded in AXAEM.
The system separates SIPs from AlIPs as two different ingest processes. Users may
choose to record SIP information in the database but not actually ingest the records until
they are ready as AIPs, or ingest both SIP and AIP.

Folder structures are identified as one or more Object Groups. Each object group may be
described as a unit and have its own metadata. Sets of files within a folder may also be
identified together as a sub-group. Individual electronic records identify single
intellectual items, even if those items are comprised of multiple physical files. An
electronic record could have multiple representations, one or more of which could be the
DIP. Some tools have been integrated to automatically do format transformations and add
additional representations. The primary ones in use at the moment are ImageMagick for
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images, ffmpeg for video, and a document converter that will take text files of various
formats and convert them to PDF.

Electronic records and their metadata may be made accessible to the public through the
Solr search engine. Access restrictions may also be applied. Electronic records inherit the
access classifications of their record series. If that classification indicates that some but
not all of the records are public, then individual electronic records must be classified at
the item level. Unless an electronic record is declared public, the metadata and a link to
download the record is not made available to the search engine.
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B & X

Menu | New Sess End Sess

P

Help

40

End Cancel

Electronic Records

/_ Reference FiIesY Export Y SIPs \
/" Edit Y search Y  Datalngest \

Object Group Index
Object Groups (Direct)

Electronic Objects (Direct)
File Records (Direct)

Records Transfers
Individual Media

Preservation Policies
Preservation Policy Groups

Data Exchange Utility

F ] :
ettt ELETT T

Main Menu

2 E ) "
| [ apx | apc [ELC UT = [

The SIP menu is similar, and provides a way to identify new accessions:
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20

Help

File Options Help

< Q[

End Cancel | Menu

x X

Mew Sess End Sess

Submission Packages

/_ Reference FiIesY Export Y AlPs \
/" Edit Y search Y  Datalngest \

Object Group Index
Object Groups (Direct)
Electronic Objects (Direct)
File Records (Direct)

SIP Accession Workflow

Records Transfers (Submission Agreements)
Individual Media

Donor Relations

Preservation Policies
Preservation Policy Groups

et ELLTT TR
: ~ Main Menu

| [ apx [apc [sPuT | = [

Here’s the SIP Accession Workflow screen, which is a simple way to identify an
accession prior to ingest, plus keep track of what has been done for a set of records and
what still needs doing, in the event that multiple people work on the SIP, or the process
gets interrupted for a space of time:
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PO L LBV A ¢ » @ X X (&

Enter End Cancel Back | New Edit View Delete AckDel GoTo ChgKey SetAtir | Menu | NextRec Redisplay | New Sess End Sess || Print

Electronic Record Submission Packages
S -

5. 4

L " Key: [1 Local Accession ID:

Creating Entity: 1266

Department of Health. Center for Health Data and Informatics. Office of Vit...

Bibliographic Level: series |

Level ID: 23075 °
rDates
Transfer Documentation: | 2 Go Entity Requested Transfer:
IM]-I:"DD:"CC‘[Y
File Range (from): Request Approved:
File Range (to): |m-1f’DD,fcr:‘n:
Date Range (from): to |12!31!2011 i# Date Submitted:
IM]-I:"DD:"CC‘[Y
Description: Downloaded PDFs from +| | Date Received:
health.utah.gov/vitalrecords |02f13"(2014
Date SIP Ingest Completed:
IM]-I:"DD:"CC‘[Y
=
Workflow
Virus Checked: [ Written to Stable Media: [ Ready to Process: [
Virus Free: [ Media Version Validated: [ AIP(s) Created: [7
Checksum Verified: [~ SIP Ingested into AXAEM: [ DIP(s) Created: [
| Formats Validated: [ Donor Notified SIP Done: [ Added to Finding Aid: [~
LR bl
4 Actions | Rights | Media | oK | cancel |

| A EERETRE - |

When ingesting electronic records, AXAEM offers several metadata extractors and file
validators to run as part of the ingest process:

Droid

Jhove?2

FITS

Medialnfo

FFmpeg

FGDC data extraction (for geospatial records)
AXAEM’s own email parser

Information obtained by these tools are then recorded in AXAEM fields as well as
attached to the record as the original XML document that the tools produced.

The ingest process also allows the user to run a virus check, validate a Baglt bag,
determine the disposition of container files such as .zip, and generate a checksum in MD5
and SHA-256. After ingest, a checksum audit can be run at any interval chosen by the
user. The audit will produce a log and a report that will display discrepancies.
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After the records have been ingested, you may edit the metadata to enhance searchability.
Metadata categories attempt to first follow DACS, then Dublin Core, then more specific
metadata needed by certain types of records.
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PO L OUBYLE A ¢ » @ x X8 g8
Enter End Cancel Back | New Edit View Delete AckDel GoTo ChgKey SetAtir | Menu | NextRec Redisplay | New Sess End Sess || Print Print

_iject_Groups

Identity Content | Access & Use Acquisition & Appraisal Related Materials Notes
Key: 15
Title: 01-07 - SLC Fire Department Photos =
Object Type: |Folder =]
Sub Group:
Parent Group: Bibl ID: |series MRE 2 Data entry testing files Oracle ?

Go to Parent Group Go to the parent group of this object group.

Electronic Records View electronic records tied to this object group.

Other Object Groups View other groups under this object group
Create New Subgroup Subgroups separate groups contained within the same folder.
Run Extract Utility Run metadata extraction tools against objects in this group.
Identity Elements
Contributors Those who contributed intellectual content, e.g. translators, editors.
Creators Those responsible for creating the intellectual content.
Dates When created, modified, available, and coverage dates.
Identifiers Unique identifiers of the object, such as URL, ISBN, etc.
| Publishers Those who made the resource available, e.g. digitized by, hosted by.
F
L et
~e OK ‘ Cancel ‘

| A EERETRE - |

The Electronic Records menu provides you with functions to be able to manage formats
and migration rules, preservation policies and actions taken, identification of media types
and individual instances of media, transfer paperwork (part of the submission agreement
that started with the retention schedule), and export metadata for other workflow
processes.

Here is part of format identification:
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Help

b <

Enter End Cancel Back

b

Mew Edit View Delete Ac

UbDO 8] v &

el GoTo ChgKey Set

»

Menu

Mext Rec Redisplay

X X

Mew Sess End Sess

PUID Format Mame Object Type Format Extension(s) Num Key
fmt/1 Broadcast WAVE Audio wav 1 1|~
x-fmtf1 Microsoft Word for Madintosh Document Word-Processing  |Unknown, .mcw 1 2
fmt/2 Broadcast WAVE Audio wav 2 3
x-fmtf2 Microsoft Word for Madintosh Document Word-Processing  |.doc 2 4
fmt/3 Graphics Interchange Format Image .gif 3 5
x-fmtf3 Online Description Tool Format Multi-format .odt 3 &
fmtj4 Graphics Interchange Format Image .gif 4 7
x-fmtj4 Write for Windows Document Word-Processing | wri 4 8
fmt/5 Audio/Video Interleaved Format Video .avi 5 9
x-fmt/5 Works for Macintosh Document Multi-format Unknown 5 10
fmt/s Waveform Audio Audio wav & 11
x-fmtfs FoxPro Datat Datat .dbf & 12,
fmt/7 Tagged Image File Format Image Jtif, iff 7 13
x-fmtf7 FoxPro Datat Datat .dbf 7 14
fmt/s Tagged Image File Format Image Jtif, iff 8 15
x-fmt/3 dBASE Datal Datal .dbf g 15
fmt/9 Tagged Image File Format Image JAiff, Lt 9 17,
x-fmt/fs dBASE Datal Datal .dbf 9 15
fmt/10 Tagged Image File Format Image JAiff, Lt 10 19
x-fmt/10 dBASE Datal Datal .dbf 10 20
fmt/11 Portable Metwork Graphics Image .png 11 21
x-fmtf11 Revisable-Form-Text Document Content Architecture Unknown 11 22
fmt/12 Portable Metwork Graphics Image .png 12, 23
x-fmtf12 Write for Windows Document Word-Processing | wri 12, 24
fmt/13 Portable Metwork Graphics Image .png 13 25
x-fmtf13 Tab-separated values Delimited-Text Jtsv 13 26
fmt/14 Acrobat PDF 1.0 - Portable Document Format FDF pdf 14 27
x-fmtf14 Macintosh Text File Text 14 28|«
Detail Add New Cancel

It leads to more detail:

| ap | ARC [ELCUT | Ing

&l
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F 3 E S a - ¥

phubd WA «

- [m] X

Ty @ o ¥ X

Enter End Cancel Back Edit View GoTo ChgKey Chg Atir || Menu Dn 1Rec Page Dn LastPage | MextRec Rescroll Redisplay | Mew Sess End Se‘ss
Formats
Numeric: 9 Name: | =
seq Key: 17 PUID: fmt/9 Version: 5 =
Description: Tagged Image File Format ﬂ
Object Type: Image k|
Default Migration:
]
Default Thumbnail: 2
Usage Status: =l Use Began: ccyy
Prevalence: [«]
Sustainability: -]
d
Comments: -] =
ad | =
Extensions ‘ Rules Applied | Migration Paths |
Attach Documents | Tools to View Format | OK Cancel

apx [arc [Etcut [ cng (2 CEE

Below is the menu for exporting metadata from from the database. Note that the last
option allows you to connect to any Gmail account and download its contents as .eml
files. They will download to your local desktop or file server, and be named sequentially
as they appear under their labels. The download retains the original data structure used in
Gmail by the account holder:
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B & X

Menu | New Sess End Sess

P

Help

40

End Cancel

Submission Packages

/  Edit X" search Y Datalngest \
/_ Reference FiIesY Export Y AlPs \

Object Groups

Export Metadata to CSV

Edit Templates for Exporting

Print Object Group Directory Trees
Import Metadata from CSV

Electronic Objects

Export Metadata to CSV
Edit Templates for Exporting
Import Metadata from CSV

Files

Export Metadata to CSV
Edit Templates for Exporting
Import Metadata from CSV

E-Mail

Export Metadata to CSV
i I Download Folder(s) from G-mail
;:::g!_:lﬂllllﬁ_!! [ 1 il Download Folder(s) from G-mail (new API)

Main Menu

[ apx [apc [ =P uT = [

General Schedules

The General Schedules Menu is used to manage retention schedules that are applicable to
many agencies. Sometimes these schedules are used for only one department if it has
many identical regional offices. General schedules group records by subject:
administrative records, financial records, and human resource records, so that each item
relating to the subject is contained within a “schedule.” Or we could choose to not group
them into categories, but let each item remain independent of a general schedule, and
instead provide descriptive tags that would let users group records on the fly while
searching, so that one item could be tied to more than one category. Utah is now using
the latter option. Creating general schedules saves us time because once an item is
approved, agencies can use it without needing to go through us further. They do need to
interact with us if they want to house their records at the Records Center or do
microfilming, however. In that case, a series is created in AXAEM but it uses the
descriptive information from the general schedule item, again saving us time.

64



Our use of general schedules has changed over time. Independent items can now be
owned by one or more entities, if the general schedule item is unique enough to be entity-
based. Each item can be approved independently, amended, discontinued, or consolidated
with one or more other items. Items can also have sub-items. Each version is stored for
reference.
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PEQE X X ™

Enter End Cancel | Menu | New Sess End Sess | Help

Schedules
[ Edit N search Y Print |\

Maintain General Schedules
Maintain Record Specific Schedules

Update Status of Schedules & Associated Records

Maintain Individual General Schedule Items

Direct Access to Schedule Items

Maintain Individual Record Specific Schedule Items
Schedule Revision Status Table

Maintain Schedule Approval Entities
Maintain Schedule Record Tags
Maintain Workflow Templates

Maintain Workflow Approval Steps
Maintain Workflow Approval Reviewers

+ ]
ettt ELETT T

Main Menu

[Py [aRC [uTC UT Egs - |

Click on Maintain Individual General Schedule Items:
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b “1 B OB X X
Enter Cancel | New Item De Menu | New Sess End Sess

Maximum Records: 1000 = Records Found: 1859

Sorting Order: Ttem Number =] [asc =] Keyword: |

Active/lnactive Items?  |Active Only -

Type Item No| Sub-Ttem No | Amd No| Disposition Authority | Title (Official) Revision Type Item Status Status Date|Item ID

Ttem 1 0|GRS-1 \Acknowledgment files Discontinued Irem |Fnalized 06/01/1991|CNT-1-1 ﬂ

Ttem 4 0|GRS-4 ICensus information files Unchanged Item  |Finalized 06/01/1991|CNT-1-4

Ttem 5 0/GRS-5 \County scrapbooks Unchanged Item  |Finalized 06/01/1991|/CNT-1-5

Item 9| 0/GRS-9 Feasibilty studies Unchanged Item  |Finalized 06/01/1991|CNT-1-9

Ttem 11 0|GRS-11 General administrative records Unchanged Item  |Finalized 06/01/1991|CNT-1-11

Item 19| 0/GRS-19 Policy and procedure case files Unchanged Item  |Finalized 06/01/1991|CNT-1-19

Ttem 20 0/GRS-20 Press release files Unchanged Item  |Finalized 06/01/1991|CNT-1-20

Ttem 21 0|GRS-21 Project control files Unchanged Item  |Finalized 06/01/1991|CNT-1-21

Ttem 25 0/GRS-25 Routine activity schedules Unchanged Item  |Finalized 06/01/1991|CNT-1-25

Item 27, 0|GRS-27 System studies and report fles Unchanged Item  |Finalized 06/01/1991|CNT-1-27

Item 35 0|GRS-35 Notary bond files Unchanged Item  |Finalized 06/01/1995|CNT-1-35

Item 39 0|GRS-39 Unsuccessful grant application fies Unchanged Item  |Finalized 09/01/1995|CNT-1-39

Item 40| 0/GRS-40 \Government records access and management ac... |Unchanged Item  |Finalized 09/01/1995/CNT-1-40

Ttem 43 0|GRS-43 (Constitution and bylaws Unchanged Item  |Finalized 11/01/1995|CNT-1-43

Ttem 45 0|GRS-45 Grant case files Unchanged Item  |Finalized 07/01/2006|CNT-1-45

Ttem 46| 0/GRS-46 Proof of publication files Unchanged Item  |Finalized 07/01/2006/CNT-1-46

Item 47 0|GRS-47 Indemnification agreements Unchanged Item  |Finalized 01/01/2011|CNT-1-47

Item 49| 0|GRS-49 Bond anticipation notes Unchanged Item  |Finalized 06/01/1991|CNT-2-1

Item 57, 0|GRS-57 ‘Annual budget Unchanged Item  |Finalized 06/01/1991|CNT-3-1

Ttem 58 0|GRS-58 Budget apportionment records Unchanged Item  |Finalized 06/01/1991|CNT-3-2

Ttem 59, 0|GRS-59 Budget background records Unchanged Item  |Finalized 06/01/1991|CNT-3-3

Ttem 60| 0|GRS-60 Budget estimates and justification files Unchanged Item  |Finalized 06/01/1991|CNT-3-4

Ttem 61 0/GRS-61 Budget information files Unchanged Item  |Finalized 06/01/1991|/CNT-3-5

Item 62| 0|GRS-62 Budget working files Unchanged Item  |Finalized 06/01/1991|CNT-3-6

Ttem 63 0|GRS-63 Tentative budget files Unchanged Item  |Finalized 06/01/1991|CNT-3-7

Item 64| 0/GRS-64 Periodic budget reports Unchanged Item  |Finalized 09/01/1995|/CNT-3-8

Ttem 65 0|GRS-65 Regular budget reports Unchanged Item  |Finalized 09/01/1995|CNT-3-9

Iteim 71 0|GRS-71 Fixed asset records | Unchanged Item  |Finalized 12/01/2015/CNT-4-6 _'j

4 »

EditFilter | Enable Filter | Amd To Schedule|  emstaws | Finaizeem |
New Item | New Sub-ltem | Amend Item | Delete Item | Discontinue item | Consolidate Item | View | Cancel |

[Sslect = Raord to snabls Add Subiitam, Status, Dalets, Amand, Discortinus, Consolidats, Finslize, and, Viewbutions [ apx [arc [scHUT [ Chg

Click on an item, and then click Amend Item:

=
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£ X
New Sess End Sess
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e Edit View ok Del | Menu Item Detail Schedule
General Schedule - Individual Item Information
Item Information
Item Revision Zmended Item Item Amendment No: |1 Effective From: IMM/DD/CC[YLI Thru |MM/DD/CCH£| Item Status: Draft
Item Status
Item Type Item Item No: |49
Item Disp Authority  [Grs-49 Item ID |cwT-2-1
Item Heading [Bond anticipation notes
ltem Title Bond anticipation notes =] Record Tags
= Record Category
Item Description These are notes used by counties pursuant to an appropriation - |County
resolution for bonds in anticipation of payable ad valorem
taxes and constitute a full obligation of the county, "the =
bond anticipation notes and the interest on them shall be
secured by a pledqe of the full faith and credit of the LI
Item Citation Indexing Terms
Retention & Disp. Retain for 1 year; then destroy records. = Seq N0|Te|'m
= | | »
Retention Note =
Bibliographic Records
Agency Name Level |Ser'»e...|TrUe
Status Note d
KT | 3
All Item Notes Appraisal Indexing Terms Retention & Dispesition Item Agenci |
Stakeholder Feedback Tags Attachments Amendment History Web Submitted Form
Abstract Note Related Containers Arrangement Consolidate
Retention Justification Access Points Other IDs Assigned Bibliographic
& Report

| P [ arc (UTCUT | g

=

When amending an item, a copy is made and given an amendment number. Metadata can
then be edited. To send the amended item through the approval process, click Item Status:
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Save Cancel | Mew Edit View Delete Ack Del | Menu

_Retention and Disposition Status

4 £ -

; & Item Revision Amended Item
Item Amendment No 1

. Item Heading Bond anticipation notes
& Item Title Bond anticipation notes ;I
P Item Status =
o X
3 3 Draft Status
s Draft By RPX
8 Draft Begun 09/07/2017 Draft Done m/nn/cméé;l
71 Applicable Citation -]
‘1% i =
’ Approval Workflow
Submitted To Schedule Submitted |um/DD/ccyy | Decision Date m/nn/cmé;l Assigned By
K.
- N0.|Descr|pt|0n | Level| Status | Slzrted| Comp\etedh}ocs
e -
|
il
L i
View Log

Finalized
Finalized

Active? [~

06/01/1891

Revision Reason

Retention Changed?

Status Note I

Description Changed? [~

-

Approval History I

Save Cancel

| &P | aRc [SCHUT | chg

=

The item status by default starts as a draft. Change the value to Ready to Submit and click
Save. Go back into Item Status, and change the status to Submitted. The Approval
Workflow can then be set:
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Menu

PO BLL B

Save Cancel e Edit View Delete AckDel

New Sess End Sess

=

Item Revision

Item Amendment No
Item Heading

Item Title

Item Status

Amended ltem
1

Bond anticipation notes

Bond anticipation notes

[Sabmateea

Ll |

Draft Status
Draft By
Draft Begun
Applicable Citation

Draft Done [08/07/2017 77

L]

Approval Workflow

-J“'!=_!i

-

Submitted To |SRC 2 schedule Submitted [09/07/2017 i

Assign a Workflow
Cancel a Workflow

Decision Date MM/DD/CCY‘(;;I

Assigned By |apx

No. | Description Level Status Started| Completed|Docs
1|Appraisal Committee Review 1|Pending [}
2|Submit to State Archives Director 1|Pending ]
3|Submit to Agency (CAD) 1|Pending ]
4/Submit to State Records Committee 2|Pending ]

[+]

View Log

Finalized
{ Finalized

Active? [~

404/ DD/CCYY

Revision Reason

Retention Changed?

Status Note I

Description Changed? [~

-

Approval History I

Save Cancel

=

| &P | aRc [SCHUT | chg

In the above example, this item must traverse through four approval levels before it is
finalized. Workflow rules can be created through processes on the General Schedule

menu.

Exit to Main Menu.

Indexes

The Indexes Menu provides direct access to series indexes, which index everything from
birth records to mining claims. Indexes have been created by staff, volunteers, or the
originating agency to make individual records more visible to the general public. Usually
the items of interest are names of people or corporations. Series that are indexed are
searchable through our website by these fields.
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Court, Criminal, & Divorce Indexes
Incorporation Indexes

Mining Indexes
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Other Indexes
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Main Menu

[ apx [aprc [BIBUT | = [
The menu lists indexes first by general category, and then by agency and title. The
website will search all indexes simultaneously. Going to individual indexes here will
search just that particular index. Or you may edit index entries through these screens.

Data from individual indexes can be exported to an Excel spreadsheet to be used as
metadata for digital collections, or to share with requesting entities:
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P> 49

Enter End Cancel Back

Birth & Death
"

X X |
Menu | New Sess End Sess | Help
rBirth Records

Beaver County: 83773 Export to Excel
Cache County: 83781 Export to Excel
Carbon County: 83869 Export to Excel
Davis County: 11802 Export to Excel
Emery County: 84038 Export to Excel
Grand County: 83886 Export to Excel
Iron County: 83761 Export to Excel
Kane County: 83801 Export to Excel
Ogden Birth Register: 27190 Export to Excel
Piute County: 19502 Export to Excel
Rich County: 20947 Export to Excel
Salt Lake County: 3922 Export to Excel
Sanpete County: 84106

Uintah County: 84029 Export to Excel
Weber County: 5107 Export to Excel
State Birth Certificates: 81443 Export to Excel

rDeath Records
Beaver County: 83774 Export to Excel
Coroner's Inquest: 3851 Export to Excel
Garland City Cemetery: 10190 Export to Excel
Sanpete County Death Register: 15842 Export to Excel
State Death Certificate Index: 20842/81448 Export to Excel
[ apx | arc [ ot | =

Click the State Death Certificate Index (at the bottom of the list above) to view a record

and its image:
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PO BLLBB ] ¢

>~ s FE | @ @ ¥

Enter End Cancel Back Edit View D&l Ack Del GoTo ChgKey Chg Attr || Menu =c Dn 1Rec Page Dn LastPage | NextRec Rescroll Redisplay | New Sess Errd Se‘ss
Index to Series 81448 [x]
Office of Vital Records & Statistics Death Certificates Electronic Index. 1804-1958.
Key: 16476 Vital Records ID: 1308001464 Image Missing: [7
rDec d
year month day
Death Date: 05 mpril 1908 1908 04 05 alpha
Jr.sr. 1908 04 05 chron
Last Name: LANDERSON Alternate Spellings
First Name: MERY
1st Middle Name:
2nd Middle Name:
3rd Middle Name:
4th Middle Name:
5th Middle Name:
Sex: FEMAIE 2
Age: 072
County: SALT LARE 18
Path to 1st Page: /2229318/2229318 0000668.jpg
Path to 2nd Page:
Path to 3rd Page:
oKk | cancel | View Image | Next> |

Lapx [arc [iocur [ g (5 N

Click View Image to see the linked death certificate:
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To access these records from the Archives’ website, navigate to the search page at
https://archives.utah.gov/research/indexes/index.html, and type a name. Click on the hits

to view the record:
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More information on these records. View and Print Document &)
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Close browser, then exit to Main Menu

To add new indexes, an interface has been created which will automatically add new
tables and code behind the scenes, giving users direct control over what becomes
searchable online without requiring additional programming.
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File Process Options Help

b€ 5[

Enter End Cancel Back | Menu

20

Help

X X

Mew Sess End Sess

Index Entry
e X D

Generate Files & Processes
Create/Modify Index Structures

Generate Data Dictionary & Processes

Delete Index & Related ltems

Maintenance

Index Data Maintenance

Parameters Menu

File Maintenance Menu

dam
G——zgﬂi‘!‘&!ﬂ !
4 a Back

| [ apx [arc [ERIUT | = [

New indexes can be added, and fields of various types can be assigned to the index, and

grouped for searching purposes. Personal names, for instance, should be searchable as a
name group (last, first, and middle names) as well as individually (just last name).
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File Process Options Help

PeEQ LD ”‘_“;l‘ 7
Enter End Cancel | Mew Edit Yiew Delete Help
Index Fields
lf =
| Index File Name Birth Index #1
Seq No Figld Description Field Type Field Code Marne Index? | Group # | Lookup?
2|Father's Last Mame ALPHA FATHER LAST [w| 1 [vi
3|Father's First Name BLEHA FATHER FIRST [vi 1 ]
4|Father’s Middle Name ALPHA, FATHER MIDDL vl 1 ]
S|Mother's Last Mame ALPHA MOTHER LAST [vi 2 [vi
B[Mather's First Mame BLEHA MOTHER FIRST [vi 2 ]
7[Mother’s Middle Mame ALPHA MOTHER MIDDL [vi 2 ]
8[Mother's Maiden Mame ALPHA MAIDEM MAME [vi 0 ]
9|Child's Mame ALPHA, SUBJECT vl 0 ]
10|Birth Date DATE EIRTH DATE [ 1] ]
11[Birthplace BLEHA EIRTHRLACE [ 1] ]
12|Attendant ALPHA ATTEMDANT [vi 1] [
13|Comments TEXT MNOTES ] 1] ]
14/Birth Certificate ALPHA, CERTIFICATE [l 0 ]
24|Fling Date DATE FILIMG DATE [ 1] ]

Add Field Cancel

[er [oEv [ERID1 [ ng |2

Microfilm

The Microfilm Menu is used to accession and track microfilm. Records may be filmed at
the Archives, in the agency, or elsewhere, but the film is always processed (developed)
by us. Usually the master copy is also retained by us. Agencies may request duplicate
copies of film, also known as the diazo copy. Another diazo copy may be made for
research use, as needed, or agencies may request that film be digitized and provided on
an electronic medium. As each film comes in for processing, it gets added to the system.
At that time it is tied to a series, and the date spans and content ranges are recorded. Each
piece of film receives an accession number, which is automatically-generated and reflects
the sequence count number of all the film processed by the Archives (so the number
keeps going up, regardless of series or other demarcations). The unique key for film,
however, consists of three parts: the series number, the format type (usually MCR or
FCH for microfilm and microfiche, respectively), and the accession number. This is
necessary to differentiate logical control from physical control. The intellectual
separation of records is subject to change, but film can’t always be snipped.
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b€

Enter End Cancel Back

Menu

X X

Mew Sess End Sess

20

Help

/[ Edit

Microfilm

" Labes Y Print

~\

Add Film With Workorder
Add Film Without Workorder
Assign Reel Numbers
Camera Input

Digitization Workorder Menu
Film Input Lookup

Film Input Deaccessioned
Film in Storage Totals

Film in Storage Reset
Renumber Reels

Workorder Input

Export Film to Excel
Pending List

Main Menu

| AP | ARC | MiC UT

Click on Film Input Lookup and press Enter to view a microfilm record:

&l
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PEOLBENL WA v

F 3

- ~ = ¥ » @ @ X

Enter End Cancel Back Edit View Delete 4ckDel GoTo ChgKey Chg Attr || Menu | 1stRec Prev Pg Up 1Rec Dn 1Rec Page Dn LastPage | NextRec Rescroll Redisplay | New Sess Errd Se‘ss
FI-I<
Series: 6067 Minutes Series Input
Agency: Beaver Co. Commission Agency Input
Format: MCR Format Management
Accession: 5 Added by: aCC Direct Duplicate Exists: [7
Camera: 1 Roll: Film Size: 33 Number of Fiche: ©
Received: MM/DD/CCYY Completed: MM/DD/CCYY Retake: [7
Deaccessioned: [ M/DD/CCYY Why Deaccessioned:
Missing As Of: 14/DD/CCYY
Date Range: 11 /12 /1206 - 03 /07 /1916
Index Range: 1906 Bk C 1916 Bk C
Comments: See Side Label Print Labels
side Label: [100¢ yinute 5k C pd0 to 1016 = Print Label: -
Minute Bk p-end 2 Master Labels: [7
Is This Fiche: |
Cataloged Copy
Digitized Copy
Go To oK | cancel Next >

Exit back to the Microfilm menu.

(apx [arc [mout [ g (5 N

We also record digitization processes, which often (but not always) come from film being
digitized. Click on Digitization Workorder Menu:
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b€ EH X X |

Enter End Cancel Back | Menu | New Sess End Sess | Help

Microfilm

/[ Edit

" Labes Y Print

~\

Add Film With Workorder
Add Film Without Workorder
Assign Reel Numbers
Camera Input

Digitization Workorder Menu
Film Input Lookup

Film Input Deaccessioned
Film in Storage Totals

Film in Storage Reset
Renumber Reels

Workorder Input

Export Film to Excel
Pending List

Main Menu

| AP | ARC | MiC UT
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b€

Enter End Cancel Back

X X |@&

Menu | New Sess End Sess | Help

Digitization

/ Edt Y Tabes Y Print

~\

Digitization Work Order

Digitization Work Order (Filtered)

Old Digitization Work Orders (pre-August 2015)
Film Input Lookup (Add Digitized Copies)
Equipment List

Software List

Notification Contacts

Main Menu

| ap | ARC | BIB UT

To view work orders, click on Digitization Work Order:
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Menu

File Process Options Help

‘Di@ﬁ"jﬁcﬂﬁi@{

Enter End Cancel Back | New Edit View Delete AckDel GoTo ChgKey SetAtir

igitization Work Order

Key: 1284 Added: 09/06/2017 by &ABB
Status: Edit Job Status
Series: I!!ﬂ!l % Case files

X X

(- |
Mew Sess End Sess

»

Mext Rec Redisplay

Agency: 868 Supreme Court

staff: 2322 2lan Barnett Priority: [ [09/15/2017
Customer: Processing or Agency: |—an Series Creator: [*
Instructions: |shoot coler images with digital camera for a patron regquest, for =1

inclusion in the digital archives, and for transfer to microfilm

through the Digital Converter.

Equipment: Canon Digital Camera 2
Software: <
Original Format: IEQ PBaper View Digitization Specs on Website
Text/Graphic Materials
Pixels Per Inch: 'l Video
Text Bit Depth: =] Bit Depth: [ -]
Compression: =1
Wrapper: |
output copies: _ Edit Copies |  Add New |
Sgn|File Type Media Type |Label Type Done |Master | Audio
1|TIFF Uncompressed - - Bit Depth: 'l
Sample Rate: |
Channel: |
1 | ~l
Select Records | Print | Email | oK | cancel |

| [apx [arc [BBUT | chy |2 CHIR
This order will identify what is needed and by whom, the technical specifications, and
type of output. The metadata identified here will be carried through to digitized
collections posted online.

Exit to Main Menu
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Patron Registration

The Patron Registration menu is used to identify patrons, their research questions, and the
actions that staff members have taken (or need to take) regarding those questions.
Specific records used (by box barcode number) may also be recorded. Due to security
restrictions placed upon access to patron information, this menu is only available to
Research Room staff, as their login will take them directly to it. The design theme is
different because two different divisions of government share Research Room services in
Utah:

Z APPX - itac002sp.dts.utah.gov:8060:27386 = m} X
File Process Options Help
\D‘@H:;i.' ) |55

Enter End Cancel Back | Menu | New Sess End Sess | Help

Utah State Archives
Arcliives Patron Research
: Status Dashboard
History

Patrons

Patron Appointments
Patron Visits

Patron Requests
Patron Request Actions

Incoming Web Requests
Incoming EMail Requests

Search

Catalog

Reports menu

File Maintenance menu
Archives System menu

Patron Sign-in Wizard

Film & Digitization Orders
Log of Records Used

i [apx [arc [utc uT | s |

Patrons and their requests are recorded here regardless of the method of contact (walk-in,
email, phone, etc). Visitors sign in and agree to terms and conditions. Requests document
all the actions taken by staff in response to the request.
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Menu

File Patron Options Help

PO BLLB B

OK Cancel | Mew Edit View Delete AckDel
Patron 2]

rPatron Information
Last Name *|Stringham Prefix | 'l Suffix | 'l
First Name *|Heidi Middle Name |

Patron Type
Title
Organization
Department

Email(1) hstringham@utah.gov %‘

X X

Mew Sess End Sess

Change Photo

Email(2)

rRegistration Information
PhotolD on File *[ Patron Inactive | *
Referred By Research Center |
Repository [

Primary Interest
Loaned o Materials Loaned Date (first) IMM:‘DD{CCYY

Notes j
=]

Date Added 07/20/2013 14:58 17 Date Last Changed MM/DD/CCYY hhimm ss

rAdditional Information

Addr (1 | Forms (2) __ Appointments | Visits (3) | Requests (1)
Phone#s(1)  IDs | AddAppointment |  AddVist | AddRequest |

[apx [arc [PTRUT [ g |5 EE

This identifies the contact information of the patron. Click on the Requests button
(bottom right):
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File Process Request Options Help

PO BLOLBD M|E £ X |2
OK Cancel | Mew Edit View Delete Ack Del | Menu | New Sess End Sess Print
Patron Request 2l

rRequest Details
Request Source *|Email Status *|Pending v[ Privacy? *[
Request Date *|09/07/2017 15:58 Due |MM/DD/CCYY hh:mm
Started MM/DD/CCYY hh:mm i Completed |M4/DD/CCYY hh:mm i
Referred To

Successful? [7

Request *\water rights associated with the Provo River

Status Notes

Kl G O

Staff Assigned Alan Barnett

r Statistical Information

Urgency ediom -] Why |

Project
Category Land records

Subject

Topic

Date Range 1320 to [1930 or Specific Date [at/Do/ceyy
County Municipality |

rAdditional Information

[apx [are [PTRUT | ng = CHER

Each question the patron asks should be recorded. Data being recorded is designed to
assist in gathering specific types of statistics. Values in the drop-down menus may be
changed to reflect institution needs. Click the Request Actions button:
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File Process Action Options Help
B = b Pl = P
PO BLIUB B & X
Save Cancel Edit View Menu | New Sess End Sess
Request - Action 2| v|x
EI Patron: Stringham, Heidi / hstringham@utah.gov / 801-531-3847 ]
09/07/2017 15:58 water rights associated with the Provo River
rchives |,
ﬂ v rAction
@ Action Type |Search Archives Records
i Requested @ino/07/2017 16:01 Due |0%/30/2017 00:00 Status*|In Process =
.7{151'07:)’ Started 09/08/2017 09 Completed [124/DD/CCYY hhimm
Assigned To |alan Barnett <
Description *|The boxes only have one interesting folder in series 2. =
rResult
Time Spent |3.00 Hours | Records Accessed | |Land Record <
summary -
rCharges
Billable Units |3.00 [Hours ~| @ |20.00 Each
Billable Amount |g0.00 Paid Payment Type <
Patron Details ‘ Request Details ‘ Request Records ‘ Save ‘ Cancel ‘

| [apx [arc [PTRUT | chy |5 CHIR

Each action that a staff member takes in regard to the research question is recorded.
Different action types offer different fields on screen appropriate for the purpose. These
actions communicate to others on staff the status of the question and what needs doing

next.

Exit back to the Patron Registration main menu (called Utah History Research Center).

Click the Pending List option:
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File Actions Options Help

[ Yom Wk = L7
PO bbb E £ X|s
OK  Cancel Menu | New Sess End Sess || Print
Patron Request Actions 2| v|x
Select an Action from the list:
Patron's Name Request Received Date Due Date Started Date Completed
/qrf:ﬁi'ves Stringham, Heidi 09/07/2017 16:01 09/30/2017 00:00 09/08/2017 09:00
History
| | 1
Edit Fiter |  ShowAll | OK | Cancel |

| [apx [are [PTRUT | ng = CHER
This screen identifies active questions. When a question is closed, it drops off this list.

Other options in the Patron Registration system duplicate processes in the other areas of
AXAEM, but are designed specifically to display data needed by Research Center staff,
rather than provide a function for data entry.

Project Management

Projects are tasks that generally take some time to accomplish and usually involve more
than one staff member. Projects have people assigned to them and tasks assigned to them
with individual completion dates. If a project is related to specific bibliographic records,
then links are created in the project and available from within Bibliographic Input so you
can drill down from a series and see who is working on what. In a collaborative
environment, it’s helpful to know who is working on a given set of records, especially if
different projects overlap, or to know where someone left off if there is staff turnover.
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2€9 18X XN
Projects Menu
[ Edit X search X Prnt  \
Housing & Supplies
Processing Work Plans
Projects
Projects (Filtered by Query)
Projects Audit Trail
Volunteers
ket CLET T
: Main Menu
| [ 2P | arc [PRIUT | =

The first option on the menu, Housing and Supplies, provides a way to identify supplies
that will need to be ordered to support specific projects. Processing Work Plans identify
why a set of records is ready to be processed and itemizes how the processor plans to

move forward. These plans are then approved by the processing supervisor, and can then

be attached to a specific project.
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PO L OUBLIVLE A v & X X

(- |
Mew Sess End Sess

»

Enter End Cancel Back | New Edit View Delete GoTo ChgKey SetAtir | Menu | Mext Rec Redisplay
Projects
Key: 1 Date Began: 11/28/2012 Date Ended: 06/30/2016
Due: ¥M4/DD/CCYY

Title: Highway 89 Digital Collections Project

Description: This is an ongoing collaborative project between multiple Utah
institutions working together to build an online digital exhibit
documenting the history and various collections related to the
historic Highway 89. Founding institutions include the Utah State
Erchives, Utah State University, Brigham Young University Special

Status: In Progress Task Status:

Last Update: Updated the Highway 89 project space to reflect all | Pr...| San| Title Status
major updates that have happened since June of 1| 1|initial Survey of Arch...|Completed
2013 including: the completion of ILEAD grant 1| 2]ILEAD Grant Project |Completed
work; the continuation of H89 project conference 1| 3|Highway 89 Commi...|In Progress
calls; the scanning and uploading of 419 unique 1| 4|Series 959 Proces... |In Progress
items from State Archives holdings to the project 1| 5|Sampled and Scan... |(Completed
server; ongoing promotion and publicity efforts 1| 6|Sampled and Scan... |Completed
pertaining to the project. 1 7|Scanned textual rec...|Completed

! 0
Project Leader: JEE  FKichas, James
Related Series Staff Assigned Project Tasks Pre ing Plans
Related Agencies Volunteers Assigned Project Updates Attachments

§  §=2smespg)
T Print Staff Hours | oK | cancel | Print Project | Next> |

| [apx [are [PrOUT | ng |2 CHER

Projects are added here so they can be linked to series, and be accessed when on the
Bibliographic Input screen. Each task can be assigned to people and have its status
updated as it is completed. Email notifications have not been implemented, however, so
functionality is limited. If desired, the description field could hold a URL to an online
project management system (many are free, e.g. Trello), that will have more full-blown
project management features, while still recording in AXAEM the fact that there is a
project associated with a given series.

Volunteers are also tracked with their names, contact information, interests, hours
available, and photo. This helps staff understand who might be available to work on a
project so that assignments can be made. VVolunteer hours may also be tracked per
volunteer or by project, and reports add up those hours to provide annual totals.

Reports

88



The Reports Menu lists all reports that have been created. Many of these reports have
been around for a long time. New reports can always be created or old ones updated.
They may be printed as simple text files, or you can transform them into PDF reports.
Some reports have been specifically designed for PDF use, especially the Retention and
Classification Report. Reports designed with PDF in mind can have more graphical
qualities than simple text reports. A PDF report is a little more flexible with its printing
as well. You can choose which or how many pages to print. Data may also be exported as
tab or comma delimited, although this option must be pre-programmed and is not
something that can be set at runtime with an existing text report.

ZE APPX - itac001sp.dts.utah.gov:8060: 18876 - O *
File Process Reports Menu Shortcuts Options  Help
o — O]
. X X |k
Enter End Cancel Back | Menu | New Sess End Sess | Help
Reports
/_ P-R \_ Sea-Series L ( Series R-Z \
_[ A-E ( F-L ( M \

Accession List (Microfilm)
Agency Contact Report
Agency Hierarchy

Agency List

Agency Long Name List
Agency Name Code List
Agency Official Name List
Agency Short List

Agency Tree (hierarchy plus AROs)
Audit Log for Format/Retention
Camera Report

Designation by Agency
Designation by Series
Compare Series

&
LT T

Main Menu

[Py [aRc (BB UT | =

These reports are generally also available under the Print tab of the other menus.

Exit to Main Menu
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State Records Committee & GRAMA

The State Records Committee & GRAMA Menu manages the State Records Committee
(SRC) approval process for retention schedules, and also records its decisions in appeal
hearings for records requests.

State Records Committee meetings are usually held monthly, at which retention
schedules are approved and access appeal hearings are heard. The timelines associated
with these meetings are tight and controlled by statute, so the system helps the process
run more smoothly. Meeting dates are usually set a year in advance.

ZE APPX - itac001sp.dts.utah.gov:8060: 18876 - O *
File Process State Records Committee Menu  Shortcuts  Options  Help
o — o]
b€ [E & X |2
Enter End Cancel Back | Menu | New Sess End Sess | Help

o
iy State Records Committee & GRAMA

_[ Before Meeting Y After Meeting Y Members \

Establish Meeting Dates
Track Mailing Process

Print Cover Letter

Print General Schedules to Mail
Print R&C Reports to Mail

Print SRC Meeting Dates

Appeals
Decisions Table
Petitioners

Open Records Portal Menu

Main Menu

| [ apx [aprc [BIBUT | = [

When series are submitted to the SRC, they are associated with a meeting date. Prior to
the meeting, all the series are sent to the respective SRC members for review. Retention
schedules are also made available automatically from our website for public review and
comment. If a meeting is canceled, the attached retention schedules are automatically tied
to the next meeting. After the meeting, those series which have been approved are
printed, signed by the Executive Secretary, and updated with an approval date. If
anything was not approved, it can be amended and sent back through the approval
process, or finalized as not approved.
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Exit to Main Menu

Training
Utah has a legislative mandate to train our records officers, both in-person and online,

and publish the contact information and certification dates of those records officers.
AXAEM manages both sets of training.
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File Process Training Menu Options  Help

| X X

Menu | New Sess End Sess

%
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In-person training sessions added in AXAEM will display on the registration form
automatically on our website. When a class is full or canceled, the form will also auto-
update that information. You may connect a training session to the Google Calendar, in
which case the person registering will receive an automatic confirmation and the event
will be added to their calendar.

For online training, AXAEM records the test questions and answers that you design, and
also keeps track of how well individual records officers did when they took the test. If
they passed the test, the database records when certification expires. The interface offers
a way to automatically send messages to records officers and chief administrative
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officers, reminding them when they are due to recertify. The system will also post online
a report with records officer contact information by agency.

Unique Processes

The Unique Processes Menu is for miscellaneous menu items that don’t really fit
anywhere else. This is where records analysts are assigned to agencies, where you can
add words to your personal dictionary (to support spell-check), or go to fix retention
problems in case Bibliographic Input stops you with an error. Most people will spend
little time here. The Web Development Menu does provide some processes used when
repurposing AXAEM data for the website; however, most integration between AXAEM
and the website is automatic and does not need to be manually edited.
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Navigation

Navigation through AXAEM menus and processes follows standard rules and patterns,
some of which are unique to the APPX environment, but all should be consistently
applied from one place to another in the system.

Modes

APPX offers four modes of operation: Add, Delete, Inquire, and Change. Each process
you work in has a default mode, which APPX will stay in until you change it to
something else. Usually the default mode is either Inquire or Change. You can tell what
mode you are in by looking at the status bar at the bottom of the Window:

i [P |ARC|E|BUD@FE_‘)_|

Add Mode allows you to add new records. To access this mode, click on the Add button
in the toolbar or press F9 on the keyboard. The Add button looks like this:

J

Mew

Delete Mode allows you to delete records. In some parts of the system Delete Mode is
disabled, and you need to use other procedures to make mistakes go away. To access
Delete Mode, click the Delete button on the toolbar or press F10 on the keyboard. The
Delete button looks like this:

kd

—J

Delete

Before a deletion is recorded, the system will ask you to acknowledge the delete request.
Click the Acknowledge Delete button or press Ctrl-F10 on the keyboard. The
Acknowledge Delete button looks like this:

B

—J

Ack Del

Inquire Mode allows you to view a record but not edit it. This is the safest mode to be in
when exploring the system or looking something up. To access Inquire Mode, click on
the Inquire button on the toolbar or press F11 on the keyboard. The Inquire button looks
like this:
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)

View

Change Mode allows you to edit a record and save the change. To access Change Mode,
click on the Change button on the toolbar or press F12 on the keyboard. The Change
button looks like this:

Edit

Other Navigation Options

Enter is the same as clicking the Enter key on the keyboard, or the OK button onscreen.
It submits your changes to the database and may advance you to the next record or take
you into key entry (see below). Sometimes it just displays a lookup value first, and you
need to hit Enter twice to save. The button looks like this on the toolbar:

»

Enter

End is the same as clicking F8 on the keyboard, or the Exit button on many screens. It
will end the current process you are on. If you are running a report, it may only end the
job step you are on, not the whole report. Reports should be ended through use of the
Cancel button rather than End. Note that the End button on your keyboard is an entirely
different function and will not produce these results.

<

End

Cancel, also known as Ctrl-F8, will take you out of your current process without saving
changes, and usually will take you farther out than End will. Note that if you hit Enter
first to save, and then Cancel, your changes will still be saved.

Q

Cancel

The Previous Activity (aka Back) button, also known as F4, will step you back just a
single step, such as the previous screen in a Wizard for data entry. It does not take you
back to a previous record, or behave like a browser’s Back button.

9

Back
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The Next Record button, also known as F5, will advance you to the next record without
saving the current record, or making you drill down through automatic processes that
may be associated with the current record.

»

Mext Rec

The Menu button will return you to the Main Menu so that you may choose other
options. Note that the system will remember where you were when you clicked that
button, so if you click End afterwards, it will return you there.

=

Menu

The Go To button is the same as hitting one of the Mode buttons to bring up a key entry
screen (see below). You may pick another key value to navigate to, or combine a Go To
with a Change Key option, which will change the field that the sort order is following.

Q

GoTo

The Change Key, or sort order, button, also known as F3, is used during Key Entry mode
to let the user choose which field to sort/search by. If not in Key Entry when this is
clicked, then the field that your cursor is occupying will become a dynamic key, meaning
you can search for a specific value within it without it being a real database key. If the
number of records in the table is large, it might take a minute for this field to index.

'

Chg Key
The Set Attributes button allows you to change the behavior of the application as you are
interacting with it, such as making it navigate to the next record when hitting Enter

instead of taking you back to Key Entry mode (i.e. choose Auto Read Next for that
behavior).

Set Attr

It brings up this screen, and will stay as long as your session is active:
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Set Entry Attributes 7 |

Save as Default?
Buto Read HNext?
Auto Read First?
Exact Eey Req'd?

171710

The New Session button will launch a new AXAEM session without requiring you to re-
enter your password, so you can have multiple sessions running side-by-side if you like.

Mew Sess

The End Session button will close that window. Make sure you save or cancel changes
before clicking this.

"

End Sess

Key Entry

Input processes are often designed one of two ways: 1) you go into a process and the first
record in that process automatically pops up, or 2) you go into a process and it asks you
which record you want first. In the first instance, it’s expecting you to want to scroll
through all the records starting with the first one. In the second instance, it expects that
you know exactly where you want to go and you just want the quickest way to get there.

No matter which behavior the system is displaying, you can cause it to do the other one.
If it is displaying the first record, and you want to go to record number 1005, you tell
AXAEM to go into Key Entry (a blank screen), which means you click or press one of
the mode buttons described above. If you choose the same mode that you are already in,
it will immediately bring up the blank Key Entry screen. This is exactly the same thing
that the Go To button does for you. If you choose a different mode (i.e. you move from
Inquire Mode to Change Mode), you will need to click it twice. The first click will
change the mode, and the second will give you the blank screen.

Once you have a blank screen, type the record key that you want and click OK or press
Enter and it will go there. Do not click the Scan button:

aQ
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The Scan function (available on the keyboard as F2) is for looking up values for a field
when you are not sure what the correct value might be. If you already know which record
you want, clicking Scan will only add a couple of unnecessary steps to getting you there.

If you are at a blank screen and just want to bring up the first record, just click OK or
press Enter without first entering a record key.

Some screens start with a table widget, with search and filtering options. These are the
most flexible, and you can browse, sort, or search before picking a record.

When “Go To” Won’t Work

If you go into a process from a menu, the Go To button should always work. There are a
couple of cases where the Go To button is not available. If you are in Bibliographic Input,
in a series, and then click the Agency button to see contact information, the Go To button
on Agency Input has been disabled because it’s limited to viewing just the agency that
the series was tied to. The agency key is being constrained to the specific series number.
This same phenomenon is true when you are searching for a series by a field other than
the series number. You can’t use the Go To button on the Bibliographic Input screen in
that case, but you can navigate by going back to the scrolling list of records where you
first entered your search criteria and use the Go To button there.

Sorting and Scrolling through Records

All processes sort in a default order that the application designer has chosen, such as by
series number, but you can cause the records to be sorted in the order that you prefer
instead. You may sort the records by a different key, or by a field that isn’t a key. To
choose a different key, while in Key Entry (a blank screen), use the Select function (F3)
(aka Change Key button) to choose the one you want. A little menu will come up
showing you all the keys available. Double-click a key from the list, and type the record
key where you want to start. Click OK or press Enter to go there.

To sort by a field that isn’t a key, first go into a record, place the cursor on the field that
you want to sort, press Select (F3) and then press or click the mode you are in, such as
Change (F12). Type the starting point where you want the index to begin, and click OK
or press Enter. APPX will warn you that you are about to create a dynamic index. That’s
ok, just continue and let it sort the records. If the file is large, this will take a few minutes.

Once you find the starting point you want and are in your record of choice, you may
scroll down by using Next Record (F5), or Page Down. Using Next Record takes you to
the records one by one. Using Page Down will display a page-full of records at a time.
Scrolling records can take up a single line, a whole screen, or something in-between.
Clicking OK or Enter works when scrolling, too, provided there is no automatic subfile
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the system is designed to access from a main record. Scrolling lists allow you to move
forwards or backwards (using Page Up), back to the point where you started. It won’t go
above where you started. Selecting the Previous Activity function (F4), will take you
back to the previous step you were doing.

End of the Road

If you are scrolling through a set of records, and keeping hitting OK, Enter, or Next
Record (F5), eventually you will come to the end of the table, where there are no more
records (table rows). APPX will then display this in the status bar at the bottom of your
window:

|N|:| Maore Recaords |

You may come across this message even if you weren’t trying to scroll to the next record,
just updating the current one (see below).

Saving Changes

To edit an existing field in AXAEM, you must first be in a record, in Change Mode, and
have security rights to allow editing. Type your change into the field as necessary, then
click OK or press Enter to begin the save process. APPX will respond in one of four
ways. It will
1) advance to the next record (if there is one) and save your change;
2) display the green bar with the No More Records message, meaning there’s no
next record to advance to, thus saving your change;
3) display lookup values onscreen related to your change, essentially asking, “Is this
what you meant?” If this is the case, your change is not saved yet. You must click
OK or press Enter again, and watch it advance to the next record. Then the change
is saved.
4) display some error or warning message first that needs to be dealt with. Errors
must be corrected but warnings can be ignored. To save the change, click OK or
press Enter again.

Exiting or Canceling a Process

Every input process has a button called “Exit.” This works similar to a “back” button on a
browser, but it actually means End—to end the current process. Clicking Exit will take
you out, but won’t necessarily take you back to the prior screen. It may take you all the
way out to a menu. The system is designed so that often it will just take you back to the
prior screen, however. The End/Exit function can be accessed by clicking the Exit button
or through the keyboard by pressing F8.
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The Cancel button is used to get out of a process and not save your changes. This is
especially useful if you accidentally wipe out something complicated like a series
description or decide not to proceed with what you were doing. You may issue a cancel
command by clicking the Cancel button or by pressing Ctrl-F8. If you’ve already saved
the change, however, using Cancel won’t reverse that. Instead, it will just exit you out of
the process.

Printing

To print data from APPX, you first run a report. Reports have been pre-designed to
reflect the most common needs in the system. Reports generally have three components:
the query, the print disposition screen, and the data output. Depending on the report,
sometimes the query will display first, and sometimes the print disposition screen will
display first. Since the data output is the result of your query, it always comes last.

Queries

A query is like a question that you are asking the database. You want to know everything
it has that fits certain search criteria. Your criteria limit the response to particular records.
If you don’t specify anything in the query, the database will return all records, which
could take a long time to run and kill a few trees if you print it, so be careful. A query
usually looks something like this, but it will be different from report to report:
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Sometimes fields are listed twice in the query to allow you to specify range spans, i.e.,
“greater than or equal to 1” through “less than or equal to 20,” meaning records 1-20. All
the fields have an understood “and” between them. If you want to use Boolean logic (and,
or, not), click the Selection Logic button. In the text field provided, you can say “1 or 9,”
meaning that the first and ninth fields from the query screen will behave as if they have
an “or” value between them instead of “and.”

To test for null values (when a field contains no data), put your cursor on the field value
(under the “field name or constant” column), and click Make Value = “Blank.” If you
need another instance of a field to do a range search, but one hasn’t been provided, place
your cursor on the field that you want to duplicate and click Copy Field.

When you are done, click OK or press Enter to move to the next step. Note that on
queries, clicking Exit will not take you out of the report. If you want to stop the report
job, click Cancel.

Sometimes reports are designed to have a special query process, usually one that looks

and behaves a lot like an input process. This input/query process lets you add records to a
memory file, and then the contents of the memory file are used to print the report.
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Sometimes these processes are also used to ask you questions that will limit your query
or change the look of the report even though there’s no field value to specify. Answer all
questions and tell the system which records you want, click OK to save the change, and
then click Exit or press F8, to proceed to the next step.

Queries sometimes have sort order screens attached to them. They show up after you
have entered your initial criteria. The sort order screen will list the fields you can sort by.
Often there is a default order, but you can change that. Click Clear Sort Order, enter the
order level number by the field name in the order you want them, then click OK or press
Enter to proceed to the next step. You can ignore the subheading, subtotal, and + fields.
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Print Disposition

The print disposition screen gives you the option of printing your results onscreen or on
paper. You can also choose which printer to send it to, and if you want it to be a PDF
report or not. To make it a PDF report, you will need to change some of the defaults. On
the Format field, go to the dropdown list and choose PDF. Then on the Form ID field
choose one of these forms set up for PDF reports:

e PDF-6P10
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e PDF-6P12
e PDF-60L165

The first two print portrait style. The PDF-6P10 has slightly smaller font size than PDF-
6P12. The form PDF-60L165 is for printing landscape style and the font size is very
small. Other form sizes are also available.
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Other options on this screen you typically won’t use. Click OK to run the report or Exit
or Cancel to stop the report job.

When the report comes up on screen as a text file, it will give you the option to search the
results (note the button with the binoculars at the bottom), tell you how many pages there
are (upper left-hand corner) and give you the option to change your mind about printing
them (checkbox at bottom of screen). If you decide to go ahead, click Close or press F8.

Alternately, you can email this report to yourself or someone else by clicking Option 7.
The option key is the same one that has the ~ (tilde) and ~ (backtick). Press that key once
and then the number 7, and a field will pop up allowing you to enter an email address.
Type the address and press Enter to save the change, and then exit the report. Be aware
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that the email is being sent from the APPX server, not your local email account. Someone

you send it to may reply to that server address and you will never know it. The email

option is most useful when you want a text copy of the data to manipulate, so you send it

to yourself. Or you can send it to yourself, then forward it (using your local email
account) on to someone else—with an explanation of how to understand the report.
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PDF reports behave a little differently. After the query and print disposition processes

have finished, APPX sends the PDF file to your PC. It will then open in Adobe Acrobat.

At that point, you can print it or save it to a location on the LAN. Don’t save it to the

local temporary location on your hard drive where it came in. That will go away.

103



