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Archivists’ Toolkit
Guidelines for creating finding aids

CREATING A NEW RESOURCE RECORD (Finding Aid)

Open Archivists’ Toolkit (AT)
Logon
Select ‘Resources’ from left menu bar

@l Archivists’ Toolkit - 2.0.0) - update 10

File Import Setup FReports Tools Help

Search E List all n Mew Record D Reparts u Delete . Merge @ Expart EAD '. Export MARC Filter search results J
AR

A tames
Subjects 110 Record(s] found for search "list all”
E Accessions Resour...  Title Extent Mumber | Extent Measu...
S 20 Hotel Raymond Register 1.5/ Linear feet ~
. #5213 Orrell Anza Borrego Desert Collection 1 Linear feet
127)] Digital Objects M5 215 Miss Billy Riley Papers 0,25 Linear feet
#5216 Edith Thurston Keyes Papers 0.5 Linear feet
#5217 | Andrea Hoffman Jacksan Papers 4 Linear feet =
S 218 Stuart Family Mount Laguna Collection 2 Linear feet
#5219 0ld San Dego Cormmunity Church Recaords 0,75 Linear feet
S 21 Lakezide Hotel Register 1.5 Linear feet
#5220 Douglas Gunn Papers 0,25 Linear feet
LYk | Vidnmmean's Christian Tamnerance |ninn Becard 25| inear feat v

Select ‘List All’ from top icon menu bar, to view all previously created Resources
To create a new resource record, select ‘New Record’ from top icon menu bar
Pop-up screen for a new resource record will appear — follow directions below.
all

Resources
Title: Resource |dentifier:
A4 ' #| Basic Description | Mames & Subjects | Motes Etc. & Deaccessions | Finding Aid Data
Lewvel Resource |dentifier | | | | | | | |
| Accessions linked to this Resource 1D:
Title Accession Number Accession Tike
~
v
Wrap in tag... Extent
Extent Mumber
Date Expression | | l:l
. Container Summary
Inclusive Dates ~
Begin | | End | | =
Bulk Dates b
Begin End
g | | | | Instances
Language | v| Instance Type Instance Label
Repository Processing Mote o
ta v
[ &dd Instance ] l Remove Instance ]
v
2 Repository SDHC Photo [] Restrictions Apply
Export
Add £dd Delete Manage Export ' Export -
Chwld . Sibling Rap1d Data k.. Component m l : Locations l EAD Mai® MARC E:Q:{s

llll@@@@

First Previous Next Last Feports Close Save
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ENTERING COLLECTION-LEVEL INFORMATION. Four tabs at top of Resource screen include space to
enter information from the finding aid at the collection level — (1) ‘Basic Description;’ (2) ‘Names &
Subjects;’ (3) ‘Notes Etc. & Deaccessions;’ and (4) ‘Finding Aid Data.’

(1) ‘Basic Description’ tab

Select ‘Level’ as “collection”
Basic Description | Names & Subjects | Nc

Level A
My

Title

otherlevel
Fecordgarp ¥

Wrap in tag... *

Basic Description | Names & Subjects | Motes Etc. & Deaccessi
Date Expression

Level collection |
L i I T
Title
. . . Kate sessions Collection 5
Collection title > ‘Title’
Dates = ‘Date expression’ (enter complete date range -
of collection in “year month day” format) Wirap in tag... v

Dates - ‘Inclusive dates’ (start and end years only, do
not use if collection ‘undated’)
Language of collection materials = select from

Date Expression [1876-1940

Inclusive Dates

Begin 1876 End 1940
‘Language’ drop-down menu (default is English) -
Begin End
Language |English (eng) v

Repository Processing Mote

ions || Finding Aid Data

Resource ldentifier |MS 38
Accessions linked to this Resource |D:
- E—— Collection number (MS #) > ‘Resource Identifier’
~| (single space between “MS” and “#”)
Linear feet (size of collection) 2 ‘Extent Number’
*! (default is “Linear feet” in the drop-down menu)
— # of boxes in collection = ‘Container summary’
XIen . .
: (format as “(# boxes)” with the number of boxes in
Extent Mumber 2 Linear...
. parentheses, example on the left)
Container summary
[3 boxes) D
w
|Instan|:es
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(2) ‘Names & Subjects’ tab
Include “Indexing terms” (Names (2a) and Subjects (2b)) under this tab.

P L e T

Basic Description| Mames & Subjects | Notes Ete, & Deaccessions | Finding Aid Data

Marnes
Tame Mame Link Function Mame Link Creator [ Subject Role
Agassiz, Louis, 1807-1873 Subject
American Forestry Association., source
Arnold Arboretum. source

Brandegee, Townshend Stith, 1843-1925 Subject
Butterfield, H. M. [Harry Morton], b, ... Subject

California Acadermy of Sciences, source
California School for the Elind. source
California Theater, Source

Carroll, Alice C. Subject

Edit Marme Link ] [ Add Narne Link ] [ Remove Mame Link

Subjects

Subject

DMaries

Gardening

Gibraltar, strait of

Gravetye Manor Gardens (England)
Hawall

Harticulture

Hudsaon River [M.Y. and N.J.)
Lisbon [Portugal)

London [England)

[ Add Subject Link H Remove Subject Link ]

all
(2a) NAMES
Resources Name Lookup
To add a person (MARC 100), family (MARC 100), or Filter: |
corporate name (MARC 110), select “Add Name Link.” Sort Hame Hame Type Source Rules
Abbey, Florence B, Person Local Sources Describing &rch... &
In pop-up menu, search fOI‘ name you’d hke to add. Adlerj, Sebastian  Persan Local Sources Descn:bing arch...
Admiral Dewey (... Corporate Body  Local Sources Describing &rch...

. . . X “ . ” Adrniral Farragu... Corporate Body  Local Sources Describing Arch...
If ||St9d: (1) select (hlgh“ght) name; (2) select SUbJECt Admiral Line., Corporate Body  Local Sources Describing Arch...

“« 73 ‘ iAn’ _ . Adrniral Peoples... Corporate Body  Local Sources Describing Arch...
or Creatcir i m”the Function d.rop down menu; and Admiral Schley [... Corporate Body  Local Sources Describing &rch...
(3) select “Link” to add the subject/creator to your Agassiz, Lauis, ... Person NACO Autharity ... Describing Arch,..

. . . Aguirre famil Farmil Local Sources Describing &rch... »
record. Each collection is required to have at least one ST Ty o B
“ ” Daouble click on a Mame to add it to the record,
Creator. Or hit enter if a Term is highlighted.
; Functi
If not listed, select “Create Name” or to create a new Hneten -
name. [ Linik. ] [ Create Mame ] [ Close ‘Window
Corporate Body Local Saurces Describing

25 ... Corporate Body Local Sources Describing

To create new name (see left): select “Create Name”
then select “Person” (2a.i); “Corporate Body” (2a.ii); or
“Family Name” (2a.iii)

What tvpe of name record would wou like to create

e | persan

Person

el ribing

Corporate Body =B
F. lfamily Teribing
ldred Person Local Sources Describing
i, Person Local Sources Describing

e [Py Fo Mady T mmal Cnnirnn- [ LTy



(2a.i) If “Person” selected:
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Details | Maon-Preferred Forms, Accessions, Resources & Digital Objects | Contact Info

Mare |dentity Record: Person

Prefix H Dates |

Primary Name | | Qualifier |

Rest of Marme | | Fuller Farrn |

Title | | Source | v

Suffix | | Rues | v
Murmber | | [] Direct Order

Sort Name ‘ | Create Sort Name Automatically
Descriptien Type

Description Mate |

Citation |

IGIdDIDIREEIRDAIA

First  Previous — Mext Last Reparts Cancel oK

Enter last name as “Primary Name,” and then the first name and any other portion of name as “Rest
of Name.” Fill in the remaining boxes up to “Fuller Form,” as applicable.

For “Source,” select in the drop-down menu either “local source” (if name is only found locally, not in
Library of Congress) or “NACO Authority File” (if located as “Authorized Heading” in Library of
Congress: h'gtp://authorities.loc.gov). A person name is identified as MARC 100 in Library of Congress.

Source v

Rules

Local Sources (local) —
[] Direct ONACO Authority File [naf)
MADSARK 1 Authority Database (nad) |

IUnion List of Artist Mames [ulan)
[ [¥] Create sort Mame

For “Rules,” select “Describing Archives: A Content Standard” in the drop-down menu.

sOUrce | ¥

Fules

W 0z O 8 nglo-American Cataloguing Rules [aacr)

Describing Archives: & Content Standard [dacs)
Local (local) al

Select “OK.”

Once appropriate name selected (highlighted), select “Subject” or
“Creator” from the drop-down menu for “Function” and select
“Link.”

Function A

Creatar

Source

i



http://authorities.loc.gov/
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(2a.ii) If “Corporate Body” selected:
al ]

Names

Details | Mon-Preferred Forms, Accessions, Resources & Digital Objects | Contact Info

Mame |dentity Record: Corporate Body

Primary Name

Subordinate 1

Subordinate 2

Qualifier

Source

|
|
|
Mumber |
|
|
|

Rules

Sort Mame | | Create Sort Mame Automatically

Deseription Type

Description Note |

AN A

Citation |

<A 1D R IRDA

First  Previous Mext Last Reports Cancel OK

Enter name of corporation, organization, club, etc. as “Primary Name.” Fill in the remaining boxes up
to “Qualifier,” as applicable.

For “Source,” select in the drop-down menu either “local source” (if name is only found locally, not in
Library of Congress) or “NACO Authority File” (if located as “Authorized Heading” in Library of Congress:
http://authorities.loc.gov). A corporate body is identified as MARC 110 in Library of Congress.

Saource bl

Rules

Laocal Sources [lacal)

MACO Authority File [naf]
Sorthame | hoream Authority Database (nad)
IUnion List of Artist Names [ulan)
Neserintinn Tunp | w |

Fules

Sort Mame tnglo-American Cataloguing Rules [aacr)
Describing Archives: A Content Standard [dacs)
Local [local

Description Type ! ] il

Select “OK.”

Function A4

Once appropriate name selected (highlighted), select “Subject” or
“Creator” from the drop-down menu for “Function” and select

Creatar ;
. -Llnk
“Link.” saurce -



http://authorities.loc.gov/
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(2a.iii) If “Family Name” selected:

Details | Mon-Preferred Forms, Accessions, Resources & Digital Objects | Contact Info

Mame |dentity Record: Family

Farmily Marme

Prefix

Source

|
|
Qualifier |
|
|

Rules

ar ame V| Create Sor ame AUutamartica
Sort M [¥] Create Sort Mame Automatically

Description Type | v

Description Note

Citation

< 2 >

I<II<AD I IR IRDT A

First  Previous Mext Last Reports Cancel oK

Enter family name (e.g. Aguirre family) as “Family Name.” Only capitalize the first letter of the family
name — do not capitalize “family.”

For “Source,” select in the drop-down menu either “local source” (if name is only found locally, not in
Library of Congress) or “NACO Authority File” (if located as an “Authorized Heading” in Library of
Congress: http://authorities.loc.gov). A family name is identified as MARC 100 in Library of Congress.

Source b

Rules

Local Sources [local)

MACD Authority File [naf)
sort Name NAD/ARK || Authority Database [nad)
Union List of Artist Mames [ulan)

Mazerintinn Tuna | w |

For “Rules,” select “Describing Archives: A Content Standard” in the drop-down menu.

Rules v

Sart Mame Lnglo-American Cataloguing Rules [aacr)

Describing Archives: & Content Standard (dacs)

Local [local)
Description Type |

Select “OK.”

Function A
Once appropriate name selected (highlighted), select “Subject” or
“Creator” from the drop-down menu for “Function” and select Creator
. Source
“Link.”

—


http://authorities.loc.gov/
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(2b) SUBJECTS

To add a subject, select “Add Subject Link.”
all

Resources

Filter:

Subject Term
Advertising

Algodones [Baja Califo...
Alpine [San Diego Cou...

Alta California
Angel 1sland [Calif.)
Ann Arbor [Mich.)
Architecture

Architecture -- Conser. .,

Arizona Daily Star
Arguitas mine
Art

Artists

Arts & Decoration
Aurora Heights
Austria

Aztec Terrace
Artec Willa

Baja California [Mexic...
Balboa Park (San Dieg..

Subject Term Lookup

Tvpe
Topical Term [650)
Geographic Mame [651]
Geographic Mame [651]
Geographic Mame [651]
Geographic Mame [651]
Geographic Mame [651]
Topical Term [650)

. Topical Term [650]

Uniform Title [630]
Topical Term [650)
Topical Term [650)
Topical Term [650)
Uniform Title [630]
Geographic Mame [651]
Geographic Mame [651]
Topical Term [650)
Topical Term [650)
Geographic Mame [651]
Geographic Mame 6511

Source

Library of Congress Su...
Library of Congress Su...
Library of Congress Su...

Local sources

Library of Congress Su...
Library of Congress Su...
Library of Congress Su...
Library of Congress Su...

Local sources
Local sources

Library of Congress Su...
Library of Congress Su...

Local sources
Local sources

Library of Congress Su...

Local sources
Local sources

Library of Congress Su...
Library of Congress Su..,

Double click on a Subject Term to add it to the record,

Or hit enter if a Term is highlighted.

[ Link, H Create Subject ] ’ Close Wyindow ]I

In pop-up menu, search for subject you’d like to add.
If listed, select (highlight) name and select “Link.”
If not listed, select “Create Subject” to create a new subject.

*** See Appendix B for extended information on searching for and validating subject terms in
Library of Congress.
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To create new subject, select “Create Subject.”
il E3)

Subjects

Subject Term |
Type hd
Source h

Scope hNote e

Accessions

Accession Nurmber Title Extent Mumber Extent Measurement

Resources

Resource Identifier Title Extent Mumber Extent Measurement

Resources in Red have the subject term linked at the component level

Digital Objects

Title: Object Tvpe Date

<1< 1D IREE IRDA A

First  Previous Mext Last Reports Cancel OK

Enter subject into “Subject Term.”

For “Type,” select in the drop-down menu. See descriptions of each “Type” option below under
“Subject Types.”

Type
Source

Function [657]

seope Mote  deonre ¢ Form (655)

iGeagraphic Mame [651)

. Dccupation [656)

ACCESSIONS Topical Term (650)
Accession Mumbefdniform Title [630)

For “Source,” select in the drop-down menu. Select “Icsh” if found on Library of Congress Authority
Headings site. If not found there, select “local.”

Source o
Scope Note | - |
art & Architecture Thesaurus [aat)
Dictionary of Occupational Titles [dot) -
i rrEsEiane Genre Terms: A Thesaurus for Use in Rare Book and Special Collections Cataloging [rbzenr)

_ GeoRef Thesaurus [georeft)

Accession NumbetG oty Thesaurus of Geographic Narmes [tan)

Library of Cangress Subject Headings [lcsh)

Local sources [local) v

Select “OK.”

**The newly created subject term will automatically be linked to resource; no other action required.**
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(3) ‘Notes Etc. & Deaccessions’ tab

Basic Description| Mames & Subjects| Motes Etc. & Deaccessions | Finding Aid Data

Motes efc.
Type Title: Content
Conditions Governing Access note Conditions Governing Access This collection is open for research. ”
Conditions Governing Use note Conditions Governing Use The San Diego History Center [SDHC)...
Immediate Source of Acquisition note  Immediate Source of Acquisition Donations from multiple donars were ...
Preferred Citation note Preferred Citation Kate Sessions Collection, M5 38, San ...
Processing Information note Processing Information Collection processed by Katrina White. ..
Biographical/Hiztorical note Biographical / Historical Motes Kate Olivia Sessions was born in San ...
scope and Contents note scope and Content This collection contains Kate Sessions. ..
Physical Characteristics and Technical... Physical Characteristics and Technical... Several pressed plant specimens have...
Arrangement note Arrangement The collection is arranged into five se...
Abstract This collection focuses on the early lif. ..
General note Comments Detailed "entries of interest" have be..,
W
&dd note etc, b Remave Note etc.
. Add note etc.
Deaccessions ahstract
Deaccession Date Accruals note Extent Measurement

Lppraisal note ”

Arrangement note

Bibliography

Biographical/Historical note

Conditions Governing Access note v

W

[ £dd Dearrassinn l [ Remnve NerarrArssinn l
** |n the drop-down menu visualized above, select appropriate note (e.g. ‘Biographical/Historical

note) to be added. Notes listed below are in order of finding aid template components.

Note: When adding a note as shown below, the “Note Label” box may or may not include default text.
This box allows you to change the default “Type” text with a new title. This is exemplified in the
“Comments” note example below where the ‘General Note’ is used for adding “Comments” and the text
“Comments” is added into the “Note Label” box, overriding the default, ‘General Note,’ text.

X

Abstract = use ‘Abstract’

Resources Record 10 of 11
[ internal Onby Persistent ID ref10
Type

Mote Label

Mote Content | This collection focuses on the early life and European travels of Kate »~

Sessions, San Diego horticulturist and “#other of Balboa Park.” The
collection contains personal diaries and correspondence, as well as
scrapbooks, unpublished manuscripts and several articles on Sessions.

Wrap in tag... v

a/a/gje) (&[]

First  Previous Mext Last Cancel 0K

Created: Jul 15, 2011 by smirkin | Modified: Jul 18, 2011 by smirkin | Record Number: 290005




Resources rd & of 11
[Jinternal onby [ bulti-part Persictent 1D refe
Type

Naote Label |B1'ogra|3h1'calar Historical Notes

. . Mote Content |kate Olivia Sessions was born in San Francisco on Movember 8, 1857, In -
Blogra phv/Hlstory 9 use 1868, her family moved to a ranch in East Gakland where she grew up
n; : : . ’ surrounded by nature, often riding her pony through the countryside and —
BlographlcaI/HlstorlcaI note helping her mother in the family garden. She graduated from Oakland
High School in 1875, Sessions traveled to Hawali in 1876 to better her
health and entered a San Francisco business college upon her return. In
1877, she entered the University of California at Berkeley, where she
studied chemistry and also completed courses on botany, horticulture, and
agriculture, Her thesis was entitled “Rock Soap: Chemical Composition, v

Wirap in tag... v

I<ai<ai-iiri

First  Prewious Next Last Cancel OK

f X

Resources 2ecord 7 of 11

[ internal only [ kulti-part Persistent |D ref?

Type

Note Label |Scope and Content

Mote Content | This collection contains Kate Sessians’ personal diaries and »
correspondence, including four diaries from her college years in San
Francisco, dated 1876-1879, and several volumes of travel journals from

her 1925 trip to Europe. The earlier diaries chronicle her life after =
graduating high school and during the first two years of college at UC

Berkeley, The correspondence consists primarily of letters written during Scope and Content = use ’Scope and Contents
Sessions’ 1925 Europe trip addressed to her close friends Mrs. Miles [first ’
name unknown) and Alice Rainford, as well as other miscellaneous note

carrespandence written during that period. The rest of Sessions® personal
correspondence are letters written during her time in San Diego, many v

Wirap in tag...

a/a/siE) (&)

First  Prewious Next Last Cancel

Resources Record 9 of 11

[Jinternal cnly ] bulti-part Persistent ID refg

Type

Mote Label |Arrangement

Mote Content | The collection is arranged into five series: ~
Arran gement 9 use ’Arrangement' Series |1 Personal Diaries
Series II: Correspondence

Series |l Scrapbooks

Series 1Y Manuscripts and Articles

Series W Miscellanea W

Wirap in tag...

I<ai<di-iii

First  Previous Mext Last
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all %]

Resources Record 8 of 11

[Jinternal onby [ bAulti-part Persistent ID refd
Condition and Preservation = use ‘Physical

| Characteristics and Technical Requirements

Type ysical Cha ristics and Technical Requirements note

Note Label |Physical Characteristics and Technical Requirements

7’
Mote Content |Several pressed plant specimens have been separated from Sessions’ e note
diaries and individually encapsulated. The back cover to the book titled
"Flowering Plants and Ferns: Cambridge Biological Series” is partly
detached. The book titled "Dollikin Dutch” is very fragile. [July 11, 2011)
h

Virap in tag,., ¥

aa/cie) (X&)

First  Previous Next Last Cancel
al 3
Resources Record 4 of 11
[Jinternal cnby ] bulti-part Persistent ID ref4
Type Preferred Citation note
Citation > use ‘Preferred Citation note.” Fill | Note Label Preferred Citation
in collection specific title and MS# into the Mate Content |Kate Sessions Collection, MS 38, San Diego History Center Document 4
A . Collection, San Diego, CA.
default text provided in the note.
v
First  Previous Mext Last Cancel

dll

Resources

[Jinternal only [ Multi-part Persistent ID ref1

Type [

Mote Label |C0nditiuns Governing Access | Collection Access Restrictions = use
Mote Content | This callection is apen for research, 4| ‘Conditions Governing Access.” Default

text is provided: “This collection is open
~| forresearch.” Add additional access
restrictions text as needed.

Wirap in tag... v

I ECE) (&5

First Prewvious Mext Last Cancel
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all 3

Resources Record 2 of 11

[Jinternal only  [] Multi-part Persistent ID refz

Type Condition

Collection Use Restrictions = use
‘Conditions Governing Use note.’
Default text is provided: “The San
Diego History Center (SDHC) holds
the copyright to any unpublished
materials. SDHC Library regulations -
do apply.” Add additional use
restrictions text as needed.

Mate Label |Cond1’tions Governing Use

Mote Content | The San Diego History Center [SDHC) holds the copyright to any unpublished
raterials, SDHC Library regulations do apply.

| >

Wirap in tag... v

<A I TRDAIA

First Previous Mext Last Cancel

al X

Resources Record § of 11

Processing Information = use

[Jinternal only  [] Multi-part Persistent |0 refs B N , P
Processing Information note.” Fill in
T f ing Infarmation note
¥pe e the processor name and date
Wote Label |Processing Information | processed into the default text
Mote Content | Collection processed by Katrina White on July 11, 2011, ~|  provided in the note.

Collection processed as part of grant project supported by the Councilon - —
Library and Information Resources [CLIR] with generous funding from The
&ndraw kellon Foundation,

a8ae8) (&) %)

First  Previous Mext Last Cancel OK

all

Resources

[JInternal Onky Persistent D reffe

Language of materials = use ‘Language of
Materials note.” Add this note only if
language(s) other than English are present.

Mote Label |Language of Materials

Mote Content |Collection materials are in English and Spanish, ~

Wirap in tag... ¥

Wl Rl (]

First Previous MNext Last Cancel
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dll

Resources

[Jinternal only [ Multi-part Persistent ID reff7

Type Separated taterials note

Note Label |Separated taterials |

Separated materials = use ‘Separated
Materials note’

Mote Content |griginal phatographs have been separated to the Photograph Caollection. #

Wirap in tag... w

HEE R (N

First  Previous Mext Last Cancel OFK,

i 3

Resources Record 11 of 11

[Jinternal only [ bulti-part Persistent D ref?5
Comments = use ‘General Note’ and

. General note
type “Comments” into the Note Label | T*P® G el s
box. Mote Label |C0mments
Mote Content |Detailed "entries of interest" have been included in collection inventory ~

because no preservation copy of the diaries is available, It is hoped that
these detailed notes will assist with easier access to the diaries and thus
reduce the need for excess handling.

Wirap in tag... v

a/a/m m [

First Previous Mext Last Cancel K

all

Resources Record 3 of 11

[Jinternal Onky  [] Multi-part Persistent 1D ref3 X X
Provenance/Accession = use ‘Immediate

Source of Acquisition note.’

Mote Label |Immediate source of Acguisition |

Mote Content |sccession numbers 761217 and 8301054, ~

Wirap in tag... w

aaje/a) (&)=

First  Previous Next Last Cancel O,




Page |15

(4) ‘Finding Aid Data’ tab

Record 95 of 110

Resource ldentifier:  MS 38

ection

- 25 ection 1| Basic Description | Names & Subjects | Notes Etc. & Deaccessions| Finding 4id Data
{03 Personal Diaries
-3 Carrespondence EAD F& Unique ldentifier |m538.xml | sponsor Note
3 Serapbooks Collection d t of grant project ted &
* ) ) EAD FA Location processed as part of grant project supported
'hi'l M:anusmpts and Articles | | by the Council on Library and Information Resources |
&) Miscellanea Finding &id Title [CLIR) with generous funding from The Andrew Mellan
Guide to the Kate Sessions Collection 2~ Edition Statement
-~
Finding &id Subtitle =
L v
v Series
Finding &4id Filing Title A
Sessions [Kate) Collection A =
v
Finding Aid Date July 11, 2011 Revision Date
author Revision Description
" " -~
Katrina wihite s 5
v v
DESCI’]!JtIIDn Rulels Finding Aid Status  Completed v
\Descr]bmg Archives:.. . ard [dacs) v| Finding Aid Note
Language of Finding Aid a2
Finding aid is in English, A E
- v -
Export
Add Add ! Delete ﬁ : Manage & Export ' Export
m Child E Sibling Rapid Data E..._ |38 Component ISR Locations EAD Hai® MARC E:E:{s

<A 1D IR IRDAN-]

First  Previous Mext Last Reports Close Save

Planned file name for XML/EAD file = ‘EAD Finding Aid Unique Identifier’ (e.g., “ms38.xml” for
collection MS 38)

Title page title for collection = ‘Finding Aid Title’ (Add “Guide to the” to the beginning of collection
title) (e.g., “Guide to the Kate Sessions Collection”)

Collection title for alphabetical filing (as prescribed by Online Archive of California (OAC) rules) =
‘Finding Aid Filing Title’ (e.g., “Sessions (Kate) Collection” or “Allied Craftsmen of San Diego Records”).
When applicable, list last name first followed by first name in parentheses (e.g., “Sessions (Kate)
Collection”).

Date finding aid completed and entered into Archivists’ Toolkit = ‘Finding Aid Date’

Name of person who authored finding aid = ‘Author’

Select “Description Archives: A Content Standard” - ‘Description Rules’

Default text of “Finding aid is in English.” = ‘Language of Finding Aid’

Add text remarking on funding for processing/finding aid creation, if applicable = ‘Sponsor Note’




CONTAINER LIST

To begin a container list select ‘Add Child’ in lower left of
Resource record screen (see image to right). Follow
hierarchy of container list when adding additional
“children” or “siblings” (e.g, add a “child” when adding a
new folder to a collection or series, or add a “sibling”
when adding another series after a series or another
folder after a folder).

* %k

Another option for starting a container list is using Rapid
Data Entry (RDE) (option to the right of “Add Child” and
“Add Sibling”). RDE allows you to quickly add multiple
series or folders to the Resource record without having to
individually add them via “Add Child” or “Add Sibling.”

SERIES: RDE screen for adding series (see below):
all

Resources Rapid Data Entry

Control-click on a label to make it sticky or unsticky, Sticky fields will appear in red

Compaonent Unique [dentifier

Title

|A
|~

DA

Cancel Ok +1

FOLDERS: RDE screen for adding folders (see below):
Fij

Resources Rapid Data Entry

Control-click on a label to make it sticky or unsticky. Sticky fields will appear in red

Date Expression |

Inclusive Dates Begin I:l End I:l

Title

Instance Type | v|

Container 1 Type Container 1 Indicator |
Container 2 Type Container 2 Indicatar |
Container 3 Type Container 3 Indicatar |

Container Barcode |

< |

A

Cancel oK +1

|

5
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Resources

Title: Kate Sessions Collection

fams Collect o o .

[ Kz . ]|_|r|_ Callection 1 Basic
-3 Personal Diaries

-3 Correspondence EAD |

-3 Scrapbooks

--{El tanuscripts and Articles EAD

- Miscellanea Findi

Guid

Findi

Findi

Sess

Findi

Authi

Use Rapid Data Entry (RDE when .

addinglarge numberofseries ar At

falderstothe Resource ithis will I

streamline the process). RDE SCH

screensinclude predefinedfields [ 7

. ) B5C

spacificto series folders, some of —

which are set as "sticky” ffield's text ng

will repeat in each new RDEscreen). |-

RDE Sticky fields: Those fields that are
highlighted in red are known as “sticky fields”
which means that the text types in those fields
will “stick” when you add another RDE (by
selecting the “+ 1” icon in the bottom right of
the pop-up screen. Using the “+ 1” icon is the
quickest way to continually add additional
series or folders, one right after the other.
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(1) ‘Basic Description’ tab (after selecting “child” to start adding container list — see previous page)

Basic Description | Names &

(1a) Adding Series
Select ‘Level” as “series”

Level series b
fonds T
iterm

Title otherlevel

record iri

subfonds
subgrp

subseries

Series identifier (e.g., “Series |:” or “Series 1I:” or etc.)> ‘Component Unique

Wilran in tao

w

Basic Description | Names & Su

Level

file v

Title

i

class
collection
file

fonds

otherlevel
recordgrp

Eat

tem

Wiran in tao.

W

Basic Description | Mames &

Level

Title

Videan in tao

item W

class ~
collection

file

fonds
otherlevel
recordgrp
series bl

W

Identifier’

Series title = ‘Title’ (only capitalize first letter of first word, unless proper

name, as applicable)

Series dates = ‘Date expression’ (enter in ‘year month day” format and/or

undated, as applicable)
Series dates = ‘Inclusive dates’ (include start and end years only; do not
use if ‘undated’)

(1b) Adding Folders (“file”)

Select ‘Level’ as “file”

Folder title = ‘Title’ (only capitalize first letter of first word, unless proper
name, as applicable)

Folder dates = ‘Date expression’ (enter in ‘year month day” format and/or
undated, as applicable)

Folder dates = ‘Inclusive dates’ (include start and end years only; do not
use if ‘undated’)

(1c) Adding Items

Select ‘Level’ as “item”

Item title = ‘Title’ (only capitalize first letter of first word, unless proper
name, as applicable)

Item dates = ‘Date expression’ (enter in ‘year month day” format and/or
undated, as applicable)

Item dates = ‘Inclusive dates’ (include start and end years only; do not use
if ‘undated’)
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(1b, 1c) Adding physical location of folders and items (e.g., Box #, folder #)

1) Select “Add Instance”

Instances
Instance Type Instance Label
Y
H b’
o, ™
G Add Instance ]) Remove Instance ]
L B IO R L Y NS IO I [ N A
14 &
Resources Analog Instance

Container 1 Type Box-folder v

Container 1 Indicator - ‘

2) Select “Text”

WWhat type of instance would vou like to create

Text v
Digital object link
Graphic materials
:| Maps
Microform

Mixed materials

:| Maving Images
Realia

E—

|

Labe

Bin
Container Barcode Box ‘ 3) ChOOSe ”Container 1 Tvpe"
Container 2 Type Carton

Cassette

Disk ‘
Drawar b
A

Container 2 Indicator

Container 3 Type

Container 3 Indicator ‘

Location Mo location assigned

i E E N

First  Previous Next Last

DAMEA

Cancel Ok

4) Type in the “Container 1 Indicator”

Enter “1:1” for a location of Box 1 folder 1 or
“1:1-2” for Box 1 folders 1-2, etc.

Select “OK”

For folders where all contents are located in an
Oversize Collections drawer, type “Oversize
Collections D#” (specifying drawer number (D#) with
D1, D2, or D3, etc.) as the location in the “Container
1 Indicator” box.

Select “Box-folder” (as appropriate). Other options
are available in the “Type” drop-down menu such as
“Box,” etc., but most cases will be “Box-folder.”

Resources Analog Instance

Container 1 Type

Container 1 Indicator |1 )

Container Barcode |

Container 2 Type

Container 2 Indicator |

Container 3 Type

Container 3 Indicator |

Location Mo location assigned

i E B

First  Previous Mext Last

DAMEA

Cancel OK

Instances
Instance Tvpe Instance Label
Text Box-folder 1:1 -~
v

Add Instance ] [ Remove Instance

5) Once added, the newly created “instance” will be
listed in the ‘Instances’ box (see example to left).
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(2) ‘Notes Etc.’ tab (for folder or item level)

Resources Record 95 of 110
Title: Kate Sessions Collection Resource |dentifier:  #S 38
|20 #5 38: Kate Sessions Collection | Basic Description || Marnes & Subjects Motes Etc.
L3 Persanal Diaries
é Correspondence Type Title Content
-3 Scrapbooks scope and Contents note Includes: “Kate Olivia Sessions and California F... A

{5 Manuscripts and Articles
-# Frechette research notes and unpublis
tion of “Letters from |

- Miscellanea

v

|.L‘«dd note etc, V| I Remave Mote etc, ]

< | b3
Export
add Add Deleta ﬁ u Manage @ Expart Export -
- EAll - ) s e || B2 || BB || B

First Previous Next Last Reports Close Save

Above displays a collection (“resource record”) with five series. The fourth series, “Manuscripts and
Articles,” contains three folders of which the third is highlighted in the left navigation bar. The body of
the record displays the ‘Notes Etc.’ tab for the folder where additional information can be included with
the folder’s record to further explain the contents of the folder.

Below are instructions on how to add an “includes:” or “scope and content” note to further explain the
contents of the folder. The same can also be done for items.

Add note etc, hd

Jother Finding Aids note -
8Physical Characteristics and Technical Requirerments note
"Physical Facet note

|Preferred Citation note

“|Processing Information note

Related Archival Materials note

1) Select ‘Scope and Contents note’ from drop-down
menu.

52 [—

Scope and Contents note
Separated Materials note v [ al E]

DA Mo bme Ad

Resources Record 1 of 1

[Jinternal Only  [] pulti-part Persistent ID refd4%
2) Type “Includes:” in the ‘Note Label’ box (this | ™ S R
. . bel ludes:
will override “Scope and Contents note” as the | 0% te! Incues
B . . Mote Content |« ata Olivia Sessions and California Flariculture® by T.0.A. Cockerell, fas
note’s title). Other options are to type Dacarmber 1943,

“Entries of interest:” or “Scope and Content,” 1
etc. Include description of folder contents or

item in ‘Note Content’ (see example to right). ‘ -
Include note “(in Oversize Collections D#)” for

specific items listed that are located in an :' B B @
N

Oversize Collections drawer (specifying drawer = oom B e BT
number (D#) with D1, D2, or D3, etc.)

Created: Jul 15, 2011 by smirkin | sodified: Jul 15, 2011 by smirkin | Record Number: 290...
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Creating PDF, HTML and EAD/XML files

:Il:ISitDr'y' For exporting Restrictions .ﬂ.PPl'_l,l'
= | EAD /XML
VErsion
‘ransfer .
ﬂ Locations
-4
b
Reports Close Save
T
Far exporting POF and
18 HTMIL wersions
. all
PDF and HTML versions
1) Select ‘Reports’ Resources Reports
2) Select “Finding Aid” from drop- Select Report |F1'nd1'ng Lid v|
dOWI’] menu for ’Select Report,' 0 Suppress components and notes [ Include Dao's in output?
when marked "internal only"?
3) Select either “PDF File” or [] Use Digital Object I as HREF?
“HTML File” from ‘Select Output” | Select output
drop-down menu. Report Description |SRaLG P
4) Select “Save” -
5) Save file using the following file

name formatting:
o ms#.pdf (e.g., ms38.pdf for PDF file of MS 38)
o ms#.html (e.g., ms38.html for HTML file of MS38)

ﬂ Save
EAD/XML version Save in: |2 Desktop
1) Select ‘Export EAD’

{52 Shortcut ko Collections

b

2) Select check-box next to “Number component

My Recent D Suppress components and notes
level?” This is a required element for Online Documents when marked "inkernal only"?
Fr
[

[] Use Digital Object ID as HREF?

Archive of California (OAC). ‘

— ‘ [] Include DAD's in oukput?

3) Save file using the following file name
formatting:

o ms#ead.xml (e.g., ms38ead.xml for EAD
file of MS 38). File will later be renamed
to ms#.xml after further detailed edits
(see Appendix C).

=

1]

b L
&

- [=}
-

My Documents

@

Ler

=
=
i1
=]
c

mp

3 File narme: | | [ Save ]
My Mekwork,

e Files of type: | xml files v/

*** See Appendix C for details on additional edits to HTML and EAD/XML files for compatibility with website
needs and Online Archive of California requirements, respectively.
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APPENDIX A
Basic Tactics for and Hints when using Archivists’ Toolkit (AT)

1. Remember to constantly SAVE your work. AT does crash/freeze at times and information can be lost.

2. To start a new line/paragraph, leave a double space between the paragraphs, otherwise the sentences
will continue to run on the same line.

3. When adding a “Scope and Content” note to a folder or item in the ‘Notes Etc.” you can include more
than one “Scope and Content” note. This will be helpful when entering information for a diary where
you will have a note for the scope and content of the diary as well as a note for the entries of interest
from the diary. For the latter, you can type “Entries of interest:” into the ‘Note Label’ box to override

default ‘Type.’
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APPENDIX B
Subject types
To determine the “type” of the subject term, you can first check for the term in the Library of
Congress Authority Headings search engine (http://authorities.loc.gov) — this site will provide you with
the information necessary to select the “type” should the term be listed on this site. If not, follow the
directions below for pointers on identifying the correct type. Instructions for using the Library of
Congress Authority Headings site (2) are listed following the pointers (1) below.

(1) Here are some pointers for determining which “Type” to select for each “Subject Indexed”
Type bl

Source

Function [657]

seope Mote  leonre ¢ Form (655)

Geographic Mame [651]

. Cccupation (658)

ALCESSIoNS Topical Term [650]
Accession Numbeldniform Title [£30]

Function (657) — activity or function that generated collection materials

Genre/Form (655) — genre or format of item, medium in which presented (e.g. “diaries”)

Geographic Name (651) — place, location (e.g. “San Diego (Calif.)” which is validated in Library of
Congress)

Occupation (656) — name of occupation, job (in most cases, though, this will be a Topical Term 650)
Topical Term (650) — describing content or topic of collection materials (used for most subject terms)
Uniform Title (630) — e.g. title of magazine, newspaper

(2) Using the Library of Congress Authority Headings site (http://authorities.loc.gov)

) Library of Congress Authorities (Search for Name, Subject, Title and Name/Title) - Mozilla Firefox

Ho Bk Mo o Bukials Los toh Visit http://authorities.loc.gov (see left) and select

Iﬂuhravy of Congress Authorities (Search for . |

A T p— + o n SearchAuthorities.” On the next screen, type in the
et | Getting Started |5 Latest Headines 1 Gmall [} Customize Links '§% Cataloging Hidden Sp... | | Free Hotmail || Windows Mar su bjeCt te rm to be sea rChed (e-g- ”families in example

Toe Lnary o Congese below) and select “Begin Search.”
LIBRARY OF CONGRESS AULH

£ Library of Congress Authorities - Mozilla Firefox

(2] Most Visited |

Using Library of Congress Authorities, you can browse and vie Eile Edit Wiews  History Eookmarks IOO|S ﬂeh:’

Subject, Marne, Title and Mame/Title combinations; and daownlo . "
WMARC farmat for use in a local library system. This semice is | E Library of Congress Authorities | +

>> Search Authorities< 6 " E autharities Joc,gov/cgi-binfPwebrecon . cgirDE=local2P&:E=First

Help on hing Authorities - Erequently Asked [£2] Most Wisited | | Getting Starked |5 Latest Headines 1 Gmail || Customize Links % Cataloging Hidden Sp... [ | Free Hotmail [

if you have questions or comments, please send us feedback

The Library of Congress

or switch to the
>> Library of Congress Online Catalo
to search for and display catalog records for the over
and other tems in the collections of the Library o

LIBRARY OF CONGRESS AUTHOR
o T T T

SOURCE OF HEADINGS: Library of Congress Online Catalog
Authority Headings Search

The Library of Congress Contact Us Pl
Nrwemhar 10 9011

Search Text: |families

Search Type: |[ENf=EMlli el
MName Autharity Headings

Scroll down for Title Authority Headings

SEER (TS MNarme/Title Authority Headings

Kesword Autharities (all)

100 records per page ¥ Begin Search ] [ Clear Search



http://authorities.loc.gov/
http://authorities.loc.gov/
http://authorities.loc.gov/
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The results page will look like the example below.

%) Library of Congress Authorities - Mozilla Firefox

File Edit Wiew History Bookmarks Tools  Help

J BLibrary of Cangress Authorities | + |

6 ) B autharities loc .gov/cgi-bin/Pwebrecon. coirSearch_arg=famiiessSear ch_Code=SHED_&PID=4mlvxqoPheHKO7SGkRysl 77 ~ C ‘.‘l"
S

|H£| IMost Wisited Getting Started |5 Latest Headlines ™1 Grail : Customize Links ’..'.'1 Cataloging Hidden Sp... : Free Hotmail : windows Marketplace £ windows Media E

The Library of Congress => Go to Library of Congress Online Cate

LIBRARY OF CONGRESS AUTHORITIES
bepie®

SOURCE OF HEADINGS: Library of Congress Online Catalog
TOU SEARCHED: Subiect Authority Headings = families
SEARCH RESULTS: Displaying 1 through 100 of 100,

< Previous Next »

Bib select icon in first column to...

. . T
# Records View Authority Headings/References Type of Heading

1 3153 |[Families. LC subject headings

If the term is found in the results list (as above), look for the “Authorized” or “Authorized Heading”
button to the left of the term — this button identifies terms that are “authorized” as an authority
heading by the Library of Congress. If the term is found in this manner, it’s ‘Source’ will be identified
as “lcsh” (see page 9 for ‘Source’ instructions specific to Subjects).

If the term is not found in the results list, use pointers listed above for determining the term’s ‘Type.’

) Authorized Heading, References and Motes (Library of Congress Authorities) - Mozilla Firefox [Z”E|E|
File Edit Wiew History Bookmarks Tools Help

If the term is
found, select

h Jﬂ.ﬁ.uthorized Heading, References and Motes ... | + | =
the
“ . ” \ & ] B B £) Authorized Heading, References and Notes (Library of. Congress Authorities) - Mozilla Firefox
AUthorlzed — File Edit Wiew Histar Bookmarks  Tools  Hel
. (2] Most visited | Jf = = = guiy = P
or llAUthorIZEd Jﬁnuthorized Heading, References and Motes .. I + | =
H »” .
Headlngs The Library of C \ 6 ) B authorities.loc.gov/cgi-bin/Puebrecon.cai?GetAuthRecs=185E0=201: 77 - & "l - } | | M
S —
bUtton and IE Mast Yisited :: Getting Started |5 Latest Headlines 1 Gmail :: Custamize Links ’ﬂ Cataloging Hidden Sp... :: Free Hotmail »>
follow the The Lib i == 5o to Library of Congress Online
screens by e Library of Congress Catala
selecting either 0 ' AT
" h g L] BR-ARY OF C . &) MARC Display (Library of Congress Authorities) - Mozilla Firefox
AUt Orlty SOURCE OF HE4 New Fil=  Edit Wew History Bookmarks Tools Help
ReCO rd” or the INFORMATION m Searcl E MARC Display {Library of Congress Authoriti... I + |
Correct term Please notes B SOURCE OF INGS: Library Ofcongress q t/ H suthorities loc. gov)cgi-bin/Pwebrecon. cgivduthRecID=46957548x 1=1 77 - G
Untl| you reaCh Select a Link | IMNFORMATIONFOR: Families. (2] Mast Visited || Getting Started |5 Latest Headlines I Gmail || Customize Links ’.ﬁ Catalog
the official [Authority Feco
. Authority Beco The Library of Congress »> Gote
authority Scope More | [FIELD |Selecta Lif
record forthe [, Diger, o [Feeding (1350 Famtes | &5 LIBRARY OF CONGRESS AUTH(
term you See: Gallagher |Used For/See From (4350 |chker Eaf]
searched [See: Risoman | [Used For/See From (4300 |Gallagher, T e
. ee; Rissman
|Used ForfSee From (4350 |R_issman R4 - Next » -
Marrower Termm _ [ MARC Display | Labelled Display )
|Search Alzo Under (5350 |Ajrcraﬂ ace
|search Also Under (5300 [Artist famiid L control no.: sh 85047005
f f LCCN permalink: httpflcen loc gow/shB504700%
HEADING: Families
000 0155907 a2200493n0 4490




Page |25

In the record, the ‘Type’ can be found by locating the “1XX” number (e.g. 157, 155, 151, 156, 150, or
130) — these numbers translate to the “6XX” numbers listed above for the different types (e.g., 151 is
651, 130 is 630, etc.).

| E MARC Display (Library of Congress Authariti... | +

& E authorities, loc, gow)coi-bin/Pwebrecon. coitAuthRec =493 7548 1=1 -

N

|F£| Mosk Yisited :: Getking Started 5 Latest Headlines T Gmail :: Customize Links &% Cata

LIBRARY OF CONGRESS AUTH
o © | oty | fidy |"thi

Next »
_ [ MARC Display | Labelled Display )

LC control no.: zh 85047009
LCCN permalink: http-iflcen loc gowshE 5047009
HEADING: Farmules

Find “Families” in the
example to the left. The

000 01555cz 222004930 450

001 4698754

005 2011072%105346.0

008 3602114 anannbabn |a ana

010 _ |ash 85047009

035 _ |a (DLC)sh 85047009

035 _ |a(DLC)6555160

035 _ |a (DLC)sp 85047009

035 _ |a (DLC)325783

035 _ |a (DLCH79052591

035 _ |a (DLC)427638

040 _ [aDLC |c DLC |dDLC |d Wall [d DLC
053 _0 |a GI4E0 [b GM480.65 |c Ethnology
053 0 |a GT2420 |¢ Manners and customs
053 _0|aHOQ503 b HO 10864 |c Sociology
150 |a Farnilies

AL | - N, DV R S U RS U VO R, U, U

term is located next to
“150” which identifies its
‘Type’ as “Topical Term
(650).”

Should you find the term’s
‘Type’ following these
instructions, the term’s
‘Source’ will be listed as
“Library of Congress Subject
Headings (lcsh)” (see
“Source”).
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APPENDIX C
Guidelines for exporting and posting finding aids online

Finding Aid Output
1. PDF - Create and print PDF version for inclusion in the finding aid folder at the beginning of the
physical collection.
2. HTML - Create html version for posting to the SDHC website.

a. Open saved html file in ‘Notepad’ application (do not double-click file, instead right-click
and select “open with” to select application)

b. Add code to embed a link for the SDHC icon image.

i. Scroll down past the header and css coding to <body>.

ii. Find the code for the image: <img
src="http://www.sandiegohistory.org/sites/default/files/sdhs_logo.jpg" />

iii. Add bold text to the image code:
<a href="http://www.sandiegohistory.org/enhancingaccess">
<img src="http://www.sandiegohistory.org/sites/default/files/sdhs_logo.jpg" />
<fa>

iv. The altered code for the image will include a link in the SDHC logo icon that will
appear in the upper right of the html file screen.

v. The URL in the bold code above can be altered to instead read
http://www.sandiegohistory.org should you simply desire linking to the SDHC
homepage.

c. Connect to SDHC’s FTP server to upload html files for SDHC website (request SDHC FTP
login/password from Jessica). You can use the free program FileZilla to connect to FTP
servers/sites (FileZilla downloadable from http://filezilla-project.org/).

i. Once connected to the FTP server, connect to the remote site at
/www/sandiegohistory.org/findaid. That is the location of the folder on the FTP
server where all the finding aids are housed. Upload finding aid html files from
your local site to that location on the server. You can simply drag and drop files
from the local to the remote site.

d. When editing SDHC webpage, add link to finding aid html file with the following
hyperlink: /findaid/ms#.html (replace “#” with the appropriate MS # for the collection).
This will connect to the location of the finding aid on the FTP server discussed in previous
step.

3. EAD - Export EAD version, this will be saved as an xml file.

a. Open saved file in XML Copy Editor (free program available from http://xml-copy-
editor.sourceforge.net/).

b. To covert file for upload to OAC:

i. Select XML’ from top menu bar

ii. Select ‘XSL Transform’

iii. Choose the file ‘at2oac.xsl’ (free download at
https://bitbucket.org/btingle/at2oac/src)

iv. Select ok for a new file to appear, successfully converted

v. Add scriptencoding="is015924" within <eadheader> (line 3)

vi. Remove lines 15-17 which should include the following text:

1. <p> <extref type="simple" actuate="onload" show="embed"
href="http://www.sandiegohistory.org/sites/default/files/sdhs_logo.jpg"

/></p>




C.
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For any collection with Series headings:

i. For proper placement of the “Series #:” text in the container list when listing a
Series title, the <unitid> and <unittitle> lines need to be switched in the EAD
before submitting to OAC. The resulting Series title line in the container list will
read correctly as “Series #: Title” (instead of “Title Series #:”).

Altering AT Stylesheets to Include ‘Uniform Title’ Subjects

AT stylesheets lack the coding to include subject terms in the category ‘uniform titles” when creating a
PDF or HTML report. In order to include any uniform title subjects, linked to a Resource, in your PDF or
HTML reports, follow these instructions:

Locate the stylesheets in the following folder: C:\Program Files\Archivists Toolkit
2.0\reports\Resources

The PDF stylesheet is “at_eadToPDF”

The HTML stylesheet is “at_eadToHTML”

Open each stylesheet in XML Copy Editor to edit the XML codes.

To edit the PDF stylesheet:

1.

vk wnN

a.

After block of code for <xsl:if test="ead:subject">, add the following lines of code:

<xsl:if test="ead:title">

<fo:block font-size="12pt" space-before="18pt" space-after="18pt" font-variant="small-
caps" font-weight="bold" color="#111" padding-after="8pt" padding-
before="8pt">Subject Uniform Title(s)</fo:block>

<fo:list-block margin-bottom="8pt" margin-left="8pt">

<xsl:for-each select="ead:title">

<fo:list-item>

<fo:list-item-label end-indent="24pt">

<fo:block>&#8226;</fo:block>

</fo:list-item-label>

<fo:list-item-body start-indent="24pt">

<fo:block>

<xsl:apply-templates/>

</fo:block>

</fo:list-item-body>

</fo:list-item>

</xsl:for-each>

</fo:list-block>

</xsl:if>

6. To edit the HTML stylesheet:

a.

After block of code for <xsl:if test="ead:subject">, add the following lines of code:
<xsl:if test="ead:title">

<h4>Subject Uniform Title(s)</h4>

<ul>

<xsl:for-each select="ead:title">

<li><xsl:apply-templates/> </li>

</xsl:for-each>

</ul>

</xsl:if>



